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The Office of Student Services/Student Activities
Western Illinois University-Quad Cities
Office of Student Service/Student Activities
3300 River Drive, Moline, IL 61265
Building C, Third Floor
Phone: (309) 762-9080
Monday-Thursday 8a.m.–4:30 p.m.

Mission Statement
The mission of Student Services at Western Illinois University-Quad Cities is to engage our
diverse student population fully in the academic and campus experience by providing
opportunities for educational and developmental programs and activities that support student
learning.

Why are we important?
Our goal is to help students experience growth through involvement and leadership. We
encourage integration of classroom learning through meaningful participation in co-curricular
activities and student organizations.

Our Divisions
Academic Support Services
Admissions
Advising
AmeriCorps
Career Development
Council on Student Activity
Funds/Student Welfare (SCAF/SW)
Disability Support Services

Financial Aid
Quad Cities Bookstore
Scholarships
Student Employment
Student Outreach and Engagement
Study Abroad/Outreach
Talent and Grant Committee
Veterans Resources

(Refer to Resources section for individual contact information of professionals within The Office
of Student Services/Student Activities)
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Current Student Organizations
Association of Latin American
Students (ALAS)

Academic Organizations
Academic Club for Engineering
(ACE)

Black Student Association (BSA)
UNITY

Aquaria, Biology, and Zoology
Society (ABZS)

Leadership and Professional
Organizations

Counseling Association (CA)
Communication Student Society
(CSS)

Student Government Association
(SGA)

Criminal Justice Society (CJS)

Student Emissaries

Graduate Experience in Museum
Studies (GEMS)

WQPT Ambassadors
Student Veterans Organization (SVO)

Interdisciplinary English and Arts
Society (IDEAS)

Toastmasters

Honorary Organizations

Liberal Arts & Science Student
Organization (LASSO)

Beta Alpha Psi (Accounting,
Informational Management)

PsyQC
Society of Accountancy (SOA)

Blue Key Honor Society (Academic
Achievement and Leadership)

Society of Business and Technology
(SOBAT)

Chi Sigma Iota (Counseling)

Society of Educators (SOE)

Golden Key International (All
Disciplines Academic Honors)

Society for Human Resource
Management (SHRM)

Kappa Delta Pi (Education)

Student Recreation Association
(SRA)

Student Publications
The Edge

Supply Chain Management Student
Association

(Refer to Resources pg. 26 to find out more
information regarding types of student organizations)

Cultural and Identity-based
Organizations
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Student Organization Recognition
Why be Recognized?
Student Organizations are an important part of the educational experience at Western Illinois
University-Quad Cities. All organizations that function on WIU-QC are required to be recognized
by the University. Recognition provides several advantages; access to a variety of services including
but not limited to copier, mailbox, bulletin boards, and mail services, ability to solicit membership
on campus, ability to solicit funds on campus under the organization name, use of University
facilities, receipt of relevant publications, and access to special services specifically for recognized
organizations.
The aforementioned privileges are reserved for recognized student organizations that follow the
policies and procedures of Western Illinois University-Quad Cities and the Office of Student
Services/Student Activities. The Office of Student Services/Student Activities can provide
explanation of policies and procedures found within this handbook and help make student
organizations successful.

What are the Requirements to be Recognized?







5 members minimum are required to start an organization. An organization is required to
have a President, Vice President, Secretary, Treasurer, and one additional member.
Each student organization requires a group advisor (See Role of an Advisor on pg. 9 ).
The Student Organization will need to develop a mission statement or brief group
summary
A constitution and/or bylaws will need to be created (Refer to pg. 22 for Constitution
Requirements).
Completion and submission of a recognition packet is also required.
The Organization will also need to select officers based on the constitution. (Refer to pg.
25 for a list of potential Officer Positions).

5

Recognition Procedures
Recognition is conducted once a year in the Spring.

Steps to Gain Recognition
1. The Office of Student Service/Student Activities will distribute the Recognition Packet for
new and renewing recognition to all student organization representatives at the Student
Organizations Workshop at the beginning of the Spring Semester (refer to Important
Dates on pg. 29).
2. Complete the Student Organization Recognition Application and other necessary forms
(Fact Sheet and Policy Implementation Form) from the Recognition packet and return
them to the Office of Student Services/Student Activities.
3. After reviewing the information and verifying that the conditions for maintaining
recognition have been met, the organization president and advisor will receive confirmation
that recognition has been granted or why recognition was denied. A decision by the Office
of Student Services/Student Activities to deny recognition may be appealed to the Vice
President of QC, Planning & Technology (Refer to Resources section on pg. 28 for
Contact Information).
4. Each Student organization must have an advisor. An advisor is defined as being a full-time
faculty, administrator, or staff member (See Role of an Advisor on pg. 9).
5. It is the responsibility of the student organization to create a constitution with a copy to be
kept on file in the Office of Student Services/Student Activities. A sample constitution is
available in the recognition packet. The sample constitution is given to provide guidelines;
it is not a form to be filled in. The constitution MUST be typed. (See Constitution
Requirements in Resources on pg. 22)

Requirements to Maintain Recognition
Failure to comply as an individual or as an organization with the following requirements, or a
violation of law or WIU-QC policy by the organization or its members or representatives, may
constitute groups for review or withdrawal of organization recognition by the University.
1. The organization president and advisor agree to accept full responsibility for the group’s
adherence to its Constitution and By-laws; University policies and directives by authorized
University officials; the Western Illinois University-Quad Cities Student Organization and
Advisor handbook; the Western Illinois University-Quad Cities Student Code of Conduct
(found online at wiu.edu/sjp) and local, state and federal laws. Accordingly, the president
and advisor must be familiar with such policies, laws, regulations, and directives and
procedures and must educate the membership.
2. Each Student organization must file the following information with The Office of Student
Services/Student Activities by the deadline given for the applicable recognition semester:
a. Recognition Application, Fact Sheet, and Policy Implementation Form (all will be
provided to organization by The Office of Student Services/Student Activities).
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b. Copy of Constitution (see Constitution Requirements and in Resources on pg. 22)
and By-Laws (a new copy of these documents is required every time an
organization is seeking recognition).
3. Student Organization shall abide by the WIU-QC non-discrimination policy (further
outlined in Selected WIU-QC Policies starting on pg. 19), except as exempted under
federal or other legislative protections.
4. Active membership in Recognized University Organizations is limited to students currently
enrolled at WIU-QC. Other persons may be admitted to associate membership in a
recognized orientation if its constitution and by-laws so provide. The following functions
and activities must be reserved for active members.
a. Holding Office in the organization. (Associate member may not hold office.)
b. Presiding, officiate, voting, making or seconding motions at any meeting for the
organization or acting as its spokesperson. (Associate member may attend and, as a
member of the audience, speak at meetings.)
c. Working at informational tables and distributing materials on campus on behalf of
the organization. (Associate members may assist active members in working at
tables providing that an active member is present at all times and responsible for
the table and/or the distribution.)
d. Soliciting funds on behalf of the organization. (Associate members may not solicit
funds).
e. Sections b through d are not intended as a comprehensive definition of active
membership, other functions or acts may also indicate that a person is participating
as an active member of an organization.
5. Each student organization must have an advisor at all time in order to maintain recognition.
(Refer to Role of an Advisor on pg. 9).
6. All student organizations are expect to follow the University’s rules and regulations
governing the use of funds. All debts, whether incurred on or off campus, must be paid.
Debts to the University will result in responsible parties being encumbered among other
potential individual or organizational sanctions (refer to Statement of Financial Obligation
in the Recognition Packet).
7. Organizations may not attempt to assume function of established student or faculty
government.
8. Activities or organization may not substantially interfere with the normal operations of the
University.
9. Student Organizations, in the conduct of their activity, cannot represent the institution
without expressed prior written university consent.
10. Indemnification Clause:
The recognized student organization and its individual active, inactive or associate
members shall indemnity, defend, and hold harmless the State of Illinois, the
Board of Trustees, Western Illinois University-QC, their officers, employees and
agents from and against any and all liability, lost claims, damages or expenses,
including reasonable attorney fees, arising from or related to the performance by
the University or the organization or their respective agents of any obligation or
7

responsibility referenced in this Student Organization Handbook or any other
activity undertake or any purpose by the organization or its individual active,
inactive, or associate members, or guest or invitees regardless of whether such
activities are negligent or intentional acts or omission. This indemnification does
not extend to actions caused by the sole negligence of WIU-QC or its employees.

Review, Suspension or Revocation of Recognition
Where the University alleges that the organization, its officers, or its individual members have
failed to comply with the obligations set forth under the Requirements to Maintain Recognition
(beginning on pg. 6), the University may follow established WIU-QC Student Code of Conduct
policies (located online at wiu.edu/sjp) and procedures to conduct an investigation and render
sanctions, or such other disciplinary policies and procedures as established with the University with
respect to student organizations. The University may also conduct an administrative review and
take summary action, as it deems appropriate under the circumstances, with written appeals of
each action to be reviewed by the Assistant Director of Student Services/Student Activities at WIUQC, Associate Vice President of Student Services or the Vice President for Student Services (refer
to Resources on pg. 28 for Contact Information).
The University may elect, in lieu of termination recognition, to impose educational and punitive
measures against the organization and/or its officers.
An organization whose recognition is suspended loses the opportunity to use the name of WIUQC, to use the University’s facilities, to schedule on campus and any other privileges as established
by the University. A suspended organization must continue to comply with those requirements
stipulated under Requirements to Maintain Recognition (beginning on pg. 6). Failure to comply
with these requirements will prevent the suspended organization from having recognition
reinstated. If an organizations recognition is revoked, the organization will cease to be recognized
by WIU-QC.
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Role of An Advisor
WIU-QC requires that all recognized student organizations have a faculty or staff advisor. Advisors
must be full time employees of the University (refer to Resources on pg. 27 for Current
Organization Advisors). Advisors help guide the group in accordance with the purposes and ideal
of the University. They do not directly control the groups programs and activities. 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. The person
filing the position defines the role of the advisor. Hopefully, each advisor will become involved in
the organization through meetings, planning, programming, and activities.

Considerations for WIU-QC





Guide the group in accordance with the purpose and education objectives of the University
Supervise the financial procedures followed by the organization in handling its funds.
Help increase awareness of both students and staff of the University’s facilities, events, and
personnel.
Be familiar with the policies and procedures listed in the University Code of Student
Conduct and the Student Organization Handbook.

Different Approaches to Advising
There are many different approaches to advising. The most important aspect of advising is to
remember that the main role is just that – TO ADVISE.
The suggestions listed below are meant to help the advisor work more effectively with the student
organization:






Help the officers of the organization consider issues that relate to ideas being approached
by the organization.
If an idea is inappropriate, the advisor should challenge the students to consider other
alternatives.
Informal meetings are encouraged for open and worthwhile discussion.
The officer should be encouraged to take an occasional chance on some less proven
members in delegating authority.
The advisor may wish to periodically evaluate officers in his/her effectiveness as an officer.
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Expectations
What can a Student Officer Expect of an Advisor?








Assist the group in formulating long-range goals and in planning and initiating short-term
projects.
A resource person for alternative solutions to problems confronting the group.
Assistance with the University’s procedural matters.
Suggestions of ways the group meetings can be improved.
Represent the group and its interest in staff and faculty meetings.
Assist in evaluating group projects, performance, and progress.
Make suggestions that will permit the officers to improve leadership skills.

What can an advisor expect of a Student Officer?




Keep advisor informed of all organizational activities, meeting times, locations, and
agendas.
Provide advisor with minutes of all meetings.
Meet regularly with the advisor and use him/her as a sounding board for discussing plans
and problems.

How to Best Utilize Your Advisor
Meet with your advisor at least one day before meetings to go over agenda and topics to be
discussed at the meeting. If you are unsure how to run the meeting or deal with a situation that may
arise, use your advisor’s knowledge and experience to come up with solutions.
Meet with your advisor after the meeting to brief him/her on what happened if he/she could not
attend. Be willing to ask for advice or comments on the way you handled the meeting.
Both the advisor and the organization should understand that the advisor is there to help the group
and that the advisor is, with the exception of paid staff advisors, chosen and retained at the group’s
discretion. Organizations should realize that an advisor has much to contribute to the success of
the organization. Be sure to make your advisor feel welcome at your meetings as well as social
functions.

Your Advisor and Financial Supervision
Each organization must elect a member to be responsible for treasurer duties, and the advisor
needs to work with this individual to supervise the financial records of the organization. The
advisor should also be aware of the organization expenditures and income. Particular attention
should be paid to the accounts receivable, the current balance and the prompt repayment of bills.
The advisor should be familiar with organization financial policies as defined in the Council on
Student Activities and Funder Operations Manual. The Office of Student Services/Student
Activities can be consulted about any organization monetary matter.
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Financial Resources, Policies, and Procedures
How to Receive Funding
After you have successfully completed the first assignment of becoming a recognized organization,
you are then eligible to receive funding from the University. The student fee funding committee of
the University is the Council on Student Activity Funds/Student Welfare (CSAF/SW). Funding is
based on what type of programs or services your organization and members want to provide to the
entire student body and campus community.
An organization must prepare a program-based budget (as specific as possible) on the programs
they would like to sponsor during the next year, and to some extent, the administrative costs that
are necessary to facilitate these programs, (i.e. telephone, supplies, educational workshops) and
present it to the Council on Student Activity Funds/Student Welfare. The organization is also
required to provide, in detail the cost necessary to provide these programs. Budget preparation
forms are available from the Student Services/Student Activities Office, online, and at the end of
the Student Organizations Handbook. The Budget Packet includes: instructions, a sample budget
request, and a new budget request form.
The Council on Student Activity Funds/Student Welfare then review the budgets according to
CSAF/SW policies and guidelines and program needs. After CSAF/SW determines how much an
organization will be allocated, the itemized budget is returned to the organization for review. The
organization can make an appeal at this time regarding the budget if it so desires. If there is no
appeal, CSAF/SW then makes its recommendation to the Student Government Association and
Associate Director for Student Services/Student Activities for approval. Upon approval from the
Associate Director of Student Services/Student Activities, the Vice President of QC, Planning &
Technology and the president of the University, the Council returns the approved budget to the
organization based on the Council’s funding decisions. The organization is obligated to spend their
funds according to the line items and programs that have been approved. If an organization
realizes it needs to alter, expand, or add on to programs that were approved by the Council, it
should work with the Council to amend its budget. An organization must request permission from
the Council to:




Spend money for additional programs
Cancel Programs that funds were allocated for and substitute programs
Spend money for programs not originally approved by the Council

There are forms available, from the Office of Student Services/Student Activities, to make a
transfer request. After submitting these form to the Office of Student Services/Student Activities,
the Council on Student Activity Funds/Student Welfare will decide whether or not to grant the
request. The organization is the notified of the decision and may appeal if so desired.
It is important to note that organizations cannot spend funds in any manner they deem necessary.
The organizations receive funds based on specific request that are reviewed by the Council; and in
turn, the Council grants funding based only on specific programs and line items they approve. The
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council is charged with maximizing the effective use of student activity funds and has developed
these guidelines and policies to ensure the most efficient and effective use of student funds.

Generated Income
If an organization is allocated money from the Council on Student Activity Funds/Student
Welfare, all generated income by the organization shall be considered activity fund monies. All
generated income must be deposited within the organization's WIU-QC account within 24 hours
after the event unless the event occurs on a Friday or Saturday. The money should be turned in on
the next business day. It should be noted that any income generated over and above the budgeted
amount may not be used by the organization unless the Council on Student Activity Funds/Student
Welfare gives approval. To deposit the generated income in an organization's account, a
completed cash deposit slip should be filled out in its entirety and taken to the Office of Student
Services/Student Activities along with the income. The deposit slip must have the correct cost
center and sub-code numbers, cost center name, amount to be deposited, and correct income
classifications.
It is important to monitor your generated income throughout the year compared to the income
submitted with the original budget. If you are not on track, your budget will need to be adjusted to
prevent the organization from going into a negative balance. If you have any questions about the
funding process, please contact the Office of Student Services/Student Activities at 762-9481, Ext.
236.

Talent Grants
Students in leadership positions such as President, Vice President, Secretary, or Treasurer in
recognized student organizations are eligible to receive monetary awards called talent grants in
recognition of their leadership contributions to campus. Applications are available in the Office of
Student Services/Student Activities, online, and at the end of the Student Organizations Handbook
for Fall and Spring semesters. Leaders can apply for grants regarding the positions they will be
taking in the coming semester. Students will be notified of acceptance or denial of their
application. Complete forms and return to Curtis Williams, Associate Director of Student
Services.
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Program/Special Planning
Special Events
(For purposes of this article, the following words and phrases shall have the meanings
respectively ascribed to them by this section:)

Assembly means any gathering of persons on University property which may affect the ordinary
use of said property and shall include, but not be limited to group assemblies, parades, marches,
pickets, and similar activities.

Special Event means any activity, which occurs upon University property that may affect the
ordinary use of said property. Such term as used herein shall include, but not be limited to the
following activities:







Fairs or festivals;
Road races, foot runs, bicycle runs, walk-a-thons, bike-a-thons or similar events;
Sidewalk sales or displays;
Merchants markets or similar activities;
Business promotions or similar events.
Concerts

Affecting ordinary use means any activity on any University property, a right-of-way, sidewalk or
adjoining property that temporarily necessitates interfering with or obstructing of any right-of-way
or sidewalk, or part thereof, because of such activity.

How To Apply for a Special Event Permit
An application for an assembly or special event shall be submitted to Curtis Williams, Associate
Director of Student Services/Admissions on forms provided by the University. The application
must be filed at least 30 business days prior to the proposed event. The applicant shall provide the
following information:






Name, address and telephone number of the sponsoring organization or individual;
Name, address and telephone number of contact person, if different from the sponsor;
Purpose of the event or activity;
Proposed date, location and hours of operation; Schedule for the proposed event, if
applicable;
Such other information as the University deems reasonably necessary to determine that
the permit meets the requirements of this article.

The University shall review all permit applications and shall be responsible to approve or deny
such applications.
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Reasons for Permit Denial








The event or activity may create significant disruption of normal University operations.
The event or activity will interfere with access to fire hydrants or will block one or more fire
lanes.
The location of the assembly or special event will disrupt adjacent residential facilities.
The event will require the diversion of so many University employees that allowing the
event would unreasonably deny public services to the remainder of the University.
The application contains incomplete or false information or the applicant has failed or
refused to provide reasonably necessary information as requested by the University.
The applicant fails or refuses to comply with all the terms and conditions of this article.
The event violates existing University policy.

Indemnity Agreement
Every permittee under this article shall execute and file with the University an indemnity
agreement in a form acceptable to the University. The indemnity agreement shall provide that the
permittee agrees to indemnify and hold the University, and all of the University's officials, officers,
agents and employees harmless from any liability whatsoever from any and all claims, demands,
actions or causes of action for personal injury, including death, or property damage arising from or
in any way connected to the assembly or special event, excepting only any claims arising solely
from the negligent acts of the University or its officials, agents and employees.

Limitation of Liability
This article shall not be construed as imposing upon the University or any of its officers, agents or
employees any liability or responsibility for any injury or damage to any person in any way
connected to the use for which any permit has been issued. The University and its officers, agents
and employees shall not be deemed to have assumed any liability or responsibility by reason of
inspections permitted, the issuance of any permit, or the approval of the use of any University
property.

Public Notice Required
Permittee may also be required to specifically inform adjacent property users who
might be inconvenienced during the event.
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Sanitation and Clean-Up
A permit may be issued only after adequate waste disposal facilities have been identified and
obtained by permittee. Permittee will clean the right-of-way of rubbish and debris, returning it to
its pre-event condition, within two hours of the conclusion of the event. If the permittee fails to
clean up such refuse, the University shall arrange such clean up and the costs charged to the
permittee.

Other Permits Required
Permittee shall obtain any other permits that may be required by the University, or any
other governmental entity for the assembly or special event.

Revocation of Permit
All permits issued pursuant to this article shall be temporary and do not vest any permanent
rights. A permit may be revoked for cause including any of the following reasons:




The application is incomplete or contains false information;
The applicant fails to comply with all the terms and conditions of this article and the
permit;
Conditions of public emergency such as natural disaster, public calamity, riot, or similar
emergencies, which necessitate suspension of the permit.

Revocation of a permit may be appealed by the same process as an appeal, which results from
denial of a permit.

Appeal Procedure
Any applicant whose permit application has been denied or any permittee whose permit has been
revoked may request a review of such decision by the Vice President for Administrative Services.
This request must be in writing and received by the Vice President for Administrative Services
within five business days of the notice of permit denial or revocation. Applicant may appeal the
decision of the Vice President for Administrative Services to the President by filing written notice
of such appeal with the President within five business days of notice of denial of the appeal by the
Vice President. The President shall determine whether the denial or revocation of the permit is
justified.
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Use of University Facilities: Recognized Student
Organization Services
As a student organization system is an integral part of the co-curricular experience at WIU-QC, it
may thereby receive certain privileges. Privileges are given to those recognized student
organizations that are in good standing with the Office of Student Services/Student Activities and
WIU-QC and who comply with specific requirements to each of those privileges.

Bulletin Boards
There are many bulletin boards across the WIU-QC Campus. Materials to be hung in the
University must be submitted and approved by the Office of Student Services/Student Activities.
Email items to Curtis Williams at CM-Williams11@wiu.edu for approval. Material will be posted
as soon as possible after acceptance and is subject to appropriateness and legal regulations. The
University’s staff and Student Services/Student Activities staff will remove materials that are
outdated or have not been approved from the bulletin boards. Approved materials must have
initials and date.

Tables
To reserve the use of a table, an organization must fill out a request form at least a week prior to
event and turn it in to Curtis Williams in Student Services. These tables are scheduled on a "first
come, first served" basis. There will be no promoting of alcoholic beverages.

Room or Location
To reserve the use of a room or facility at WIU-QC, an organization must send a location request
e-mail to Curtis Williams at CM-Williams11@wiu.edu. The request must include the location,
date, time, statement of purpose, and number of participants. Approval of facilities usage will be
processed on a “first come, first served” basis.

Copy Services
Copy services are available to all recognized student organizations. Student Services/Student
Activities will make copies for you and leave them in your organization mailbox (located on the
second floor of building C in the Student Leadership Center) after approval. You will receive an
email notifying you that they are ready. Flyers will be approved, printed, signed and posted for you.
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Fax Machine
WIU-QC offers the use of a FAX machine to organizations. Please contact the Student
Services/Student Activities Office for your FAX needs. The FAX machine is on 24 hours a day
to receive transmissions from other machines. No personal business is to be faxed. Our fax
number is (309) 762-8980.

Mailing Services
Student organizations can use the University’s Mailing Services. There is a courier that
picks mail up daily. Please check with the Office of Student Services/Student Activities for
complete instructions by calling (309) 762-9080.

Master Calendar
Student Services/Student Activities maintains a Master Calendar of all Student Services/Student
Activity events. This calendar increases awareness of what is occurring on campus and helps avoid
scheduling conflicts. It is important that organizations submit all event details to the Student
Services/Student Activities Office at the earliest possible date to be included on the Calendar. The
Calendar is continually updated and information is accessible by contacting us. You may call (309)
762 9080 to put an event on the calendar. Sign up for regular standing organizational meetings is
done during the week of finals of the preceding semester or as early in the new semester as
possible. Final changes to any scheduled event should be made 48 hours in advance.

Requesting a Vehicle
A WIU-QC University vehicle may be requested by faculty, a staff member, an advisor, or a
graduate assistant. Requisition forms can be found on the University website under University
Vehicle Reservations. All spaces on the form need to be completed in full. Any additional
questions can be sent to Carol Marquardsen. She can be reached at (309) 762-9481 Ext. 62245.
Keys and car information may be picked up at the 1st floor reception area on the day of the trip.
If leaving before the office opens in the morning, keys may be picked up the day before.
Arrangements for this will need to be made in advance.
Recording accurate beginning and ending mileage are crucial because the charge is based on the
actual trip mileage. Keys should be left in the “key locked box” located in the kitchen on the 1st
floor.
There are certain procedures that must be followed when requesting a vehicle. They are as follows:



Any person driving a vehicle must fill out an Online Vehicle Reservation Form. This form
is filled out for insurance purposes and sent to Macomb to be kept on file for one year.
No vehicle may be scheduled more than two (2) weeks in advance. If the vehicle requested
is available, it will be scheduled in the organization's name.
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Payment will be completed internally by the University Business Office for CSAF/SW
funded organizations or those with a University Cost Center Number.
All receipts for purchased items for vehicle maintenance must be brought to the Office of
Student Services/Student Activities for reimbursement if such items become necessary.
UNDER NO CIRCUMSTANCES are WIU-QC vehicles to be kept at an off-campus
residence. All vehicles should be returned to WIU-QC no matter what time of the day it is.
In the event of an accident, the driver should:
1. Make sure all individuals receive medical attention.
2. Secure the names and addresses of all witnesses, license numbers of other vehicles,
and names of people involved in the accident.
3. Secure the names of the insurance companies for all vehicles involved in the
accident.
4. Follow the emergency calling procedures.
5. Upon return to the University, inform the Student Services/Student Activities
Office.

Drivers are responsible for filling up the vehicles after use (a credit card will be inside the key ring
pouch). The credit card will be for purchases ONLY of gas, oil and repairs. All receipts for credit
purchases must be turned in with the card to the Student Services/Student Activities Office with
the vehicle keys.
These credit cards cannot be used for privately owned vehicles. In addition to the Illinois State
Rules of the Road, WIU-QC requires that the following regulations apply to any users of any
vehicle:
 All drivers MUST BE 21 years of age or older.
 All drivers MUST BE faculty, staff or an advisor on WIU-QC business and approved by
the department.
 Carol Marquardsen (or her associate) will check the driver’s license of all drivers’, when the
vehicle is picked up.
Neither alcohol nor drugs may be consumed or transported in ANY University vehicle.
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Selected WIU-QC Policies
Alcohol Policy
Alcohol is not permitted on campus at WIU-QC at any time. This includes students, faculty,
staff, and other patrons.

Anti-Harassment Policy
Western Illinois University strives to provide an educational and working environment that is free
from harassment for faculty, staff, and students. We are committed to providing an environment
that values diversity and emphasizes the dignity and worth of every individual, an environment in
which every individual is treated with respect. Harassment in any form is contrary to these goals
and fundamentally at odds with the core values of Western Illinois University. Harassment is
unacceptable and will not be tolerated. Incidents of harassment will be met with appropriate
disciplinary action, up to and including separation or dismissal from the University. Any action
taken as a result of a violation of this policy will be in accordance with the relevant collective
bargaining agreements or University policies. The University defines harassment as verbal or
physical conduct that denigrates or shows hostility toward an individual because of his/her sex,
race, color, sexual orientation, gender identity and gender expression, religion, age, marital status,
national origin, disability, or veteran status, and that:
 has the purpose or effect of creating an intimidating, hostile, or offensive environment;
 has the purpose or effect of unreasonably interfering with an individual's work, study, or
participation in University activities; or
 otherwise adversely affects an individual's opportunities.
For the complete policy, please see Anti-Harassment Policy at wiu.edu/policies.

Final Exams & Schedule Activities Policy
University- and/or student-sponsored activities shall not be scheduled during the final examination
period or one calendar day prior to the final examination week. Included are all cultural, athletic,
and extracurricular activities. Appeals for exceptions to and interpretations of this policy shall be
made to the Associate Director of Student Services/Student Activities, the Vice President of QC,
Planning & Technology, and the President of the University -- if there are unusual circumstances
surrounding a given event. In no case may such an event be scheduled during a time when a
primary participant in an event is scheduled for an examination.

Hazing Policy
Western Illinois University-Quad Cities stands firm in its conviction and refuses to tolerate hazing
activities in any form practiced by individual students, pledges, new members, members or alumni
of WIU-QC organizations. Whatever form it takes, hazing subverts and corrupts the true student
experience. In its more extreme forms, hazing risks human lives, brutalizes everyone involved, and
jeopardizes the very existence of the organization.
Activities prohibited under this Policy shall include, but not be limited to, any of the following:
extended deprivation of sleep or rest; forced consumption of food, liquor, beverage or drugs;
beatings; brandings; tests of endurance; or submission of members or prospective members to
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potentially hazardous or dangerous circumstances. It shall not be an acceptable defense to a
charge of hazing to claim that the participants took part voluntarily, that they voluntarily assumed
the risks or hardships of the activity, or that no injury was in fact suffered.
Hazing is a recurrent blight that can attack any organization whenever a few persons attempt to
substitute force for reason, and expediency for understanding. Such persons seem to believe that
subjecting members to a series of ordeals will make them fit in and that fear will somehow make
them more disciplined and mature. Even though such methods may seem efficient in the short
run, there can be no justification whatsoever for hazing. The principles of each and every student
organization represented at Western Illinois University-Quad Cities must be evident in the actions
of its members. WIU-QC may sanction individual participants or organizations whose members
are involved in or who sanction hazing.

Mandatory Meeting Attendance Policy
At least one representative from each student organization is expected to attend the bi-monthly
scheduled SGA meetings held throughout the semester. This is necessary to avoid duplication of
events and to assist in coordinating the student organization monthly calendar of activities.

Non-Discrimination Policy
This organization shall not discriminate on the basis of race, color, national origin, religion, gender,
disability, sexual orientation, disabled veteran's status, or age in any of its policies, procedures, and
practices. This policy will include, but is not limited to recruiting membership, organization
activities, or opportunity to hold office. Single-gender organizations maintain this status under the
United States Constitution and civil rights laws, social fraternities and social sororities.

Purchasing Items Policy
All items now require the approval of Curtis Williams, Associate Director of Student
Services/Admissions and Joe Rives, Vice President of QC, Planning & Technology at the
WIU-QC University campus before purchases may be made. The procedure to follow is:






The organization needs to fill out a Form to Request Approval of Anticipated
Expenditures found in the Student Affairs Office, online, or at the end of the Student
Organization Handbook and turn it in to Student Activities (at information desks located
on the first floor of Building C) at least 2 weeks prior to the event (30 days for a contract).
It will be reviewed and forwarded to the Director for purchase approval.
When a decision has been reached, the organization will be contacted.
Organizations will be responsible for purchases made without approval.

Risk and Liability Policy
Western Illinois University-Quad Cities, in conjunction with Chicago State University,
Governor’s State University, Northeastern Illinois University and Eastern Illinois University,
participates in the "State Universities Risk Management Association" (SURMA) Self-insurance
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Pool. The program covers civil liability for bodily injury, personal injury and damage to
tangible property resulting from occurrences in the conduct of University business and
damages arising out of professional services.
Students while enrolled in a practicum or other training program authorized by WIU-QC and
while acting within the scope of their duties and faculty and staff of Western Illinois UniversityQuad Cities are “covered persons” under this self-insurance program and subject to its terms and
conditions. The coverage of faculty, staff, and students is limited to occurrences or professional
services that are within the scope of this program.
Organizations or individuals not directly associated with the University but using WIU-QC-owned
facilities are required to either: (a) provide to the University a certificate of insurance including the
WIU Board of Trustees and Western Illinois University-Quad Cities as an additional insured for
no less than $1,000,000 combined limits or (b) purchase coverage for the event through the Master
Venue Program. The Master Venue Program, which provides affordable General Liability
insurance, is available to tenants, users and renters of Western Illinois University-Quad Cities
facilities. Protection is provided against negligent acts for which the group or organization may be
held responsible for property damage or bodily injury. Western Illinois University-Quad Cities is
named as an additional insured. The cost of the coverage is a per-day charge based on the type of
event and number of people attending the event. Non-WIU-QC groups should be directed to the
Office of the Vice President for Administrative Services in Macomb (309-298-1800) for cost
estimates.
For groups needing assistance in acquiring a Certificate of Insurance, or there is doubt regarding
whether a specific organization is covered through the University’s plan or needs certification of
separate insurance coverage, please contact the Office of the Vice President for Administrative
Services in Macomb (309-298-1800).

Sexual Harassment Policy
WIU-QC is committed to maintaining a fair and respectful environment for living, work and study.
To that end, and in accordance with federal and state law and Board of Trustees' policy, WIU-QC
prohibits any member of the faculty, staff, administration, student body, or visitors to campus whether they are guests, patrons, independent contractors, or clients -regardless of the sex of the
other party, from sexually harassing any other member of the WIU-QC community. Reports of
sexual harassment will be met with appropriate disciplinary action, up to and including dismissal
from WIU-QC. For a complete guide, please review the brochure from ADA (which can be found
online or in the Judicial Code of Conduct).

WIU-QC Trademarks and Logos
All organization publications must have the WIU-QC logo on them. The template or draft must
be approved first by Student Activities. You can seek this approval by contacting Curtis Williams
(309) 762-9481 Ext. 62236. For finalized use of this logo, you must seek approval from Marketing
Director, Tami Seitz at 309.762.3999, ext. 62-295. This should be done after approval from
Student Activities.
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Resources
Constitution Requirements
To ensure continuity and consistency, your constitution must include:
1. A date of adoption.
2. A clear statement of objectives, which are consistent with the mission and educational goals
of WIU-QC.
3. Identification as a campus-based and student-controlled group, with active membership
limited to students of WIU-QC. (See information under Membership.)
4. Democratic procedures for nominations, elections, and removal of officers.
5. Democratic provisions for policymaking, including amendment to constitution.
6. Clear statement of reasonable dues or other financial obligations of members.
7. The following statement of non-discrimination:
This organization shall not discriminate on the basis of race, color, and
national origin, religion, gender, disability, sexual orientation, marital
status, veteran status, or age in any of its policies, procedures, and
practices. This policy will include, but is not limited to recruiting
membership, organization activities, or opportunity to hold office.
8. Statement of organization not-for-profit status.
9. Statement of financial responsibility for any debts accumulated at WIU-QC by
the organization not covered by funds on deposit.
Sample: A specific member or members designated by this organization
shall be responsible for payment in full of all debts accumulated by the
organization not covered by funds on deposit.
10. Statement of non-hazing must be included exactly as found here:
Hazing is strictly prohibited. Hazing shall be defined as any action taken or
situation created intentionally, whether on WIU-QC property or not, to produce
mental or physical discomfort, embarrassment, harassment or ridicule.
11. Statement of compliance with campus regulations must be included exactly as found here:
This organization shall comply with all WIU-QC policies and regulations and local,
state, and federal laws.
12. Assurance that the petitioning group is willing to work in a democratic manner within the
framework of WIU-QC policies and procedures. If the petitioning group is a member of a
national organization, the University reserves the right to examine the record of the parent
organization or affiliates on the campus.
13. Clear statement of job descriptions for each executive officer.
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Sample Constitution
*Date of Adoption and/or Revision
ARTICLE I – *Name*
The name of this organization shall be the Western Illinois University-Quad Cities Underwater
Basket Weaving Club (UBWC). The UBWC is a student organization at Western Illinois
University-Quad Cities. This organization’s purpose shall be to educate the students at Western
Illinois University-Quad Cities as to how to create baskets, while submerged underwater.
ARTICLE II – *Objectives*
The objectives of the organization shall be:
1. To promote interest in underwater basket weaving
2. To provide fellowship among students and faculty
3. To represent student needs and wants in regard to difficult activities under water
4. To provide a forum for the presentation of innovative ideas to benefit of the University
community.
ARTICLE III – Membership (Must Be Included Exactly as Found Here; Additional Info is

Optional)
1. Members and officers must be enrolled students at Western Illinois University-Quad
Cities.
2. Non-students may act as associate members, but may not vote or hold office.
ARTICLE IV – *Officers* (Make specific to your organization. President, Vice President,

Secretary, & Treasurer are required. Procedures for election/removal must be democratic.)
1. Election of Officers
a. The officers of this organization are president, vice president, secretary, and
treasurer.
b. Officers will be elected by written ballot, with each active member casting a vote. A
majority of votes will constitute a victory.
c. Election of officers will take place during the 3rd week of the fall semester.
d. Officers will assume office for the period of one year.
2. Recall of Officers
a. Officers are subject to recall for malfeasance in office. Malfeasance shall be defined
as:
i. An inability to perform the requirements of office
ii. Willfully disobeying Western Illinois Rules and Regulations governing
student organizations
iii. Breaching the Student Code of Conduct
iv. Mismanaging club funds
b. Recall procedures will be initiated at the request of five active members.
c. A hearing will be conducted at a regular meeting for the presentation of evidence
from all concerned parties
i. Those requesting a recall of officer(s) shall be given 20 minutes to present
their case
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ii. Those officers being recalled will have five (5) minutes to question their
accusers
iii. Those officers being recalled will have 20 minutes to rebut the charges
presented against them
iv. The club will then have five (5) minutes to question those being recalled
d. A two-thirds majority of those active members voting in a recall at the end of the
hearing is necessary to remove any office.
ARTICLE V – *Voting*
1. This constitution and by-laws may be amended by a 2/3-majority vote of those voting, a
quorum being present.
2. Voting on amendments must be conducted after a minimum notice of 2 weeks.
ARTICLE VI – Not-for-profit Statement (Must Be Included Exactly as Found Here)
This is not-for-profit organization.
ARTICLE VII – Statement of Non-discrimination (Must Be Included Exactly as Found Here)
This organization shall not discriminate on the basis of sex, race, color, sexual orientation, gender
identity and gender expression, religion, age, marital status, national origin, disability, or veteran
status. This policy will include, but not limited to recruiting, membership, organization activities, or
opportunities to hold office. (As exempted by Federal law, Social Greek organizations may omit
“gender”)
ARTICLE VIII – *Financial Obligation*
A majority of voting members of this organization may determine reasonable dues and fees
assessed to each member at the beginning of each semester. A specific member or members,
designated by this organization shall be responsible for payment in full of all debts accumulated by
the organization not covered by funds on deposit.
ARTICLE IX – Statement of Non-Hazing (Must Be Included Exactly as Found Here)
This organization will not conspire to engage in hazing, or commit any act that causes or is likely to
cause bodily danger, physical harm, or personal degradation or disgrace resulting in physical or
mental harm to any fellow student or person attending the institution.
ARTICLE X – Statement of Compliance with Campus Regulations (Must Be Included Exactly as

Found Here)
This organization shall comply with all university and campus policies and regulations and local,
state, and federal laws.
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Officer Positions
This list is to serve as a reference for potential position and their respective roles within your
organization. The distribution of roles is subject to the discretion of the organization.

President







Coordinates all activities of the organization
Acts as liaison to University Community
Serves as official representative of organization
Calls regular and special meetings
Presides at meetings
Prepares agenda for meetings

Vice President



Assumes duties of President, when necessary
Assists president in coordinating activities

Secretary





Maintains accurate and current information of the organization and membership
Assists president and vice-president to coordinate organization activities
Keeps accurate minutes of each meeting and forward copies to the other officers
Keep attendance records for meetings

Treasurer




Serves as liaison to WIU for all purpose of organizational funding
Maintains accurate and current account of all organizational funds
Responsible for dispensing of funds in accordance with the goals and programs established
by the organization

(Please note: a description of officer duties could be included in either the By-laws or the
Constitution. WIU requires a President, Vice President, Secretary, Treasurer, and WIU Advisor
for all Recognized Student Organizations)
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Types of Organizations
Student Organizations are put into broad categories that assist interested student in locating a
suitable organization for their needs. They are as follows:

Academic


Student organization that are affiliated with a University academic department.

Honorary


Organizations whose main purpose is to recognize the attainment of scholarship of a
superior quality. There are honorariums for each class, special interests, as well as for most
all of the academic disciplines.

Leadership


A student group that is elected to represent a number of smaller organizations in the same
category (i.e., Student Government Association, Board of Trustees, and CSAP/SW).

Cultural/Identity Based Organizations


Student organizations whose mission is to study or promote the culture of other nations
and/or ethnic groups.

Service


Student organizations whose mission is to provide philanthropic/community service to the
Western Illinois University-Quad Cities and/or the Quad City Community.

Religious


Student organizations whose mission is to further the interest of a particular church, sect, or
denomination.

Political


Student organizations whose mission is to further the interest of a particular political group
or issue.

Professional


Student organizations with a mission relating to a professional career, many of which are
nationally affiliated.

Sports


Student organizations whose mission is to promote a common interest and to foster
participation in, officiating of, and/or competition in a specific sport or recreational activity.

Special Interest


Student organizations whose mission is to promote a common interest and foster
participation in or aware ness of a special interest.

Publication


Student organization that are affiliated with the University and provide news and media
information to the University campus body.
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Current Organization Advisors
Fred Isele

Student Government Association

(309) 762-3999, Ext. 62301

Curtis Williams

Student Government Association

(309) 762-3999, Ext. 62236

Dr. Susan Massey

Society of Educators

(309) 762-3999, Ext. 62269

Dr. Steven Hunt

Society of Accountancy

(309) 762-3999, Ext. 62259

Amanda Bergeson

Student Recreation Association

(309) 762-3999, Ext. 65024

Dr. Carrie Alexander-Albritton WIU-QC Counseling Association

(309) 762-3999, Ext. 62268

Dr. Joan Baril

Society of Business & Technology

(309) 762-3999, Ext. 62227

Dr. Susan Romano

Aquarium, Biology, Zoology

(309) 762-3999, Ext. 62347

Audrey Adamson

Toastmasters

(309) 762-3999, Ext. 62573

Dr. Everett Hamner Liberal Arts & Sciences Student Assoc.

(309) 762-3999, Ext. 62247

Dr. Pam White

Graduate Experience in Museum Studies

(309) 762-3999, Ext. 62340

Dr. Brendan Young

Communication Student Society

(309) 762-3999, Ext. 62323

Scott Brouette

Cultural/Identity Based Organizations

(309) 762-3999, Ext. 62305

Dr. Suzanne Bailey

Criminal Justice Society

(309) 762-3999, Ext. 62303

Dr. Everett Hamner

IDEAS

(309) 762-3999, Ext. 62247

Dr. Il-Seop Shin

Academic Club for Engineering

(309) 762-3999, Ext. 62787

Dr. Vitaly Brazhkin

Supply Chain Management Student Assoc.

(309) 762-3999, Ext. 62354

Dr. Tiffany Stoner-Harris Chi Sigma Iota

(309) 762-3999, Ext. 62267

Susan Steward

Society for Human Resource Management

(309) 762-3999, Ext. 62258

Kassandra Daly

Student Emissaries

(309) 762-3999, Ext. 62348

Ryan Colclasure

PsyQC

(309) 762-3999, Ext. 62349
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Contact Information
Joseph Rives
(309) 762-8843 Ext. 62257
Vice President for QC, Planning & Technology
Kristi Mindrup
(309) 762-5945 Ext. 62252
Assistant Vice President, QC Academic Affairs
William Brewer
(309) 762-3999 Ext. 62253
University Architect, Director of Facilities WIU-QC
Tamara Seitz
(309) 763-3999 Ext. 62295
Director of Marketing, WIU-QC
Kassandra Daly,
(309) 762-3999 Ext. 62348
Associate Director Admissions
Curtis Williams,
(309) 762-3999 Ext. 62236
Associate Director, Academic Advising/Student Services
Kimberly Moreno,
(309) 762-3999 Ext. 62325
Academic Advisor, College of Education & Human Service
Alex Wenger,
(309) 762-3999 Ext. 62789
Academic Advisor
Kenneth Wheeler,
(309) 762- 1988 Ext. 62327
Academic Advisor, College of Business & Technology
Ashley Wilkinson,
(309) 762-3999 Ext. 62326
Academic Advisor
Scott Brouette,
(309) 762-3999 Ext. 62305
AmeriCorps
Audrey Adamson,
(309) 762-3999, Ext. 62573
Assistant Director, Career Development/Career Services/Disability Support Services
Heather Calvert,
(309) 762-3999 Ext. 62235
Financial Aid
Helena Lira,
(309) 762- 3999 Ext. 62357
Study Abroad/Outreach
Veteran Resource Center
(309) 762-3999 Ext. 68038
Second Floor, Building C
Library, First and Second Floor, Building B, Riverfront Campus
(309) 762-3999 Ext. 62225
Security, First Floor, Riverfront Commons
(309) 762-3999 Ext. 62298
TDY
First Floor Hearing Impaired Telephone,
(309) 762-6974 Ext. 62275
Second Floor Hearing Impaired Telephone,
(309) 762-6974 Ext. 62319

Macomb Requested Numbers
Jack Thomas, President, WIU
Dr. Ronald Williams, Interim Vice President for Student Services
General Information, Macomb Switchboard
Book Store, Orders Only
Book Store, Macomb Campus, Union
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(309) 298-1824
(309) 298-1814
(309) 295-1414
(800) 338-6369
(309) 298-1931

Important Dates
Fall Semester, 2016


August 10, Wed. & 11, Thurs. – New Student Orientation



August 22, Mon. -- Classes Begin



August TBA, Organizations Policies & Procedures Workshop



September 5, Mon. -- Labor Day -- No Classes/University Closed



September 6, Tues. -- Classes Resume



September TBA, -- Student Activities Fair



September 8, Thurs. – Professional Development Series



September 16, Fri. – Talent Grant Applications Due



October 14, Fri. -- Fall Break -- No Classes



October 17, Mon. -- Classes Resume



November 21-23, Mon.-Wed. -- Thanksgiving Break -- No Classes



November 24-25, Thurs.-Fri. -- Holiday -- University Closed



November 28, Mon. -- Classes Resume



December 12-16, Mon.-Fri. -- Final Exam Week



December TBA, Manage Your Stress Week



December 17, Sat. – Commencement

Spring Semester, 2017


January TBA, -- New Student Orientations



January 16, Mon. -- Dr. Martin Luther King Day -- No Classes/University Closed



January 17, Tues. -- Classes Begin



January TBA, -- Organizations Budget Workshop, Policies & Procedures Review



February 13, Mon. -- Lincoln's Birthday Observed -- No Classes/University Closed



February 14, Tues. -- Classes Resume



February 17, Fri. -- Talent Grant Applications Due



March 13-17, Mon.-Fri. -- Spring Break -- No Classes



March 20, Mon. -- Classes Resume



March TBA, -- Budgets Due (Date will be posted)



April TBA, -- SGA Elections



April TBA, -- ALAS Pre-Finals Fiesta
29



April TBA, -- Awards Banquet



April TBA, -- SGA Inauguration and Awards



May TBA, -- Manage Your Stress Week



May 8-12, Mon.-Fri. -- Final Exam Week



May 12, Fri. -- Graduate Commencement



May 13, Sat. -- Undergraduate Commencement



May 14, Sun. -- WIU-Quad Cities Undergraduate and Graduate Commencement

Summer Session, 2017


May 15, Mon. -- Pre-Session Begins



May 29, Mon. -- Memorial Day -- No Classes/University Closed



May 30, Tues. -- Classes Resume



June 2, Fri. -- Pre-Session Ends



June 5, Mon. -- 8-Week, 6-Week, and 1st 4-Week Sessions Begin



June 30, Fri. -- 1st 4-Week Session Ends



July 3, Mon. -- 2nd 4-Week Session Begins



July 4, Tues. -- Independence Day -- No Classes/University Closed



July 5, Wed. -- Classes Resume



July 14, Fri. -- 6-Week Session Ends



July 28, Fri. -- All Sessions End
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New Student Organization
Recognition Packet

QC Student Activities
2015-2016
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STEPS IN OBTAINING RECOGNITION FOR A NEW STUDENT ORGANIZATION

AT
WESTERN ILLINOIS UNIVERSITY - QC

1.

Obtain policy and form information from the Office of Student Activities, Riverfront
Campus.

2.

Read all information thoroughly and carefully.

3.

Draft constitution/bylaws/working papers to include a statement of purposes.

4.

Select an Advisor.

5.

Fill out all forms with appropriate signatures, and return to the Office of Student Activities.

6.

Upon receiving all required materials the following will occur:
a. All materials will be reviewed for completeness.
b. Recommendations for approval/denial will be submitted.
c.
Upon approval, recognized student organizations will receive official notification.
d. If an application is denied recognition, the organization will receive in writing an
explanation and reasoning for this decision.

7. Denial of recommendation for approval can be appealed to the QC Assistant or Vice
President.
8. Upon recognition, all organizations are required to obtain and follow all policies and
procedures associated with recognition ongoing at Western Illinois University - QC.

For additional information or questions about any of the procedures, please contact Curtis
Williams in Student Services
309.762.3999 ext. 62236.

at

Riverfront
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Campus,

cm-williams11@wiu.edu,

Policy on Recognition for a Funded Student Organization
At
Western Illinois University - QC
Students at Western Illinois University - QC bring to the campuses a wide variety of previously acquired interests;
they also develop new interests from their course work. It is the policy of Student Services at Western Illinois
University - QC to enable interested persons to form and join organizations, enable and promote common interests
among students, and to foster the need for knowledge, fellowship, good will, and celebration for all students at
Western Illinois University - QC.

TERMINOLOGY
Student organizations are those formed for specific educational, professional, social, civic, and cultural purposes, and
derive the majority of their membership and leadership from the student body.

BENEFITS OF RECOGNITION
All recognized organizations will be able to receive the following benefits:
1.
1.
2.
3.

Funding is directly related to attendance at departmental meetings;
Use of college facilities;
Use of all campus bulletin boards for publicity purposes; and
Support from Student Activities with planning activities, structuring their organization, budget questions,
recruitment, leadership training, and any other assistance to insure the success of the organization.

CRITERIA FOR RECOGNITION
1.

Requirements: In order to qualify for recognition, a student organization must:
a. Have a clearly stated, lawful purpose in the constitution/bylaws/working papers;
b. Have selected an advisor with adequate knowledge of the organization and who is an employee at
Western Illinois University - QC (in the case of recognized National Chapters, an alumni member of the
chapter may be approved as an advisor);
c. Have an acceptable accounting system for tracking organization funds;
d. Comply with Federal, State, College, and Associated Student policies and regulations; and
e. Be of a non-profit nature.

2.

Documents: New student organization must submit:
a. A completed copy of the Petition for Recognition;
b. A copy of a constitution/bylaws/working paper
c. A signed Affirmation of Compliance;
d. A signed Advisor Agreement; and
e. A completed copy of the Organization Information sheet.

Recognition is official and complete only after the above-mentioned documents have been received and approved by
the parties listed on the Petition for Recognition form. Where national policies of a student organization prohibit the
filing of constitution/bylaws/working papers, a statement from the recognized national office may be submitted in
place of the constitution/bylaws/working papers.
3.

Membership: Membership of recognized student organizations must consist primarily of students, and
Western’ employees, although non-Western members are allowed. Provisions for membership must be stated
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in the constitution/bylaws/working papers, including requirements for non-Western members. NonWestern student members may not hold office or have voting status. Each recognized student organization
must have a minimum of six (6) Western student members and maintain a Western student membership of
80% of the total membership. Qualifications for membership must not conflict with the Affirmation of
Compliance Statement.
4.

Advisor: The role of the advisor is to:
a. Provide guidance in fiscal matters;
b. Provide assistance in attaining organizational goals;
c. Encourage open lines of communications among students, faculty, staff and administration; and
d. Provide continuity to the organization from year-to-year.

Advisors are selected by the student organization. The advisor must be at least a part-time faculty member or staff
member with documented expertise in the area of the organization focus. Student Activities will review the advisor’s
credentials to verify qualifications.
5.

Leadership: Officers or leaders of recognized student organization must be currently enrolled at Western
Illinois University - QC. Election or selection of leadership personnel must be conducted a minimum of once
each year. Results of such election or selection must be filed with the Office of Student Activities, within
five (5) school days of the completed selection/election process.

6.

Finances: All funded student organizations will have their financial accounts through Western Illinois
University - QC. Proper authorization for purchases and expenditures from the organization account must be
obtained through the current college procedure prior to commitment of funds. The Office of Student
Activities will not accept responsibility for financial obligations incurred by recognized student organizations.

Failure to meet financial obligations within thirty (30) days of initial billing may constitute sufficient cause to
withhold or withdraw further use of such benefits until payment is satisfied or a payment schedule established. Any
payment schedule or agreement must be acceptable to the Business Office.
When a student organization's recognition is terminated, arrangements must be made to insure that all debts have been
paid, and proper forms filed to close the account. Any balances remaining in the organization's account will be
transferred to the Office of Student Activities.
7. Voluntary Organization Termination: Recognized student organizations should voluntarily request that
recognition be terminated if insufficient interest exists for the organization to function. Recognized student
organizations wishing to take such action should contact the Student Activities.
8. Non-Compliance/Infractions of Western’ Policies: Recognized student organizations that fail to abide by
policies and procedures of Western Illinois University - QC and the Office of Student Activities are subject to
termination. In order to stay in good standing, all organizations must also maintain up-to-date information
concerning the organization. Action to terminate recognition may be initiated by the advisor, organization
members, associated student representatives, or any currently enrolled student at Western Illinois University QC. All allegations or complaints regarding the actions of student organizations must be filed in writing with the
Office of Student Activities. Recognized student organizations may be given the opportunity to correct noncompliance or infraction situations before action for termination of recognition begins. Recognition may not be
terminated without the approval of the Office of Student Activities.
9. Recognition Process: Petitions for recognition may be accepted anytime during the academic year
(September –April).

Questions can be directed to Curtis Williams, Student Activities, cm-williams11@wiu.edu,
309.762.3999 ext. 62236.
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Petition for Recognition
Student Organization

Western Illinois University - QC
We, the undersigned, petition the Office of Student Activities of Western Illinois University - QC for recognition as
sanctioned student organization at Western Illinois University - QC. We understand that all the recognition criteria
must be met before approval of this request can be granted.

Please type all requested information below:
Name of Organization:

In what ways does the proposed organization serve to benefit this campus and the members of the organization?

Purpose of Organization:

Membership Qualifications:

Types of Programs Sponsored (events, meetings, etc.):

Organization President
Organization Advisor
NOTE: The information on this sheet and the attached sheets necessary for recognition is considered public
information. The Office of Student Activities have the right to furnish any person, requesting information
about this organization, with information submitted by the organization.
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Affirmation of Compliance For

Recognized Student Organizations
Western Illinois University - QC

I,

, of the

of Western Illinois University QC, do hereby affirm to Western Illinois University - QC and the Office of Student
Activities that the organization represented by my signature complies with the following
policy on membership in student organization:
"In furtherance of its' educational objectives and programs, Western Illinois University QC extends to the Office of Student Activities the right to recognize a variety of student
organizations who comply with laws and ordinances established or enforced by federal,
state, or local agencies.
It is the policy that recognized student organizations may not exclude students from
membership because of gender, age, creed, religion, race, physical ability, sexual
orientation, or ethnic origin.
Recognized student organizations may not exclude students shall affirm to the
University policies that their membership selection policies and procedures comply with
the above mentioned policy. In cases of regional, national, or internationally affiliated
organizations, Western Illinois University - QC’s organizations must affirm to
University policies that membership selection, policies, and procedures of the parent
organization do not require the organization to exclude any student from membership on
the basis of gender, age, creed, religion, race, physical ability, sexual orientation, or
ethnic origin.”

Organization President

Date

Organization Advisor

Date

Name of Organization
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Organization Information Sheet

Organization:

Name Position

Date:

Phone #

Email

1.
2.
3.
4.
Has this organization made any changes to its Constitution / By Laws / Working Papers in the last year? Yes / No
Meetings (day of the week, time):
# of student members:

Meeting Place:
# of non-student members:

Club Advisor:

Total membership:
Campus

Advisor’s email:

Advisor’s office:

Advisor’s Signature:

Officer Protem Signature:

FOR OFFICE USE ONLY:

Date Verified

Verified By

Completed Petition for Recognition:
Constitution/Bylaws/Working Papers received:
Completed Affirmation of Compliance received:
Advisor Contract:
ACKNOWLEDGED BY:
Date
Office of Student Activities

Date
 It is also understood that those persons whose signatures appear on this form are authorized to commit
organizational funds in payment of services and to request Western services on behalf of this organization.
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Recognized Student Organization Policy Form

Each organization must file a signed statement with the Office of Student Services/Student Activities
affirming that the following policies (which are included in the Student Organization and Advisor
Handbook) have been read to and reviewed by the entire organization. It is the responsibility of the
organization President to see that all new members read these policies as they join the organization.
I have read the following policies to the members of
___________________________________________________
The organization understands that if there are any violations of these policies reported to Western Illinois
University-Quad Cities, disciplinary action may be taken.

DATES READ

POLICY

The Western Illinois University-Quad Cities:
_________________

Hazing Policy

_________________

Non-Discrimination Policy

_________________

Use of Trademarks and Logos

_________________

Risk and Liability Policy

_________________

Sexual Harassment Policy

___________________________________________
Organization President

____________________________
Date

___________________________________________
Organization Faculty/Staff Advisor
(Must be a part-time or full-time WIU-QC Employee)

_____________________________
Date
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Advisor Agreement StudentOrganizations
Advisor Name(s):

_____

Organization Name:

________

By signing this agreement I (we) agree to abide by the items listed in the Student Organization
Advisor Handbook and the attached sheets, which are briefly enumerated below. Failure to meet
these criteria could lead to the loss you advisory leadership role.
I agree:
⎪ To be an advisor (Western Illinois University - QC employee), not a member of the organization.
 To meet with organization officers and members on a regular basis; officers bi-weekly, general
membership monthly.
 To work with the organization’s treasurer in budget development, record keeping, and insure the
organization’s treasury balances with the Student Life Office. (At no time will an advisor be
allowed to keep the financial records.)
 To be responsible for the care and storage of the organization’s materials.
 That no student organization accounts can be kept outside of Western’s fiscal system.
 That organization money may not be deposited into a personal account and that all organization
money must be deposited into the organization account.
 To provide leadership development experiences for student members.
 To assist organization members in developing an action plan of meaningful activities.
 To establish communication with other student organizations, college administration, and vital
community entities specific to the organization.
 To keep the membership informed of activities promoted by the state and national organization
(where applicable).
 To be present at all functions such as conferences, social events, meetings, etc. where the use
of organization funds and the name of the college are used.
 To assist members in the decision-making process.
____
Organization Advisor Signature
_____
Organization Advisor Signature
____
Office of Student Activities

Date
Date
Date
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TO:

Student Organizations Seeking Funds

FROM: Curtis Williams
Associate Director of Student Affairs
DATE:
RE:

March 1, 2016
Budget Request Package for FY 2016-2017

It is time to start thinking about next year and what your organization wishes to accomplish for the
2016-2017 school year. A key factor in achieving the goals and objectives of your organization is having
the financial resources to support administrative costs and planned events.

To receive this financial support, the Office of Student Activities must have approved your organization's
constitution. Any organization whose constitution has not been approved by the Office of Student
Activities will not have a Budget Request reviewed by the Office of Student Activities.
Completed Budget Requests are due in the Student Activities/Student Services Office to Curtis Williams
or Temia by 4:30 p.m., April 1, 2016. You can contact Curtis Williams at (309) 762-3999 ext. 62236 or
through e-mail if you have questions or concerns.

To assist organizations with preparation of the 2016-2017 Budget Requests, the following materials have
been prepared:







Justification to Use Student Activity Funds
Instructions on preparation of a Budget Request for the Council on Student Activity Funds
Sample Budget Request
2015-2016 Budget Request Form, and Summary of Total Expenditures and Income
Sub-code Classifications and Description

PLEASE READ ALL THE ENCLOSED MATERIAL CAREFULLY,

Your organization should submit an original and two (2) photocopies of its 2016-2017 budget request
on the enclosed budget request forms. Each Budget Request must include the Budget Justification and
be submitted on the budget forms included in this packet.

If you have any questions or problems with filling out the Budget Request, I will be available to help.
Please feel free to e-mail Curtis Williams at CM-Williams11@wiu.edu or call (309) 762-3999 ext. 62236
and leave a voice mail message.
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INSTRUCTIONS FOR PREPARING BUDGET REQUESTS
FOR STUDENT ACTIVITY FUNDS

Your organization's Budget Request for the Council on Student Activity Funds/Student Welfare must
include the following sections:



JUSTIFICATION TO USE STUDENT ACTIVITY FEES



THE BREAKDOWN OF EXPENDITURES AND INCOME 2016-2017



SUMMARY OF TOTAL EXPENDITURES AND INCOME 2016-2017



A PRIORITY LISTING FOR FUNDING

JUSTIFICATION TO USE STUDENT ACTIVITY FEES:
A.

Name and purpose of your organization (from your Constitution, approved by the Office of
Student Services/Student Activities.

B.

*Number of students who are actively involved members of your organization.

C.

*Specific events sponsored by this organization in the last year. This should include events,
dates, approximate attendance and cost.

D.

Specific events your organization has participated in during the past year, e.g.
tournaments, conferences, exhibitions, memberships, etc ... This should include the event and
number of members attending.

E.

The nature of the benefits (i.e. cultural, entertainment, education, service, etc…) and "target"
audience of your organization.

F.

Notable accomplishments not previously stated, such as awards or special recognition your
organization has received.

G.

Please list the criteria for membership in your organization.

H.

Are there any restrictions on who may attend your events, if so, what are they?

I.

Please describe in detail any programs, items, or events your organization is requesting funds
for 2016-2017. Programs should be itemized and include an approximate total cost
of each. Do not duplicate this description in your Budget Request sub-codes.
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J.

Please indicate with an asterisk (*) any new programs, items, or events your organization is
requesting funds for 2016-2017. This must be programs that your organization currently does
not provide. For example, your organization would like to increase the number of programs
from 14 to 15.
Also, please indicate the programs your organization is discontinuing in 2016-2017 which you
have received funding for in the previous budget.

K.

List in this section your future equipment needs, (each piece of equipment in excess of $50.00).
Equipment being purchased to replace existing equipment should include: (Not applicable to all
Student Organizations)






Purchase date and cost of original equipment
Life span of equipment
Current condition of equipment
Forecast of possible replacement date and approximate cost of replacement

NOTE: List each piece of equipment individually.
This should not be considered a wish list, but a tool to facilitate the planning of student
organizations' equipment needs.

L.

If your organization has applied for or will receive any funds in 2016-2017 from grants,
departments, college, or university indicate the amount and source of funds. These funds
cannot be shown as income in the income section of your Budget Request.

M.

State any account numbers which your organization maintains with Western Illinois UniversityQuad Cities, i.e., trust fund accounts, and / or any other institution.

N.

Are members of your organization charged any type of membership fees in order to be
members? If so, how much are membership dues?

BREAKDOWN OF EXPENDITURES AND INCOME FY 2016-2017
1.

A breakdown of expenditures and income for the fiscal year 2016-2017 must be submitted on
the form provided for the organization as a whole. PLEASE FAMILIARIZE YOURSELF WITH THE
CATETGORIES BEFORE YOU BEGIN.

2.

Budgets for functional sub-groups with specific responsibilities (i.e., committees) should
accompany the organization's breakdown.
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3.

Explanations of the requested items must be included in the justification statement. Please
investigate costs and make close approximations. It will be to your advantage to do homework.
An example is shown in the Budget Request.

4.

In order to determine the proper category of an expenditure, refer to the listing and explanation
of "Sub-code Classifications" following these instructions.

SUMMARY OF TOTAL EXPENDITURES AND INCOME:
1.

Under the column "FY2014-2015 Allocation", list the total expenditures and income as
allocated by the Council for the 2014-2015 fiscal year. Under the "2015-2016", list the total
expenditures and income as allocated by the Council for the 2015-2016 fiscal year. Please do
not include supplemental income received in these columns.

2.

The figures listed under the column “Budget Request” should be transferred directly from your
Breakdown of Expenditures and Income 2016-2017.

3.

To determine the "Amount of Activity Funds Requested", subtract "Income Other Than Activity
Funds" from "Grand Total Expenditures".

4.

The following signatures are required on all budgets:




5.

Organization President
Organization Treasurer
Organization Advisor

This must be completed, signed and included as part of your budget request.

PRIORITY LISTING FOR FUNDING:
1.

Please enclose a priority listing by sub-code listing (i.e., individual sub-code listed on the
common expense sub-code sheet).

2.

Priorities are to be listed by number (i.e., with "I" being the highest priority and the cost of each
next to it.

3.

Your priority listing should agree with the "TOTAL EXPENDITURES" as listed on your "SUMMARY
OF TOTAL EXPENDITURES AND INCOME". See Sample Budget Request.

4.

If these priority rankings are not included in your budget request, it will be left to the Council's
discretion to determine your priorities.

5.

The Council reserves the right to increase or decrease amounts regardless of priority. Please
remember that the original and two copies of your Budget Request must include:
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JUSTIFICATION TO USE STUDENT ACTIVITIES FEES
BREAKDOWN OF EXPENDITURES AND INCOME 2016-2017
SUMMARY OF TOTAL EXPENDITURES AND INCOME
PRIORITY LISITNG FOR FUNDING

AND must be submitted to the SGA Vice President or the Student Activities/Student Services
Secretary, second floor, WIU-QC, date to be announced.

ANY AND ALL BUDGET REQUESTS RECEIVED AFTER THE DEADLINE
(DATE TO BE ANNOUNCED) WILL ONLY BE CONSIDERED WHEN, AND IF,
FUNDS ARE AVAILABLE.
A blank budget form can be found after the Sample Budget Request.

SAMPLE BUDGET REQUEST
JUSTIFICATION TO USE STUDENT ACTIVITY FEES
A.

The purpose of the STUDENT ORGANIZATION is to provide programs for the entire student body
at Western Illinois University-Quad Cities. We have two basic committees that focus on booking
speakers and entertainers.

B.

There are 22 active members of the STUDENT ORGANIZATION.

C.

Specific Events Sponsored:
Ralph Abernathy
Al Maguire
Earl Butz
Speakers Forum
Coffeehouse Talent Show

D.

September 6, 2011
October 22, 2011
November 19, 2011
September 29, 2011
October 4, 2011

350 People Education
400 People Education
260 People Education
19 People Education
31 People Entertainment

Participation:
NEC Regional Conference in Chicago 6 members
Campus-wide Talent Show

12 members

Member, National Entertainment Conference organization
(Can also include competitive tournaments, shows not sponsored by group, exhibitions,
memberships, etc...)
E.

We feel the programs we sponsor benefits the students through education and entertainment.

F.

Any student at Western Illinois University-QC can join our organization. They must fill out an
Interest Inventory so we can put them on one or two of our committees.

G.

There are no restrictions as to who may attend our events.
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H.

2006-2007 Programs and Activities:

1.

We would like to sponsor Notre Dame Football Coach, Lou Holtz, to speak on campus at
a total cost of $2,500.00: Fee (4392) $1,500.00; Advertising (4330) $200.00; Lodging
(4291) $100.00. This program will be free to students.

2.

We would like to sponsor one coffeehouse entertainer at a total cost of $800.00: Fee
(4392) $400.00; WESTEC charges (4662) $100.00; Advertising (4330) $200.00; Lodging
(4291) $100.00. This program will be free.

3. *We would like to attend the ABC National Conference in Chicago, Illinois on November 1214, 2010. Four members will be attending at a total cost of $571.00.
(Note- Conferences are not a regularly budgeted item in most budgets. This example is for
any travel outside of the Quad Cities)

Mileage (round trip) 435 miles x $0.24/mile=$87.00 (3900)
Lodging: $50.00/room x 2 rooms x 2 nights=$200.00 (4551)
Meals: $7.00 per diem x 4 people x 2 days=$56.00 (4551)
Registration Fee: $50.00/person x 4 people=$200.00 (4820)

4.

We would like to renew our year membership with ABC at a cost of $50.00 (4830). They
provide us with a monthly magazine and booklets about speakers and talent.

5.

We anticipate the need for the following operational supplies to support our activities:
Office supplies (3110) $25.00; Office Supplies Store (3130) $25.00; Travel (3900)
$100.00; Postage (4870) $15.00; Telecommunications (7110) $50.00.

I.

We would like to increase the number of activities to include the attendance of the ABC
National Conference as indicated by (*). We are discontinuing one coffeehouse entertainer,
which was included in last year's budget. The total amount budgeted for this even was $200.00.

J.

We would like to replace our 2000 Printer that originally cost $300.00. A printer has a useful life
of approximately five years. We can purchase a replacement Printer from the Central Stores for
$200.00 (5610).
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TIMETABLE FOR FY17 BUDGET REQUESTS

In order to allow proper consideration for the review of each budget request, the following timetable
has been established.

March 1, 2016

Budget packets available for Student Groups.

April 1, 2016

FY17 budget requests due by 4:30 p.m.

TBD

Office of Student Activities budget review session.

TBD

Office of Student Activities forwards final allocations to the
Vice President for Quad Cities.

July 1, 2016

FY17 budget becomes active.

DATES ARE SUBJECT TO CHANGE!

51

52

2016-2017 BUDGET REQUEST
Cost Center Name/Number: ______________________________________________________
Name of Preparer: ______________________________________________________________
Campus Address: _______________________________________________________________
Campus Phone Number: _________________________________________________________
Fiscal Agent: __________________________________________________________________
Address: ______________________________________________________________________
Campus Phone Number: _________________________________________________________
BREAKDOWN OF EXPENDITURES AND INCOME FISCAL YEAR 2016-2017
EXPENDITURES:
Expense

Code

Explanation of Expense

Amount
Request

Amount
Recommended
(Office Use)

Personal Services

2000

Commodities

3000

Office, Library and Computer 3100
Supplies & Copying

Classroom Supplies, Music, Film, 3200
Brochures and Construction
Supplies
Wearing Apparel, Small/Misc. 3300
Equipment and Promotion Items
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Operation of Automotive
Equipment

3700

Repair and Maintenance 3700

Travel

3900

Travel/University Vehicle Charges 3900

Contractual Services

4000

Repair and Maintenance 4100

Rentals 4200

Professional and Artistic Services 4300

Other Contractual Services 4400
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Miscellaneous Contractual Services 4500

Subscriptions/Dues/Fees/Postage 4800

Equipment($100.00 or more)

5500

Office and Educational Equipment 5500

Equipment/Passenger Automobile 5600

Telecommunications

7000

Telecommunications Base, Toll and 7100
Other Charges

Telecommunication Supplies and 7200
Equipment
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Awards

9000

Prizes, Premiums and Awards 9000

Awards/Grants – Students (Not 9100
Trophies/Certificates)

GRAND TOTAL EXPENDITURE

SUBTRACT FROM GRAND TOTAL EXPENDITURES:
Income Received/Generated, other than Activity Funds (Program Sales, Membership Dues,
Miscellaneous)
Income
Method (how) Income Generated

Subcode

______________________________

___________

$__________

______________________________

___________

$__________

______________________________

___________

$__________

______________________________

___________

$__________

______________________________

___________

$__________

_______________________________

___________

$__________

TOTAL INCOME RECEIVED/GENERATED

$

AMOUNT OF ACTIVITY FUNDS REQUESTED

$

56

$________

SUMMARY OF TOTAL EXPENDITURES AND INCOME
FISCAL YEAR 2015-2016
EXPENSE
CODES

*2014-2015
Allocation

*2015-2016
Allocation

2016-2017
Budget
Request

2016-2017
Budget
Allocation
(Office Use)

2000

$__________

$__________

$___________ $___________

3000

$__________

$__________

$___________ $___________

3700

$__________

$__________

$___________ $___________

3900

$__________

$__________

$___________ $___________

4000

$__________

$__________

$___________ $___________

5500

$__________

$__________

$___________ $___________

7000

$__________

$__________

$___________ $___________

9000

$__________

$__________

$___________ $___________

$__________

$___________ $___________

$__________

$___________ $___________

Total Expenditures:
$__________
Less Generated Income:
$__________

Amount of Activity Funds Allocated
$__________

Requested
$__________

*Do Not Include Supplementals

ORGANIZATION NAME AND COST CENTER NUMBER

Signature of Organizational President

Signature of Organizational Treasurer

Signature of Organization’s Advisor
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Final Allocation

$___________ $___________
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Form to Request Approval of Anticipated Expenditures
Please print or write legibly

Event : ____________________________________________ Date of Event: __________________________
Event Sponsor (Organization):_____________________________________________________
Person requesting approval: ________________________ Phone number: _________________
Attendees at event (students, general public, etc.): _________________________________________
Estimated number of attendees: _____________
Summary for purpose of event and purchases needed:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Summary of anticipated expenses: Fill in dollar amount(s) under appropriate categories.
Food
Promotional
T-shirts
Plaques/Awards
Flowers
Items

$

$

Advertising

$

$
Copying

$

$
Supplies

$

$

Contractual **

$

Other*

$

*Please specify: ________________________________________________________________________________
* *Please attach draft contract

Total anticipated expenses: ________________________
=====================================(For Office Use Only) ======================================

____Approved ____ Denied ___________________________________________

Date_________________

Curtis M. Williams, Associate Director

____Approved _____ Denied ___________________________________________

Date_________________

Joseph Rives, Vice President of QC, Planning & Technology

* Please attach draft contract

Signature required for approval requests being submitted by students:
I am requesting approval to spend funds in the amount(s) and for the item(s) listed on this form.
I understand that I am not authorized to charge or purchase anything until appropriate approval
has been received. This authorization is valid only for the event, items and amounts I’ve
indicated. If expenses for this event will be in excess of the anticipated expenses listed on this
form, I will be required to submit another form for approval before these additional expenses are
incurred. I further understand that I am responsible for any unauthorized purchases or charges
that are made by me and that this conduct may jeopardize my standing at Western Illinois
University under the Code of Student Conduct.
________________________________________________ ________________________________________
Signature of Person Requesting Funds

Date

Signature of Student Organization Advisor

________________________________________________
Signature of Organization Treasurer/Comptroller
Date
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Date
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WESTERN ILLINOIS UNIVERSITY-QUAD CITIES
STUDENT ACTIVITIES TALENT GRANT APPLICATION
Term____________ Year__________

The purpose of awarding talent grants is to recognize students who provide outstanding leadership and service to the
University community. Applicants must be in good academic and judicial standing at Western Illinois UniversityQuad Cities (WIU-QC).
Student’s Name _______________________________________ I.D. #: __________________________________
Year in School: _______________________________________ Major: __________________________________
Local Telephone Number: ______________________________ E-Mail: _________________________________
Address: _____________________________________________________________________________________
Leadership positions you will hold for the term of the talent grant:
Name of Student Organization

Position

1.

__________________________________________________ _________________________

2.

__________________________________________________ _________________________

3.

__________________________________________________ _________________________

Please describe your leadership responsibilities in these positions:
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
1.

Are you receiving any additional financial scholarships or grants? ________________________________
If yes, please circle the type: SEOG, College Work Study Stafford Loan, Perkins Loan. We strongly
recommend that you visit the Financial Aid Office to apply for ISAC MAP, PELL, and the many other
grants available to WIU-QC students. The Scholarship Office in Sherman Hall may also provide
assistance.

2.

I certify that I am in compliance with the Federal Selective Service registration requirements.

3.

In signing, I agree to perform the responsibilities as described above as well as any assigned to me. I
certify that I will not miss more than 3 meetings for those organizations meeting bi-monthly or 2 meetings
for those meeting monthly within one semester. Failure to comply could result in the reduction in talent
grant and/or termination of position.
___________________________________________
Applicant’s Signature
___________________________________________
Adviser’s Signature
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______________________________________
NAME (Please Print)

________-________-________
WESTERN ID NUMBER

STATEMENT OF REGISTRATION STATUS
Check One:
________
________

I certify that I am registered with Selective Service.
I certify that I am not required to be registered with Selective Service because
(check one)
__________
I am a female.
__________
I am in the armed services on active duty. (NOTE: Members of
the Reserves and National Guard are not considered on active duty).
__________ I have not reached my 18th birthday.
My date of birth is:______________________________________
__________ I was born before 1960.
__________ I am a permanent resident of the Trust Territory of the Northern
Marianna Islands.
__________ I am a nonresident, nonimmigrant alien.

___________________________________________
Your Signature

__________________
Date

___________________________________________
Street Address
___________________________________________
City
State
Zip Code

NOTICE: You will not receive Title IV financial aid or financial aid funded in whole or in part
by this state unless you complete this statement and, if required, give proof that you are
registered.
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Criminal Record Disclosure
Western Illinois University is committed to maintaining a safe environment for all members of
our University community. As part of this commitment, the University requires applicants with
criminal convictions or pending criminal charges only, to disclose this information prior to
applying. Please do not include minor traffic violations or juvenile proceedings. A criminal
conviction or pending criminal charge does not automatically bar acceptance to a student
organization. However, applications will be reviewed prior to acceptance.
Complete information must be sent by certified mail, at the time of application to:
Student Activities
Western Illinois University-Quad Cities
3300 River Drive
Moline IL 61265
Applicants are responsible for verifying receipt by the University and for maintaining a copy of
the receipt certifying submission. Information must be submitted in English and include a brief
explanation of the incident, location (city, county, state, country) of conviction or pending
charges, dates, and court disposition.
Applicants must provide the following information:
•
•
•
•
•

Charging document
Court docket number
Status of case (if pending)
Judgment order or other disposition paperwork
Written permission to Western Illinois University for complete access to criminal
records
For further information, call (309) 762-3999 ext. 62236.

Applicant’s Signature___________________

___

Date ________________

PLEASE RETURN THIS APPLICATION TO THE
OFFICE OF STUDENT SERVICES /STUDENT ACTIVITIES

WESTERN ILLINOIS UNIVERSITY - QUAD CITIES
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EVENT EVALUATION FORM
QC Student Activities Office
Sponsored by Club/Organization___________________________________________________________
Co-Sponsors___________________________________________________________________________
Event Title ____________________________________________________________________________
Type of Event__________________________________________________________________________
Day of Week____________________

Month____________________ Date______________________

Location______________________________________________________________________________
Time: ____________ Actual Start Time_____________am/pm

End Time________________am/pm

Number in Attendance______________ QC Students______________

Public__________________

Actual Cost of Event____________________________________________________________________
Were program goals met & explain? _______Yes

_______No

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Problems/Concerns

_______Yes

_______No

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
What should be done differently next time?
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
How was the program received? ___Poor ___Fair ____Good ____Very Good ____Excellent
Should an event of this type be offered again? _____Yes

_____No

Please return this form to the Student Activities Office with event receipts 48 hours after program
completion.
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Agreement for General Services

IF YOU ARE USING FOUNDATION FUNDS FOR ALL OR
PART OF THIS CONTRACT PAYMENT,
DO NOT USE THIS FORM.
CONTACT HOLLY FECHT OR KATIE WALL
IN THE FOUNDATION OFFICE
BEFORE PROCEEDING.
298-1861.
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AGREEMENT FOR GENERAL
SERVICES
Enter Name of
Contractor

If over $5000, Requisition # Enter RFP#

Requesting Department: Enter Requesting Department

THIS AGREEMENT, by and between the Board of Trustees of Western Illinois University, hereinafter
referred to as the “University” and Enter Contractor’s Name and Address, hereinafter referred to as the
“Contractor” agree as follows:

SERVICES: Enter a complete description of services to be performed
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TERM: Enter beginning and ending dates of services. You may use beginning date as “upon execution
of fully signed agreement.” IMPORTANT NOTE: Service must not start until contract is finalized and
approved by the appropriate vice President and the Vice President for Administrative Services.

PAYMENT: The University agrees to pay the Contractor for services performed as follows: Enter
payment amounts, terms, and payment due dates. If prepaying travel expenses such as an air flight,
please indicate. This fee is to include all secretarial, clerical and similar incidental services.

Travel expenses are:

☐ not applicable to this contract
☐ reimbursed as follows:
Reasonable travel expenses, not to exceed $Enter travel amount to be
reimbursed., will be reimbursed with prior University approval.
Reimbursement requires the Contractor to submit appropriate
documentation as determined by the University.

☐ Foundation funds are being used for part or all of this contract payment. If they are, a different
form is required. Department should call the Foundation office at 298-1861 before proceeding.

Contractors fill out the remaining portion:
FORMER WIU EMPLOYMENT: Check one
☐ The Contractor certifies that neither it nor any of its primary employees are former employees of
Western Illinois University.
☐ The Contractor certifies that it or a primary employee was an employee of Western Illinois University
as follows:

Department employed by: Enter Department
Position Held: Enter Position Held
Date employment terminated: Enter Date
Primary employee’s name: Enter Name

CONFLICT OF INTEREST: Check one

☐ The Contractor certifies that it is neither an employee of Western Illinois University nor the spouse or
child of an employee of Western Illinois University
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☐ The Contractor certifies that it is an employee of Western Illinois University or the spouse or child of an
employee of Western Illinois University.
Relationship/Please indicate individual, relationship and department involved:
Enter Relationship Information

SUBCONTRACTOR CLAUSE: Check one
Contractor must indicate use of subcontractors. The Certification and Subcontractor Certification and
listing is located in the Appendix II. (Contact the Purchasing Office at WIU by email at
Purchasing@wiu.edu or at 309-298-1819 if you need this form.)
☐ The Contractor anticipates utilizing the service of the subcontractors as listed in Appendix II.
☐ The Contractor does not anticipate utilizing the service of subcontractors.

REQUIRED CERTIFICATIONS AND CLAUSES:

Important Note: As part of each certification, Contractor acknowledges and agrees that should
Vendor or its subcontractors provide false information, or fail to be or remain in compliance with
the Standard Certification requirements, one or more of the following sanctions will apply: 1) The
contract may be void by operation of law; 2) The State may void the contract; and 3) the
Contractor and its subcontractors may be subject to one or more of the following: suspension,
debarment, denial of payment, civil fine, or criminal penalty. Identifying a sanction or failing to
identify a sanction in relation to any of the specific certifications does no waive imposition of other
sanctions or preclude application of sanctions not specifically identified.

If this is a multi-year contract, including the initial term and all optional renewals, Contractor shall
reconfirm compliance with the certification by July 1 of each year that the contract remains in
effect. All subcontractors shall reconfirm compliance.

VENDOR LEGAL AUTHORIZATION/REGISTRATION WITH IL SECRETARY OF STATE: Contractor
certifies it is a properly formed and existing legal entity (30 ILCS 500/1.15.80, 20-43); and as applicable
has obtained an assumed name certificate from the appropriate authority, or has registered to conduct
business in Illinois and is in good standing with the Illinois Secretary of State. Vendor/Bidders may qualify
to submit bids or proposals to state universities of Illinois only if they are a legal entity authorized to do
business Illinois prior to submitting the bid, offer or proposal. This applies to both in-state and out-ofstate firms.

A Vendor/Bidder must be:
1. A legal entity
2. Registered to conduct business in Illinois
3. In good standing with the Illinois Secretary of State
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Specific information regarding compliance can be obtained from (30 ILCS 500/1.15.80, 20-43). Please
contact the Illinois Secretary of State for additional information.

In-State Firms:

Sole
Proprietorships:
Out-of-State Firms:

Corporations (Corp); Limited Liability Companies (LLC); Limited Partnerships
(LP); Limited Liability Limited Partnerships (LLLP) – Please contact the Illinois
Secretary of State for further information.
If the firm’s name is the same as the sole proprietor’s name, nothing is required.
All Out-of-State Firms – A foreign vendor is defined as any vendor who has not
incorporated within the State of Illinois. A Guide For Qualifying Foreign
Corporations, published by the Secretary of State, will answer your questions on
how to qualify your Corporation/LLC to do business in Illinois. Please direct your
questions to the Illinois Secretary of State.

STATE BOARD OF ELECTIONS CERTIFICATION REQUIRED (30 ILCS 500/20-160)

Any firm or individual business owner must make the certification below. Not-for-profits are not required
to register.

NOTE: If you do $50,000 worth of business annually with the State of Illinois, including the state
universities, you are required to register with the State Board of Elections and obtain from them a
certificate confirming your registration. Responses to Invitations for Bid, Requests for Proposals,
Requests for Information, and all other types of procurement solicitations are included in the calculation of
this $50,000 annual amount, whether you receive a resulting award or not. If you do less than $50,000
worth of business annually, you may be exempt from the registration requirement. Please refer to the
State Board of Elections website (www.elections.il.gov) for more specific information on whether you are
required to register or not.

CERTIFICATION:
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You must check the box that applies to you:

The bidder certifies that:

☐

It is not required to register as a business entity with the State Board of Elections pursuant to
Section 20-160 of the Procurement Code.
It has registered as a business entity with the State Board of Elections pursuant to Section
20-160 of the Procurement Code and it acknowledges a continuing duty to update its
registration.

☐
The bidder also acknowledges that any contracts entered into with bidder are voidable by the
University if bidder fails to comply with the requirements of Section 20-160 of the
Procurement Code.
GOVERNING LAW: This contract shall be governed and construed in accordance with the laws of the
State of Illinois.

Independent Contractor: Contractor shall have sole control over the manner and means of providing the
work and services performed under this contract. Contractor’s relationship to the University under this
contract shall be that of an Independent Contractor. Contractor shall not be considered an agent or
employee of the University for any purpose. If Contractor is an individual, the University reserves the right
to re-classify Contractor’s status to that of an employee in accordance with the Internal Revenue Service
guidelines. Such reclassification may require the withholding of taxes.

Illinois Information Technology Accessibility Act: (Applies to information technology contracts and is
otherwise not applicable.) All information technology including electronic information, software, systems
and equipment developed or provided under this bid document/contract must comply with the applicable
requirements of the Illinois Information Technology Accessibility Act Standards as posted at
http://www.dhs.state.il.us/iitaa (30 ILCS 587).

Lead Poisoning: If Contractor is the owner of residential rental property in Illinois, Contractor certifies
that it has not committed a willful or knowing violation of the Illinois Lead Poisoning Prevention Act that
has not been mitigated. (30 ILCS 500/50-14.5)

Successor Vendor Clause: Contractor certifies that (i) it will offer to assume the collective bargaining
obligation of the prior employer, including any existing collective bargaining unit or units performing
substantially similar work to the services covered by the contract subject to its offer, and (ii) it shall offer
employment to all employees currently employed in any existing bargaining unit performing substantially
similar work that will be performed under this contract. This certification does not apply to heating and air
conditioning, plumbing, or electrical services. This certification applies only to service contracts. (30 ILCS
500/25-80)
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Conviction of a Felony: The Contractor certifies that it is not barred from being awarded a contract
under 30 ILCS 500/50-10. Section 50-10 prohibits a contractor from entering into a contract with a State
agency if the contractor has been convicted of a felony and five years have not passed from the
completion of the sentence for that felony. The Contractor further acknowledges that the chief
procurement officer may declare the related contract void if this certification is false. (30 ILCS 500/25-80)

Prohibited Bidders and Contractors: The Contractor certifies that it is not barred from being awarded a
contract under 30 ILCS 500/50-10.5. Section 50-10.5 prohibits a contractor from entering into a contract
with a State agency if the contractor or any officer, director, partner, or other managerial agent of
contractor, has been convicted with the last 5 years of a felony under the Sarbanes-Oxley Act of 2002 or
a Class 3 or Class 2 felony under the Illinois Securities Law of 1953 or if the contractor is in violation of
Subsection (e). The Contractor further acknowledges that the chief procurement officer shall declare the
related contract void if this certification is false. (30 ILCS 500/50-10.5(b))

Bribery: The Contractor certifies that it is not barred from being awarded a contract under 30 ILCS
500/50-5. Section 50-5 prohibits a contractor from entering into a contract with a State agency if the
contractor has been convicted of bribery or attempting to bribe an officer or employee of the State of
Illinois, or if the contractor has made an admission of guilt of such conduct which is a matter of record.
The contractor further acknowledges that the chief procurement officer may declare the related contract
void if this certification is false (30 ILCS 500/50-5)

Contractor certifies that it has not paid any money or valuable thing to induce any person to refrain from
bidding on a State contract, nor has contractor accepted any money or other valuable thing, or acted
upon the promise of same, for not bidding on a State contract. (30 ILCS 500/50-25)

Environmental Protection Act: The Contractor certifies that it is not barred from being awarded a
contract under 30 ILCS 500/50-14. Section 50-14 prohibits a contractor from entering into a contract with
a State agency if the contractor has been found by a court or the Pollution Control Board to have
committed a willful or knowing violation of the Environmental Protection Act within the last 5 years. The
Contractor further acknowledges that the contracting State agency may declare the related contract void
if this certification is false. (30 ILCS 500/50-14)

Debt Delinquency: The Contractor certifies that it, or any affiliate, is not barred from being awarded a
contract under Section 30 ILCS 500/50-11 of the Illinois Procurement Code, as amended. Section 50-11
prohibits any bidder from submitting a bid or entering into a contract with a State agency if that bidder
knows or should have known that it, or any affiliate, is delinquent in the payment of any debt to the State
as defined by the Debt Collection Board. The Contractor further acknowledges that the contracting State
agency may declare the related contract void if this certification is false. (30 ILCS 500/50-11)

Illinois Use Tax: The Contractor certifies that it is not barred from being awarded a contract under 30
ILCS 500/50-12. Section 50-12 prohibits a contractor from entering into a contract with a State agency if
the contractor, or any affiliate, has failed to collect and remit Illinois Use Tax on all sales of tangible
personal property into the State of Illinois in accordance with the provisions of the Illinois Use Tax Act.

75

The Contractor further acknowledges that the chief procurement officer may declare the related contract
void if this certification is false. (30 ILCS 500/50-12)

Educational Loan Default: If an individual, sole proprietorship or a LLC, the Contractor certifies that it is
not in default on an educational loan as provided in 5 Illinois Compiled Statutes 385/3. (5 ILCS 385/3).

Bid Rigging/Rotation: The Contractor certifies that it has not been barred from contracting with a unit of
State or local government as a result of a violation of Section 33E-3 or 33E-4 or the Criminal Code of
1961. (720 ILCS 5/33)

Revolving Door: The Contractor certifies that it is not in violation of the “Revolving Door” section of the
Illinois Procurement Code. (30 ILCS 500/50-30)

Collusion: The Contractor will report to the Illinois Attorney General and the Chief Procurement Officer
any suspected collusion or other anti-competitive practice among any bidders, offerors, contractors,
proposers or employees of the State. (30 ILCS 500/50-40, 50-45, 50-50)

Prohibited Political Contribution: The Contractor (as “business entity” under 30 ILCS 500/50-37)
certifies that it will not make a prohibited political contribution. (30 ILCS 500/50-37)

Drug Free Workplace: The Contractor (whether an individual or company) agrees to provide a drug free
workplace in accordance with the Illinois Drug-Free Workplace Act. The Drug Free Workplace Act
prohibits a State agency from entering into a contract agreement unless the contractor has provided a
certification that it will provide a drug free workplace. This is required of all corporations, partnerships and
other entities with 25 or more employees or this contract is worth more than $5,000. Drug Free
Workplace Act requires the following certification for Individuals – The individual certifies that the
individual will not engage in the unlawful manufacture, distribution, dispensation, possession, or use of a
controlled substance in the performance of the contract. (30 ILCS 580)

Smoke Free Policy: In accordance with (110 ILCS 64/) the Smoke-Free Campus Act, as of July 1, 2015
smoking is prohibited on all Campus Property at the University, both indoors and outdoors, in universityowned vehicles and in privately-owned vehicles parked on Campus Property. Littering the remains of
tobacco and smokeless tobacco products or any other related waste product on campus property is also
prohibited. The use of smokeless tobacco is also prohibited where student activities and/or learning
takes place. This includes: classrooms, laboratories, libraries, and facilities where student conferences
and meetings occur. Included are University vehicles when students are present. Smokeless tobacco is
further prohibited inside all buildings/facilities, to include stadiums, gymnasiums, or other similar places
where the general public may assemble. This policy applies to any individual on campus property,
including but not limited to students, faculty, staff, other employees such as temporary, lump sum, or
seasonal employees, contractors, subcontractors, volunteers, guests and members of the public, and it is
applicable twenty-four (24) hours a day, seven (7) days a week. It is the responsibility of the
contractor/vendor to ensure employee/sub-contractor compliance with this policy.
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Record Retention and Audits: The Contractor agrees to maintain books and records related to the
performance of the contract and necessary to support amounts charged to the State under the contract
for a minimum of three years from the last action on the contract. The Contractor further agrees to
cooperate fully with any audit and to make the books and records available to the Auditor General, chief
procurement officer, internal auditor and the purchasing agency. (30 ILCS 500/20-65b)
International Boycott: For contracts exceeding $10,000 the contractor certifies that neither it nor any
substantially-owned affiliated company is participating or shall participate in an international boycott in
violation of the provisions of the U.S. Export Administration Act of 1979 or the regulations of the U.S.
Department of Commerce promulgated under that Act. (30 ILCS 582)

Non-Discrimination and Equal Employment Opportunity: The Contractor, its employees and
subcontractors agrees to comply with applicable provisions of the Illinois Human Rights Act (775 ILCS 5),
the U.S. Civil Rights Act, the American with Disabilities Act, Section 504 of the U.S. Rehabilitation Act and
the rules applicable to each. The equal opportunity clause of Section 750.10 of the Illinois Department of
Human Rights Rules is specifically incorporated herein. The Contractor shall comply with Executive Order
11246, entitled “Equal Employment Opportunity”, as amended by Executive Order 11375, and as
supplemented by J.S. Department of Labor regulations (41 C.F.R. Chapter 60). The Contractor agrees to
incorporate this clause into all subcontracts under this order.

Tax Payer Certification: Under penalties of perjury, the Proposer certifies that its Federal Tax Payer
Identification Number or Social Security Number is Enter Number and is doing business as a (check one):

☐
☐
☐
☐
☐

☐
☐
☐
☐
☐

Individual
Sole Proprietorship
Partnership
Corporation
Trust or Estate

Real Estate Agent
Government Entity
Tax Exempt Organization (IRC 501(a) only)
Not for Profit Corporation
Medical & Health Care Service Provider
Corporation

Under penalties of perjury, I certify that 1) The number shown is my correct taxpayer identification
number; 2) I am not subject to backup withholding because (a) I am exempt from backup withholding or
(b) I have not been notified by the Internal Revenue Services (IRS) that I am subject to backup
withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I
am no longer subject to backup withholding; and 3) I am a U.S. person (including a U.S. resident alien).

United States Resident Certification: Check one (This certification must be included in all contracts
involving personal services by non-resident aliens and foreign entities in accordance with requirements
imposed by the Internal Revenue Service for withholding and reporting federal income taxes.) The
contractor certifies that he/she is a:

☐ United States Citizen

☐Resident Alien
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☐ Non-Resident Alien

The Internal Revenue Service requires that taxes be withheld on payments made to non-resident aliens
for the performance of personal services at the rate of 30%.

Non-Liability: In no event shall the University be liable for any claims or liabilities arising out of the use
of any libelous or other unlawful matter contained in data furnished by the Contractor under this contract.

Indemnification: The Contractor shall indemnify and hold the University, its officers and employees, and
each of them harmless from and against any and all claims arising out of the work performed by the
Contractor under this agreement.

Termination for Non-Appropriation: This contract is subject to termination and cancellation without any
penalty, accelerated payment, or other recoupment mechanism as provided herein, in any fiscal year for
which the Illinois General Assembly fails to make an appropriation to make payments under the terms of
this contract. In the event of termination for lack of appropriation the Contractor shall be paid for services
performed under this contract up to the effective date of termination.

Availability of Appropriations: This agreement is contingent upon and subject to the availability of
funds. The University, in its sole option, may terminate or suspend this Agreement, in whole or in part,
without penalty or further payment being required, if (1) the Illinois General Assembly or other funding
source fails to make an appropriation sufficient to pay such obligation, or if funds needed are insufficient
for any reason (30 ILCS 500-20-60); (2) the Governor decreases the University's funding by reserving
some or all of the University's appropriation(s) pursuant to power delegation to the Governor by the Illinois
General Assembly; or (3) the University determines, in its sole discretion or as directed by the Office of
the Governor, that a reduction is necessary or advisable based upon actual or projected budgetary
considerations. The contractor/vendor will be notified in writing of the failure or reduction of the
appropriation.

Termination for Convenience: The University may, for its convenience and with 30 days prior written
notice to Vendor, terminate this contract in whole or in part and without payment of any penalty or
incurring any further obligation to the Vendor. The Vendor shall be entitled to compensation upon
submission of invoices and proof of claim for supplies and services provided in compliance with this
contract up to and including the date of termination.

Waiver: The failure of either party at any time or times to enforce any provision of this contract shall in no
way be construed to be a waiver of such provisions or to affect the validity of this contract or any part
hereof, or the right of either party thereafter to enforce each and every provision in accordance with the
terms of this contract.

Entire Agreement: This agreement, attachments, and incorporated references shall constitute the entire
agreement between the parties with respect to the subject matter herein and supersedes all prior
communications and writings with respect to the contents of said contract. No modifications, renewals,
extensions or waiver of this contract or of any of the provisions of this contract, shall be binding upon
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either the Contractor or the University unless reduced to writing and duly executed by the Vice President
for Administrative Services or their designee of Western Illinois University.

THE BOARD OF TRUSTEES OF
WESTERN ILLINOIS UNIVERSITY

Enter Contractor’s Name

By

_______________________________________

By

_______________________________________

Title

_______________________________________

Title

Enter Title

Date

_______________________________________

Date

Enter Date

By

________________________________

Title

William D Oster
Assistant to the Vice President for Administrative
Services

Date

_______________________________________
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Posting of Literature on Campus
(Procedures)
Purpose
Western Illinois University - QC posting facilities shall be reserved
primarily for the use of students, faculty and staff to inform the
campus community about college-related programs and activities.
Some space shall also be made available for posting by off-campus
groups, individuals, or organizations, including commercial
enterprise for promoting appropriate activities and/or opportunities
in the community or at the college per the following procedures.

Procedures
General Procedures for all Posting and
Distribution of Literature
• All materials must be approved and have the QC logo. Posted
materials not bearing the correct QC logo or without approval
will be removed.
• Approved materials will be posted by Student Affairs staff.
• All materials posted on campus will be removed in a timely
fashion after the announced event by Student Affairs staff.
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• Custodians and maintenance staff will immediately remove signs
that are causing damage to the buildings or grounds.
• Posted materials which are torn, damaged, or covering another
posting will be removed and discarded.
• All posted literature must bear some identification of the
organization or individual publishing, sponsoring, or
distributing it. No anonymous literature may be posted on the
Western Illinois University - QC campus. College staff will
immediately remove and discard any anonymous literature.
• If posted literature is in a language other than English, an English
translation must be included or posted alongside.
• Distribution of literature by placing it on motor vehicles parked
on Western Illinois University - QC property is prohibited.
• Violators of these provisions may be responsible for the cost of
cleaning and/or restoration of any facility marred or damaged
by the posting of literature.
• Student Affairs staff will periodically clear outdated material from
posting areas.

Literature Concerning Campus Life, Student, and
Staff Activities
• Literature concerning campus life, student, and staff activities may
be posted only on the designated posting areas (bulletin
boards or kiosks) provided in classrooms, common areas, and
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corridors around campus.
• Members of the campus community must have their literature
approved prior to posting.
• The campus group or individual posting literature about an event
is also expected to remove it in a timely fashion after the
event.
• Posted materials are normally placed two to three weeks prior to
an event and removed immediately after the event. Exceptions
may be granted for certain Western Illinois University - QC
activities and announcements.
• Student, campus life, and staff activities posting is limited to one
copy per designated posting area.
• Members of the campus community violating these provisions or
other appropriate college rules may be held responsible for
the cost of cleaning or repairing any Western Illinois University
- QC facilities damaged by their posting of literature, and may
be prohibited from future posting.
•

Literature Concerning Commercial Promotions or
Off-Campus Events
• Posting of literature for commercial purposes or to promote offcampus events is limited to posting on the designated bulletin
boards in the student union. “Commercial purposes” means
speech which does no more than propose a commercial
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transaction.
• Commercial organizations or off-campus groups must submit
their materials to the campus information desk for content
approval and date-stamping. Student programs staff will post
the literature on the designated boards.
• All posted literature from commercial or off-campus groups must
bear identification of the organization or individual publishing,
sponsoring, or distributing it.
• Advertising of alcohol, weapons and tobacco products is not
permitted.
• Posted materials are normally placed two to three weeks prior to
a promotion and removed immediately after the promotion.
• Commercial posting is limited to one copy per authorized
commercial/off-campus posting area.
• Violations of these provisions may be responsible for the cost of
cleaning and/or restoration of any facility marred or damaged
by the posting of literature and may be prohibited from
further use of Western Illinois University - QC posting facilities.

Bulletin Board Assignments
• Stairwell and corridor bulletin boards and kiosks around campus
will be clearly designated for publicizing Western Illinois
University - QC campus life, student, and staff activities.
Bulletin board space designated for commercial/off-campus
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group literature will be provided in the student union.
• Interior office and classroom bulletin boards are reserved for the
use of staff and instructors. Campus departments control what
may be posted on the bulletin boards within their office areas.
• Interior bulletin board space within the student union in the C
building is assigned by the director of student programs.
Personal and sale items may be posted in the designated
bulletin board space in the student union. Pre-printed forms
for advertising housing, help wanted, tutoring, child care, etc.
are available from the campus information desk.
• Bulletin boards may be provided in public restrooms for the
posting of health-related information. Such materials must be
approved by the director of student programs before posting.
• A complete inventory of Western Illinois University - QC bulletin
board assignments is available at the campus information
desk or from the director of student programs or the dean of
student services.

84

85

