Benefits of Club Recognition
To help your organization develop, grow, and thrive within the UMW community, let’s talk about opportunities and support the school can offer your organization. There are a number of important resources available to each student organization, in addition to financial resources and help with planning events. By reading carefully through the resources section you may ensure your organization is taking full advantage of everything that UMW and SAE have to offer.

To be eligible for these benefits, your organization MUST complete the Club Registration Form for the current academic year.  Once you complete this form and submit it to SAE, your club will be eligible to:

· Reserve space
· Host events
· Use the SAE credit card
· Apply for a Network account from DoIT 
· Spend the funds allocated by the Finance Committee (ICA Clubs Only)
· Utilize any other funds in your account

Clubs that do not register for two consecutive years will be considered inactive and will have to re-apply for recognition.
SAE Suite Resources
The SAE suite offers a number of resources and privileges to recognized and registered campus organizations including:

· Use of Student organization offices.
· Use of the SAE fax machine.
· Use of the SAE Conference Room.
· Help ordering office supplies and furniture for discount prices.
· The opportunity to become involved in SAE‐sponsored programs.
· The ability to be nominated for a UMW Leadership Award.
· Credit cards for recognized student organizations to use.
· Room reservations.
· Equipment for organizations to borrow, such as drink coolers, ice chests, tents, and outdoor games.
· Use of a computer station with Adobe Design CS4 to create fliers.
· Use of thermal poster machine, banner paper, and Texas markers.
· And much, much more!


The Student Organization Offices
Any student organization is welcome to use the Student Organization Office, located within SAE under Seacobeck Hall. The student organization office is the third office on the left. The office is left open Monday thru Friday from 8 a.m. to 5 p.m. The office is for organization use only and has many features, including:

1. A computer which is networked into the main SAE office printer.

2. A telephone line with long distance calling. If you plan to make a long distance call for an organization, please complete the log next to the phone with the following information:
a. Date
b. Organization name
c. Your name
d. Person or organization called
e. Number dialed
f. Duration of the call
*Completing the log helps us ensure that the phone bill is accurate.

3. Art supplies, including markers, pens, paper, poster board, scissors, etc. for flyer and/or poster construction, and paint for the Spirit Rock.

4. Space for small meetings, either in the student office or the SAE Conference Room.

Contact:
SAE
(540) 654‐1061

Housekeeping in Campus Organization Offices
Student organizations that have dedicated office space in the SAE suite are required to keep their spaces clean. University housekeeping staff will periodically empty trash, and mop floors if a space is clear and clean, but will not move piles of accumulated items. Also, students using the common areas of SAE, such as the kitchen or conference room, are required to clean up after themselves.

Phone Use in Student Organization Offices
All Student Offices located within the SAE suite have the option to obtain a telephone number, voice mail, and the ability to make long distance calls. These calls should be limited to professional activity and use only.  The group must apply for funding from the Finance Committee to cover this expense since the calls will be charged once a month to the organization’s account. If your office frequently makes long distance calls, you might want to ask officers to keep a log of these calls, so that you are better able to keep track of where the calls are going and who is making them. A sample log is located below:

Date 	Caller   Person Called 	Phone Number 	Purpose   	      Length of Call
10/06 	Betty    Bob Smith 		123‐4567 		Conference inquiry 		7 min.

Student organizations without an office in the suite may use the phone provided in the
Student Organization Office and will also be asked to complete the phone log located next to the phone.

Fax Use
Student organizations have access to a fax machine in SAE. Faxes should be related to your organization.  Any personal use of the fax machine is an honor offense! The fax machine is located in front of the Finance Office (second door on the right as you go down the hall).  If you have never used a fax machine before, please ask the SAE staff for assistance.

Fax Machine Guidelines:

1. If there is a fax waiting to be picked up, please place it in the Incoming Fax binder located on the table next to the fax machine.

2. Complete the sign‐in sheet by the fax machine. Be sure to include the following information:

a. Date
b. Name of your organization
c. Your name
d. Number dialed
e. Number of pages you are faxing

3. Place your fax face‐down into the feeder.

4. Dial the phone number that you are sending the fax to. Dial 9 before an off‐campus number.  To send a fax to a campus machine, just dial the last four digits of the phone number.

5. Remain by the fax machine to be sure that your fax is sent; the machine will print a confirmation page.  Do not leave your fax in the machine.

a. The fax room is locked in the evening. Please allow plenty of time to send your fax during business hours.
Ordering Office Supplies
University of Mary Washington has a contract that requires all agencies and organizations, including student organizations, to order their office supplies with the Supply Room Co. In exchange, the Supply Room Co. offers highly discounted rates on their products. Before ordering anything, be sure that the funds are in your account and have been approved by the UMW Finance Committee. UMW Offices and organizations may only purchase office supplies through an alternate vendor if they are able to secure a better price than offered by The Supply Room. Documentation must be provided in these instances. However, you are required to look through the Supply Room Co. catalog before ordering elsewhere. Remember, very often the prices you pay are even less than they appear in the catalog.

Please follow these steps to order supplies:
· See an SAE staff member for a copy of the catalog.
· Write down the page number and item reference number on a sheet of paper.
· Give this to a member of the SAE staff for processing.

The Supply Room Co. catalog is available online at www.thesupplyroom.com.
However, you still need to place your order through SAE.

You may be asked to complete the order form for your supplies. Be sure to include your organization account number on the order form, as well as the catalog item number and unit price.

When you have completed the form, an SAE staff member will place the order for you. If the order is made before 2 p.m., it will be delivered to SAE the next business day.

When the order is delivered, an SAE staff member will verify the shipment is complete. Your receipt should be attached to the shipment.

If you need to order basic supplies like envelopes, pens, paper, or markers, you may also get those from the UMW Central Storeroom.

1. Visit the Central Storeroom website by going to the UMW Homepage and choosing “Central Storeroom Supply Request” from the A‐Z Index. View the catalog to see if what you need is in stock.

2. To order, send an email to storeroom@umw.edu. The email should include the product or part number, a brief description of the product, the quantity desired, your organization name and account number, and a delivery location. Do not have supplies delivered to residence hall rooms! If you do not have an office, have the order sent to SAE.

3. Storeroom deliveries are generally made on Tuesday and Friday.

If you need to order office furniture, contact SAE. They will put you in touch with the Purchasing Department to view furniture catalogs. UMW has several agreements with furniture companies that can get the best prices. Additionally student organizations may visit the surplus office, located in the Facilities Services Physical Plant Building near the Battleground Athletic Complex. If they find furniture that is useful and appropriate, Facilities Services will deliver it to the student office.
Student Leadership Awards
In the spring of each year, SAE sponsors the presentation of Leadership Awards to recognize those student leaders and student organizations that have done an exceptional job during the year. SAE encourages applicants from groups of all varieties to apply for the award. This is a wonderful way to show your appreciation each year!

Individuals who receive a Leadership Award will be given a pin at the Leadership Awards Ceremony, which they may wear on their graduation gown. Both individual and organization recipients will receive a certificate to keep. In addition, recipients of specific awards will have their names added to a large plaque containing the names of all past recipients. These plaques, with the names of both individual and organization recipients, can be found in SAE.

To nominate a person or group you feel deserves this exceptional recognition, look for the nomination forms – available to all students, faculty, and staff – in early spring. A committee of students, faculty and/or staff will select the recipients, who will be announced at the annual spring reception.

Contact:
Director of Leadership

540-654-1122
Network Webmail and Webpage Accounts
UMW Department of Information Technologies (DoIT) provides many resources for student organizations. By applying for a network account, you will receive an email account, 10 MB of server space, and a Web address. This information may also be found on the UMW website under the “Student Club and Organization Web Sites” section of “Web Development” at the following address: www.umw.edu/technology/web/studentorgs

Obtaining an Account
Groups affiliated with UMW who want an email account may obtain it only through the Department of Information Technologies. Directing all club‐related business to the club email account is better than having it all directed to your personal email account. Moreover, it allows your club to access the account after you have graduated or moved on, and you may separate yourself from club affairs when you wish to.
Your organization may apply for a network account by submitting a Request for a Network Account form, available online at: http://technology.umw.edu/connecting/

Please follow these guidelines when completing the form:
1. If you have the Acrobat Reader plug‐in, you can fill in the form online, though you will still need to print a hard copy to submit.

2. Be prepared to provide the following information:
a. Name of club, group, or organization.
b. Brief description of purpose of the organization.
c. Name, email, phone number, and graduation date of the organization president.
d. Name, email, phone number, and graduation date of the person who will be responsible for creating and maintaining the website.
e. Name of faculty or staff advisor.
f. Proposed abbreviation of organization’s name. This may become your email and Web address abbreviation (i.e. sga@umw.edu).

3. Submit the form to SAE, which will approve it and forward it to DoIT. Your account will be created within 10 working days.

4. Once your account is created, DoIT will contact you to pick up account information. Login and ID information will not be sent via email or given out over the phone.

Using Your Account
To successfully access your account, you must comply with the policies outlined by DoIT.  Failure to comply with any of the following will be considered a violation of these policies and will be subject to appropriate sanctions:

1. Student organization accounts must abide by the Network and Computer Use Policy.

2. Student organizations must abide by the Statement of Community Values as set forth in the Student Handbook.

3. All club and organization Web pages (not just the first‐level page) must carry the following information:
a. A link to the UMW home page.
b. A link to the SAE website.
c. Name and email address of person maintaining the site.
d. Organization’s email address.
e. Date when the site was last updated.

4. All club and organization websites must be updated at least once per school year.

5. You will be asked to resubmit your organization account information to SAE at the beginning of each fall semester to ensure that your account and contact information are correct.

6. You must notify SAE within one month of a change in club status (i.e., a new President, a new person responsible for maintaining the website, disbanding of the organization, etc.).

7. No student club, organization, or group website may display the official University of Mary Washington logo. Use of the University logo is restricted to official departments, programs, and centers; it represents official information about University of Mary Washington.

8. While DoIT performs regular backups of the students.umw.edu Web server, it is strongly recommended that you back up your website each time you make a modification. DoIT cannot guarantee successful restorations from backup.

9. Organization leaders need to actively manage the 10MB of space as it includes both email and web page documents.  Warning messages will be sent to your email account when it is full.  New messages will not be received until you free up space by deleting old emails or web files.

10. It is an organization’s duty to pass on account information to the next year’s officers and to provide DoIT with an updated contact for the account. If DoIT does not receive an updated name of an officer, the account will be disabled until the new officer(s) apply for the account again. This helps DoIT ensure your account security.

Violations
Any club or organization that is found in violation of these policies will be subject to appropriate sanctions. SAE and/or the Network Policy Committee (depending on the offense) will promptly investigate all complaints. Violations of the Network and Computer Use Policy will be subject to appropriate sanctions under this policy. Failure to comply with all other policies set forth by DoIT will result in the following:

1. If your club, organization, or group fails to respond within one month following notification by SAE, we will assume that you no longer wish to maintain your account. SAE will inform DoIT to have your account deleted.

2. If your club, organization, or group wishes to have another account, you must repeat the application process.

Contact:
Department of Information Technologies
(540) 654‐2246
Use of Campus Vehicles
Many student organizations attend conferences or plan off‐campus trips that require special travel plans. To help student organizations plan the best travel arrangements, UMW provides passenger vans to certified UMW students with account funds. Please read through the following guidelines and requirements to take advantage of any of these resources.

Becoming a Certified UMW Vehicle Driver
UMW vans and vehicles are a resource for student groups and organizations to use when going to an event. A student wishing to become certified to drive UMW vehicles must take the Driver Certification Class. This class is required for all UMW students wishing to drive State‐owned vehicles for University recognized events. The course takes approximately 90 minutes. Student drivers must be 18 and possess a valid driver’s license to take the course. All drivers are insured by the University insurance policy.

Topics covered include:
• Procedures for reporting accidents
• Procedures for refueling
• Procedures for effecting mechanical repairs
• A brief overview of safe driving practices and hands‐on “behind the wheel” driving and backing experience.

All students must present a valid US driver’s license from their home State at time of certification. Classes are held every Wednesday at 4:00pm. Please call Campus Police at 654‐1632 to confirm that class will be held that day.

Contact:
Campus Police
(540) 654‐1632


Using the UMW Vehicles
Certified drivers may use UMW cars and vans to transport members of their organization. Because these are state vehicles that your organization is borrowing, please follow these guidelines when requesting a vehicle:

1. The trip should be related to the purpose of your organization or serve to represent UMW in an official capacity.

2. Only University‐related personnel or students may be transported in UMW vehicles.

3. Complete and sign a Vehicle Request Form. Be sure to have it signed by the Director of Student Activities. The form must be submitted to Facilities Services at least 5 days prior to the trip – but the earlier the better, since vehicles are available on a first-come, first-served basis. You may use the SAE fax machine to fax the request to Facilities Services, and this is the preferred method of submission. You may call Transportation Scheduling at x2075 to check vehicle availability, but a vehicle will not be reserved until the Vehicle Request Form is complete.

4. Transportation Scheduling will fax back the approved/rejected form to SAE once they have received your form. You may contact SAE at least 24 hours after submission, or ask that a staff member contact someone from your organization when a return fax is received. Do not consider your reservation confirmed until you have heard from them.

5. UMW vehicles are located at the Physical Plant building on Hanover Street (behind the Rugby Field). You will be responsible for picking them up and returning them.

6. If you are requesting to pick up a vehicle during business hours, the driver of the vehicle (with a VALID UMW University ID) must go to the Facilities Services work order desk (immediately inside the Physical Plant) and receive your vehicle packet which contains keys, a form to fill in mileage, insurance information, etc.

7. If you are requesting a vehicle over the weekend, a driver must pick up the keys and packet during business hours the FRIDAY BEFORE they leave.

8. Before driving your vehicle it is important to fill in the starting mileage in the form included in the vehicle packet. 

9. Vans are to be returned immediately upon the conclusion of your trip since someone else may be waiting to use the vehicle. You are also required to fill in the ending mileage when you return your vehicle to Facilities Services.

10. If you return your vehicle during business hours, make sure all personal belongings are removed from the vehicle and return the packet to the Facilities Services desk inside the Physical Plant. If you return your vehicle after business hours, also clear the vehicle of personal belongings, seal the vehicle packet and place it in a drop box located outside of the main doors to the Physical Plant.  Be sure to lock the vehicle if you return it after business hours.

11. A representative of the University administration or faculty may be required to accompany your group on each trip. If you are taking more than one vehicle, you do not need an additional staff member with you.  In this case, the vehicles are expected to travel together in a caravan.  Under no circumstances is one vehicle to depart leaving other vehicles behind.

12. Any absence from class is subject to authorization by the appropriate faculty member. 

13. Students are allowed to drive unaccompanied by a faculty or staff member in certain areas of the state. These include: Prince William, Culpepper, Orange, Fredericksburg, Spotsylvania, Louisa, Hanover, Goochland, Stafford, Caroline, King George, Albemarle, and Charlottesville. On a case‐bycase basis, Facilities Services may allow students to drive without accompaniment to the Springfield Metro Station. Transportation Scheduling has maps available for a complete list of the boundaries.

14. A faculty or staff member must accompany students when traveling beyond any of these areas (e.g. Richmond, Washington, New York, Baltimore, Williamsburg, Norfolk).

15. All vehicles that are over 15 years old or over 100,000 miles be restricted to round trips of 300 miles or less. It is recognized that this will result in a reduction of university owned resources available for longer trips. However, the state vehicle rental contract with Enterprise is an alternative source for vehicles. Vehicles provided from Enterprise have some driver restrictions.

Contact:
Facilities Services Transportation Scheduling
540- 654‐2075
540- 654‐1069 Fax

Travel Policies
Whenever a student organization wishes to take an overnight trip or a day trip over $500 in the United States, they must complete the following: 

· A Request for Travel form
· Student Travel Emergency Contact and Conference Waiver form. 

Do not reserve any hotel accommodations or purchase airline/bus/train tickets until you have received a signed copy of Request for Travel form that has all of the required signatures.  

These forms are due to SAE at least 10 business days before your trip. If traveling outside of the United States, the forms must be submitted at least 20 days in advance.

1. Complete the Request for Travel form. Be sure two authorized signers for your organization sign the form. Place your signature on the line designated for “Department Head”. Both signers should sign the form on this line.

2. Submit the form to SAE 10 business days before your trip. SAE will review and approve it.  If the hotel expenses exceed the per diem allowed, additional signatures are required.

3. Be sure to submit any related forms for your trip as well: Credit Card Request, UMW Vehicle Request, etc.

4. Complete Student Travel Emergency Contact and Conference Waiver Form and submit to SAE. Travel will not be approved until a form for each student traveling is submitted.

Forms are available in the SAE office or on the SAE website.

Hotel Reservations
When making hotel reservations, remember to check with an SAE staff member about the maximum lodging rate allowed for the area you are traveling. If you make a hotel reservation and the room rate charged exceeds the State‐approved per diem amount allowed for that city, you will need to personally cover this portion of the bill unless you receive permission to exceed the amount allowed.  Regardless of the source of funds (club fund raiser, Finance Committee allocation or University Department budget), your reimbursement cannot exceed the per diem allowed without advance permission (which is part of the Request for Travel form).

Purchasing Airline Tickets
Many student organizations send delegates to conferences and other activities, and SAE strives to assist you as you plan your trip. If you will need to purchase airline tickets, you may do so directly from the airline, through an internet site, or with the help of SAE.

Follow these steps to purchase your airline tickets:

1. Before you begin planning your trip, be sure that you have money approved by the Finance Committee for the specific trip, or your own revenue to spend. Be sure to stay within your budget! You will not be reimbursed for expenses incurred without prior approval.

2. Complete a Request for Travel Form, available in SAE, or print one out from online at:  http://www.umw.edu/documents/document/travel-request-form/
Be sure to include the approximate cost of your trip, as well as two signatures from authorized signers in your group. On the Request for Travel form make sure to include three airline ticket prices for price comparison in the appropriate spots. Make a copy for yourself and turn the form into SAE at least ten business days before you would like to begin purchasing anything for your trip (though as early as possible is best). The Commonwealth requires us to have this form completed and on file prior to the purchase of any airline tickets.

3. If you would like to purchase your tickets directly from the airline or from an internet site such as Travelocity.com, it is easiest to come to SAE and use the SAE credit card. Reserve the credit card far in advance to ensure that it is available on the date you need it.

4. If you are on a trip which will require many separate flights, or would just feel more comfortable with more help, see the SAE staff. Bring them your travel agenda and they will work with a local travel agency to get you the best deal.

5. Remember that flying is not the only way to travel long distances – when there is time and the destination is relatively close, many groups enjoy traveling by train!

Contact:
SAE Office Manager
(540) 654‐1061
