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Mission Statement 
Campus Activities and Orientation (CAO) strives to create innovative programming that 

fosters individual and community development and an environment where students can 

connect, engage, and invest in the Augsburg community. 

Philosophy 
CAO recognizes the benefits associated with the first-year experience and student 

engagement outside of the classroom. We work to enhance and supplement the liberal arts 

instruction at Augsburg College through quality transitional programs for new students as 

well as through leadership education. 

Location 
#!/ ÉÓ ÌÏÃÁÔÅÄ ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÏÎ ÔÈÅ 'ÒÏÕÎÄ &ÌÏÏÒ ÏÆ ÔÈÅ #ÈÒÉÓÔÅÎÓÅÎ #ÅÎÔÅÒȢ 

Contact Information 
Campus Box 75 

Phone: 612-330-1418 

Fax: 612-330-1350 

Email: cao@augsburg.edu 

Website: www.augsburg.edu/cao 

Joanne K. Reeck 

Director 

Email: reeck@augsburg.edu 

Michael Grewe 

Assistant Director 

Coordinator of Lesbian, Gay, Bisexual, Transgender, Questioning, Intersex and Asexual 

(LGBTQIA) Services 

Email: grewe@augsburg.edu 
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Please note that the dates, times, and locations of the following are subject to change. 

Sept 9  Day Fall Semester Classes Begin 

  2009ɀ2010 Student Group Registration Reopens (Day and WEC) 

  2009ɀ2010 Office and Workstation Signup Reopens (if any vacancies) (Day and WEC) 

  2009ɀςπρπ !ÕÇÇÉÅȭÓ .ÅÓÔ ,ÏÃËÅÒ 3ÉÇÎÕÐ 2ÅÏÐÅÎÓ ɉif any vacancies) (Day and WEC) 

Sept 11  WEC Fall Trimester Classes Begin 

Sept 16   Student Group  Welcome Back  4:00ɀ5:30pm , Marshall Room  

  Meeting  

Sept 17  Student Group Welcome Back   4:00ɀ5:30pm &  7:00ɀ8:30pm , Marshall Room  

  Meetings  

Sept 21 DEADLINE:  Registration for Fall 2009 Student Involvement Fair (Day and WEC) 

Sept 22  Student Group Workshop Series 4:00ɀ6:00pm, OGC 100 

Sept 23  Fall 2009  Student  Involvement Fair  3:00ɀ7:30pm, Christensen Lobby  

Sept 30  DEADLINE:  Registration for 2009 Homecoming Carnival in the Park (Day and WEC) 

Oct 3  2009 Homecoming  Carnival   11:00amɀ1:00pm, Murphy Square  

  in the Park  

Oct 14  Student Group Workshop Series   5:00ɀ7:00pm, OGC 100 

Oct 27  Student Group Workshop Series   6:00ɀ8:00pm, OGC 100 

Nov 11  Student Group Workshop Series   4:00ɀ6:00pm, OGC 100 

Dec 3  Student Group Workshop Series   5:00ɀ7:00pm, OGC 100 

Dec 11 Day Fall Semester Classes End 

Dec 13 WEC Fall Trimester Classes End 

Dec 17 Day Fall Semester Finals End 

Jan 8 WEC Winter Trimester Classes Begin 

Jan 11 Day Spring Semester Classes Begin 

Jan 25  DEADLINE:  Registration for Spring 2010 Student Involvement Fair (Day and WEC) 

Jan 28 Spring 2010 Student Involvement Fair  2:00ɀ7:00pm , Christensen Lobby  

Jan 28 Student Group Workshop Series  6:00ɀ8:00pm, OGC 100 

Feb 1 DEADLINE: Final day to submit petition to be commissioned for 2010-2011 (Day ONLY) 

Feb 5 DEADLINE: 2009ɀ2010 Student Group Registration Closes (Day and WEC) 

Feb 10 Student  Group Workshop Series  4:00ɀ6:00pm, OGC 100 

Mid-Feb  *Commissioning Hearings   TBD 

  (Day ONLY)  
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Feb 23 2010ɀ2011  Student Group   4:00ɀ4:30pm &  4:30ɀ5:00pm, Minneapolis  

 Re-Registration Info Meeting s  Room 

 (Day and WEC) 

Feb 24 2010ɀ2011 Student Group   4:00ɀ4:30pm & 4:30 ɀ5:00pm, Minneapolis  

 Re-Registration Info Meetings   Room 

 (Day and WEC)  

Feb 27 Student Leadership Conference  1:00ɀ5:00pm, OGC  

Mar 1 **DEADLINE: Last day to submit Grant Applications to Augsburg Day Student Government 

 (Day and WEC) 

Early-Mar *Student Groups who applied will be notified by Augsburg Day Student Government if they 

have been approved to be Commissioned for 2010ɀ2011 (Day ONLY) 

Mar 4 Student Group Workshop Series  5:00ɀ7:00pm, OGC 113 

Mar 24  Student Group Workshop Series  6:00ɀ8:00pm, OGC 113 

Mar 28  WEC Winter Trimester Classes End 

Apr 9  WEC Spring Trimester Classes Begin 

DEADLINE: 2010ɀ2011 Student Group Re-Registration Applications due to CAO (Day ONLY) 

  DEADLINE: 2010ɀ2011 Office & Workstation Applications due to CAO (Day and WEC) 

  DEADLINE: 2010ɀςπρρ !ÕÇÇÉÅȭÓ .ÅÓÔ ,ÏÃËÅÒ !ÐÐÌÉÃÁÔÉÏÎÓ ÄÕÅ ÔÏ #!/ (Day and WEC) 

Apr 12  Student Leadership Awards   4:00ɀ5:30pm, East Commons 

Apr 13  Student Group Workshop Series  4:00ɀ6:00pm, OGC 100 

Apr 23  Day Spring Semester Classes End 

Apr 29  Day Spring Semester Finals End 

3ÔÕÄÅÎÔ 'ÒÏÕÐÓ ÍÕÓÔ ÃÌÅÁÒ ÏÕÔ ÏÆÆÉÃÅÓȟ ×ÏÒËÓÔÁÔÉÏÎÓȟ ÁÎÄ !ÕÇÇÉÅȭÓ .ÅÓÔ ÌÏÃËÅÒÓȟ ÉÆ 2009ɀ2010 

leases on these are not renewed for 2010ɀ2011   

May 3 2010-ςπρρ ÌÅÁÓÅ ÂÅÇÉÎÓ ÆÏÒ ÏÆÆÉÃÅÓȟ ×ÏÒËÓÔÁÔÉÏÎÓȟ ÁÎÄ !ÕÇÇÉÅȭÓ .ÅÓÔ ÌÏÃËÅrs 

May 21  DEADLINE: 2010ɀ2011 Student Group Re-Registration Applications due to CAO (WEC ONLY) 

 DEADLINE: Last day to submit Grant Applications to WEC Student Senate (Day and WEC) 

June 27  WEC Spring Trimester Classes End 
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Types of Student Groups 
There are three types of student groups:  student clubs , chartered student 

organizations , and commissioned student organizations . 

Student clubs can be organized by a minimum of four currently-enrolled Augsburg 

College students.  This type of student group is not recognized by the Augsburg Day 

Student Government or the Weekend and Evening College (WEC) Student Senate, and 

therefore cannot apply for grants or budgets from either government. 

Chartered student organizations  can be organized by a minimum of four currently-

enrolled Augsburg College students and an advisor who is an Augsburg staff or faculty 

member.  This type of student group is recognized by the Augsburg Day Student 

Government and the WEC Student Senate, and can apply for grants from either 

government. 

Commissioned student organizations  can be organized by a minimum of four 

currently -enrolled Augsburg College students and an advisor who is an Augsburg staff 

or faculty member.  This type of student group is recognized by and receives an annual 

budget from the Augsburg Day Student Government, and can apply for grants from 

either the Augsburg Day Student Government or the WEC Student Senate.  

Requirements of Student Groups 
Student clubs are required to do the following: 

¶ Send at least two members to the Welcome Back Meetings in September 2009; 

¶ Abide by the Augsburg College Non-Discrimination Statement; and 

¶ Follow all college policies, procedures, and rules as outlined in the CAO Student 

Groups Manual and Augsburg College Student Guide; 

Chartered student organiz ations  are required to do the following: 

¶ Send at least two members to the Welcome Back Meetings in September 2009;  

¶ Send at least one representative to one Student Group Workshop Series session per 

semester; 
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¶ Send at least one representative to the Student Leadership Conference in February 

2010; 

¶ Keep finances in order, pay all outstanding bills, and be in communication with the 

Augsburg Day Student Government or WEC Student Senate regarding expenditures 

based on granted financial requests; 

¶ Abide by the Augsburg College Non-Discrimination Statement; 

¶ Follow all college policies, procedures, and rules as outlined in the CAO Student 

Groups Manual and Augsburg College Student Guide. 

Commissioned student organizations  are required to do the following: 

¶ Send at least two members to the Welcome Back Meetings in September 2009;  

¶ Send at least one representative to two Student Group Workshop Series sessions 

per semester; 

¶ Send at least two representatives to the Student Leadership Conference in February 

2010; 

¶ Keep finances in order, pay all outstanding bills, and be in communication with the 

Augsburg Day Student Government or WEC Student Senate regarding expenditures 

based on granted financial requests; 

¶ Abide by the Augsburg College Non-Discrimination Statement; 

¶ Follow all college policies, procedures, and rules as outlined in the CAO Student 

Groups Manual and Augsburg College Student Guide. 

If at any point during the year you are concerned that your student group will not meet any 

of these requirements, please contact CAO as soon as possible. 

Any student group that fails to adhere to these requirements will be placed on 

Student Group Probation.  
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Failure to meet the requirements for student groups listed on pages 5ɀ6 will  result in your 

student group being placed on Student Group Probation for a period of time.  The length of 

the probation will depend on the circumstances of the infraction and will be determined by 

CAO.  During this time, your student group will not be able to: 

1. Access any funds in your Augsburg College financial accounts. 

2. Receive any funding from Augsburg Day Student Government or WEC Student 

Senate, including both the Surplus and the Grant Request Process. 

3. Access any services provided by CAO. 

4. Re-register as a student group for the next academic year. 

5. Apply for a workstation/ office, ÁÎ !ÕÇÇÉÅȭÓ .ÅÓÔ ÌÏÃËÅÒ, or technology services for 

the next academic year. 

Student groups place on probation will be required to meet in-person with the CAO 

Assistant Director to discuss any further action that needs to be taken.  Failure to remove 

your student group from probation  will result in not being able to re -regis ter as a 

student group for the following academic year. 
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Advertising Services 
Available to Student Clubs and Student Organizations  

CAO offers all student groups assistance with advertising and marketing through our CAO 

Online Events Calendar and Skyway Painting .  Student organizations may also utilize our 

Poster Design services.  For more information on these services, please see pages 26ɀ29. 

Advising 
Available to Student Clubs and Student Organizations  

CAO staff are available to advise student group leaders on many topics including but not 

limited to meeting facilitat ion, member recruitment, program planning, event advertising, 

etc.  Feel free to schedule an appointment with the CAO Assistant Director anytime by 

emailing grewe@augsburg.edu or calling 612-330-1499. 

Auggie Room 
Available to Student Clubs and Student Organizations  

Student groups have access to the materials and supplies located in the Auggie Room which 

include but are not limited to balloons, poster paper, markers, etc.  Student groups may 

also utilize this space to make posters, laminate publications, and work on other projects. 

Any student group that utilizes the Auggie Room is responsible for cleaning the room after 

the completion of their projects.  Any abuse of the Auggie Room and/or misuse of the 

Auggie Room materials and supplies will result in denial of Auggie Room privileges for 

your student group.   

This space is available during regular CAO hours:  8:30am ɀ 4:30pm, Monday through 

Friday, provided there is a CAO staff member available to unlock the room.   Only CAO staff 

are authorized to unlock this room for student groups.  

Mailboxes 
Available to Student Organizations  

Student organizations may rÅÑÕÅÓÔ ÔÏ ÈÁÖÅ ÔÈÅÉÒ Ï×Î ÍÁÉÌÂÏØ ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÉÆ ÔÈÅÙ 

wish to receive mail through Campus Box 75.  If your student organization is interested, 

please contact the CAO Assistant Director at grewe@augsburg.edu or 612-330-1499.  
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Popcorn Machine 
Available to Student Clubs and Student Organizations  

Student groups may reserve the popcorn machine from CAO.  If your student group utilizes 

the popcorn machine, you must use the popcorn provided by CAO; you will be charged 

$3.00 per bag (each bag serves approximately 8-12 people).  Popcorn is non-refundable.  

Commissioned student organizations may pay by charging bags to their student 

organization fund number; chartered student organizations and student clubs must pay 

with cash or check (made out to Augsburg College). 

To reserve the popcorn machine, fill out a Popcorn Machine Reservation Form (located 

ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÁÎÄ ÏÎ ÔÈÅ ×ÅÂ ÁÔ www.augsburg.edu/cao) and turn it into a CAO staff 

member.  The popcorn machine may only be used by individuals associated with the 

student group denoted on the reservation form.  Special arrangements must be made for 

weekend usage.   

After usage, the machine must be properly cleaned with the cleaner provided before 

returning it to CAO.  Also, the machine must be returned within  24 hours of checking it out.  

Special arrangements must be made for weekend returns. 

Storage 
Available to Student Organizations  

3ÔÕÄÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎÓ ÈÁÖÅ ÔÈÅ ÏÐÔÉÏÎ ÏÆ ÒÅÎÔÉÎÇ Á ÌÏÃËÅÒ ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÆÏÒ ÔÈÅ 

duration of the academic year.  Because there are more student organizations than there 

are lockers available, student organizations must fill out a Student Organization Locker 

Request Form  (ÌÏÃÁÔÅÄ ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÁÎÄ ÏÎ ÔÈÅ ×ÅÂ ÁÔ www.augsburg.edu/cao).  

Lockers are given out on a first-come, first-served basis.  Student organizations that receive 

a locker will obtain a combination for their lock.  If this lock is lost, or if the locker becomes 

damaged in any way, please inform CAO staff immediately.  

Student Group Workshop Series 
Available to Student Clubs and Student Organizations  

This series will offer ten workshops throughout the academic year to student group leaders 

and members.  Each session will cover different topics relating to strengthening the 



Student Group Information 

Provided Services 
    

 

 

 

2009 ς 2010 Student Groups Manual 10 | P a g e  

 
 

 
 

awareness, leadership, management, and organizational skills of student groups around a 

myriad of different topics:  program planning, recruitment, membership retention, budgets, 

goal setting, effective marketing and advertising, facilitation, being inclusive and 

welcoming, time management, and much more.   

The dates, times, and locations of each of these workshops are listed on pages 3ɀ4. 

Commissioned student organizations  are required to send at least one representative to 

no less than two workshops per semester.  Chartered Day student org anizations  are 

required to send at least one representative to no less than one workshop per semester.  

Chartered WEC student organizations  are required to send at least one representative to 

no less than two workshops throughout the academic year. 

Student Involvement Fairs 
Available to Student Clubs and Student Organizations  

Student groups have the opportunity to table at the Student Involvement Fairs that occur in 

September and January.  Participating in the fairs allows your student group to get the 

word out about your mission, recruit new membership, and publicize about upcoming 

programming and events. 

Student Leadership Conference 
Available to Student Clubs and Student Organizations  

The Student Leadership Conference, happening on Saturday, February 27, 2010, will be an 

opportunity for student group leaders, members, and any other interested to learn about 

leadership topics centered on the conference theme.  The conference will also allow for 

participants to network with fellow students, hear from numerous presenters and 

keynotes, and take new ideas back to their respective student groups. 

Technology Services 
Available to Student Organizations  

)Î ÏÒÄÅÒ ÔÏ ÅÎÈÁÎÃÅ ÔÈÅ ÃÏÍÍÕÎÉÃÁÔÉÏÎÓ ÁÖÁÉÌÁÂÌÅ ÆÏÒ ÙÏÕÒ ÓÔÕÄÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÌÅÁÄÅÒÓ 

and members, CAO and Information Technology offer a variety of technology services.  

These services may include a telephone, an AugNet email account, an AugNet folder, a 
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Moodle site, and web space under the web.augsburg.edu web domain.  Student 

organizations must demonstrate they are eligible for these services by filling out a 

Technology Services Request Form (ÌÏÃÁÔÅÄ ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÁÎÄ ÏÎ ÔÈÅ ×ÅÂ ÁÔ 

www.augsburg.edu/cao). 

Work Areas 
Available to Student Organizations  

There are several workstations and three offices availablÅ ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÆÏÒ ÓÔÕÄÅÎÔ 

organizations to reserve for an entire academic year.  Because there are more student 

organizations than there are workstations and offices, all student organizations must apply 

for these work areas and demonstrate need. 

If a student organization receives a workstation or an office, they are responsible for 

keeping regular office hours throughout the entire academic year.  Workstations must be 

staffed a minimum of 10 hours per week during the academic year; offices, a minimum of 

ςπ ÈÏÕÒÓ ÐÅÒ ×ÅÅËȢ   ! ÓÔÁÆÆÉÎÇ ÓÃÈÅÄÕÌÅ ÆÏÒ ÙÏÕÒ ÓÔÕÄÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ×ÏÒËÓÔÁÔÉÏÎ ÏÒ 

office must be provided to the CAO Assistant Director by the end of the third full week of 

each term.  

Student organizations will be issued keys for their office doors or workstation drawers; 

students are responsible for reporting any lost keys to CAO professional staff immediately.   

Student organizations may not lease or rent their work areas for monetary gain under any 

circumstances.   Those that abuse, vandalize, or fail to properly utilize their work areas will 

lose their space for the remainder of the academic year. 

To apply for an open workstation or office, fill out a Workstation & Office Application  

(located ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÁÎÄ ÏÎ ÔÈÅ ×ÅÂ ÁÔ www.augsburg.edu/cao). 
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Student groups have the option of re-registering for the 2010ɀ2011 academic year.  To do 

so, your student group: 

1. Must be in good standing (i.e. not currently on Student Group Probation); 

2. Attend a 2010ɀ2011 Student Group Re-Registration Info Meeting on Wednesday, 

February 24 or Thursday, February 25, 2010; and 

3. Submit a Student Group Re-Registration Packet no later than Friday, April 9, 2010 

(if Day student group) or Friday, May 21, 2010 (if WEC student group). 

Commissioning Your Student Organization 

Qualifications  

Qualifying student organizations have the option of applying to become commissioned for 

the 2010ɀ2011 academic year.  To apply, your student organization must either: 

1. Already be a commissioned student organization.  

OR 

2. Have all of the following be true for your student organization: 

a. Have been chartered for five consecutive years; 

b. (ÁÖÅ ÁÃÔÅÄ ÉÎ ÁÃÃÏÒÄÁÎÃÅ ×ÉÔÈ !ÕÇÓÂÕÒÇ #ÏÌÌÅÇÅȭÓ ÍÉÓÓÉÏÎȠ 

c. Have a board of student leaders; 

d. Have had regular meetings with consistent attendance for five consecutive 

years; 

e. Have shown growth and/or development for five consecutive years; and 

f. Have hosted at least one on-campus event open to the Augsburg community 

each fall and spring semester for five consecutive years. 

Process 

If your student organization is interested in applying to become a commissioned student 

organization for 2010 ɀ 2011, your student organization must: 

1. Email both the CAO Assistant Director  (grewe@augsburg.edu ) and the 

Augsburg Day Student Government (stugov@augsburg.edu) no later than 

Monday , February 1, 2010 stating your intent to apply.   Student organizations 

that are commissioned at this time only need to send this email notice.  Student 
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organizations that are not commissioned at that time must also turn in the following 

information to Augsburg Day Student Government: 

a. ! ÃÏÐÙ ÏÆ ÙÏÕÒ ÓÔÕÄÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÃÏÎÓÔÉÔÕÔÉÏÎȠ 

b. A copy of your minutes from each meeting from the current academic year; 

c. Specific goals for each month of the upcoming year; 

d. Proposed budget for the upcoming year; 

e. List of completed and upcoming events for the current academic year; 

f. List of proposed events for the upcoming academic year; 

g. Three student testimonials (each must be one-page, typed); 

h. Letter of recommendation from your advisor; and 

i. Letter of recommendation from another Augsburg staff or faculty member. 

2. Present in front of the Augsburg Day Student Government.   These hearings are 

to-be-scheduled, but will most likely occur sometime in mid- to late-February.  A 

representative from your student organization must present for 15ɀ30 minutes 

about the accomplishments of your student organization over the course of the past 

academic year, what it plans to accomplish in the upcoming academic year, and how 

it serves the entire Augsburg College campus community.  Student representatives 

from your student organization should also be prepared to answer any questions 

the Augsburg Day Student Government may have. 

3. Wait to be notified by t he Augsburg Day Student Government .  It  will vote and 

notify your student organization by early-March on the status of your student 

organization for 2010ɀ2011.  If your student organization is denied commissioning 

status, you may appeal by notifying both CAO and the Augsburg Day Student 

Government. 

4. Prepare a budget for the 2010 ɀ 2011 academic year.   The Augsburg Day Student 

Government will schedule a meeting with your student organization in late-March 

or April to go over your proposal.  A preliminary-approved budget will be sent to 

your student organization in August, and the Augsburg Day Student Government 

will finalize your budget in mid-September. 
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Advisors are required to attend all off-campus trips and events with their student group.  If 

your advisor in unable to attend the trip, it is the responsibility of your student group to 

find another Augsburg College faculty or staff member to accompany your student group 

on the trip.  If you are unable to find any faculty or staff members to accompany you on the 

trip, you must notify a CAO professional staff member to discuss the situation. 

Each student member of a student group that is traveling must complete a Student Travel 

Packet (ÌÏÃÁÔÅÄ ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÁÎÄ ÏÎ ÔÈÅ ×ÅÂ ÁÔ www.augsburg.edu/cao) and turn it 

into a CAO professional staff member no less than two days before the trip.   
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Charitable Donations 
Available to Student Organizations  

All student organizations are welcome to collect charitable donations from outside donors 

and from participants at events.  Any funds collected on Augsburg College property must be 

deposited into your student orÇÁÎÉÚÁÔÉÏÎȭÓ ÆÉÎÁÎÃÉÁÌ ÁÃÃÏÕÎÔ ÁÔ !ÕÇÓÂÕÒÇȢ   

Commissioning Process 
Available to Commissioned Student Organizations and qualifying Chartered Student 

Organizations  

Qualifying student organizations may apply to become commissioned for an academic year.  

Commissioned organizations receive a set budget each academic year for programming, 

events, and stipends.  For more information on becoming commissioned or re-

commissioned, see pages 12ɀ13. 

Fundraising 
Available to Student Organizations  

Student organizations are welcome to fundraise on campus as long as they abide by the 

following regulations: 

1. All sales and/or fundraising activities must be conducted in accordance with all 

Augsburg policies and procedures as well as local, state, and federal laws and 

regulations. 

2. Activities conducted by student organizations using Augsburg facilities must not 

interfere with orderly operations on campus. 

3. Sales and/or fundraising activities conducted by student organizations officially 

registered with CAO that involve the sale of goods or gambling activities must apply 

for a Fundraising Permit  (ÌÏÃÁÔÅÄ ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÁÎÄ on the web at 

www.augsburg.edu/cao). 

4. Sales and/or fundraising activities involving food must comply with the policies 

stated in the Student Groups Manual . 

5. The name of the sponsoring student organization must appear prominently in all 

advertising and other communications connected with the sales and/or fundraising 

effort. 

http://www.augsburg.edu/cao
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6. Sales and/or fundraisers using raffles or other gambling activities must comply with 

the policies in the Student Groups Manual . 

7. Student organizations may not rent and/or loan Augsburg equipment or facilities. 

8. Any monies fundraised on Augsburg College property must be deposited into your 

student organiÚÁÔÉÏÎȭÓ ÆÉÎÁÎÃÉÁÌ ÁÃÃÏÕÎÔ ÁÔ !ÕÇÓÂÕÒÇȢ 

Auctions  

Student organizations are allowed to auction goods provided that the above regulations are 

followed and a Fundraising Permit  is completed.  Student organizations may not auction 

people under any circumstanceÓ ɉÓÕÃÈ ÁÓ ÆÏÒ ÄÁÔÅÓȟ ÃÌÅÁÎÉÎÇ ÏÎÅȭÓ ÈÏÕÓÅȾÁÐÁÒÔÍÅÎÔȟ ÅÔÃȢɊȢ  

Bake Sales 

The following precautions must be taken in regard to bake sales: 

1. Under absolutely no circumstances can home prepared food be served. 

2. No food which requires refrigeration can be sold (i.e. cream-filled pastries/pies, 

éclairs, etc.) 

3. All bake sale items shall be individually wrapped. 

4. Bake sale items shall be transported in a covered, dust-proof container. 

5. Individuals conducting the wrapping or sale of food shall thoroughly wash their 

hands before handling the product. 

Gambling, Drawings & Raffles 
Available to Student Organizations  

All forms of gambling are illegal in any location within the State of Minnesota without an 

approved gambling permit.   Before your student organization decides to conduct a raffle or 

drawing, it must complete a Fundraising Permit  and schedule a meeting with the CAO 

Assistant Director at least ten business days before the event takes place. 

After your student organization conducts a raffle or drawing, it must complete a Gambling 

Reporting Form  (ÌÏÃÁÔÅÄ ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÁÎÄ ÁÔ www.augsburg.edu/cao) no more than 

five business days after the event takes place.  Your student organization must detail its 

records of donations, number of participants, prizes awarded, and the number of prizes 

awarded. 

http://www.augsburg.edu/cao
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CAO has outlined the types of gambling that are permitted by student organizations at 

Augsburg College: 

Drawings for Prizes  

Student organizations may have a drawing for prizes at an event provided that the student 

organization DOES NOT sell tickets as a requirement to enter the drawing for prizes.  All 

prize drawings must be free for all those who attend the event.  There may be no real or 

implied cost for participation in the drawing.   

In events where there is a prize drawing, student organizations may collect donations or 

charge admission; however, participation in the drawing cannot be contingent on payment 

of the donation or admission cost (the two items must remain separate at all times).   

Drawings must be conducted in such a way so that participants who are not present at the 

time of the actual drawing can receive their prize at a later date. 

Poker Tournaments  

Poker tournaments are only allowed if there is no cost association.  No money may 

exchange hands at any time (no entry free, no table fee, no fee per person, no personal 

money).  Student organizations may play with chips that have no monetary value and 

participants may win prizes (where the total value of prizes is no greater than $200 for all 

prizes awarded), but participants may not contribute financially to the event in any way. 

Contest of Skill  

Student organizations may play contests of skill, NOT chance (i.e. basketball toss, essay 

contest, etc. are acceptable). 

Grant Application Process 
Available to Student Organizations  

Student organizations may apply for grants from both the Augsburg Day Student 

Government and WEC Student Senate throughout the academic year, provided that there 

are funds still available.   

If your student organization wants to request funds for a specific program or initiative, you 

must fill out a Grant Request Form  (ÌÏÃÁÔÅÄ ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÁÎÄ ÏÎ ÔÈÅ ×ÅÂ ÁÔ 
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www.augsburg.edu/cao).  This form must be turned into either Augsburg Day Student 

Government or WEC Student Senate 3 weeks before the funds are needed.   

If the funds are being used for a program or event that mainly serves the Day student body, 

your form should be turned into the Augsburg Day Student Government; if the funds are 

being used mainly to serve the WEC student body, the form should be turned into the WEC 

Student Senate. 

Any transaction that involves funds from the Grant Application Process must be 

accompanied with a receipt.  All receipts must be turned into either  the Augsburg 

Day Student Government or WEC Student Senate upon the completion of your 

ÓÔÕÄÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÐÒÏÇÒÁÍ ÏÒ ÉÎÉÔÉÁÔÉÖÅȢ 

Surplus Requests 
Available to Student Clubs and Student Organizations  

Any funds not used by student organizations at the end of an academic year are rolled over 

into a Surplus that is managed by both the Augsburg Day Student Government and WEC 

Student Senate the following academic year.  Student groups may attend a meeting of 

either student governÍÅÎÔ ÔÏ ÒÅÑÕÅÓÔ ÆÕÎÄÓ ÆÒÏÍ ÅÁÃÈ ÇÏÖÅÒÎÍÅÎÔȭÓ respective Surplus. 

Student clubs are limited to requesting $300 per semester from the Surplus. 

Student organizations  should first apply for funding from the Grant Application Process 

before requesting funds from the Surplus. 

If your student group decides it wants to request money from the Surplus, you are 

encouraged to bring an itemized budget of how the money will be spent, as well as any 

marketing and documentation you may have for the specific program or initiative your 

student group is planning with the funds. 

Any transaction that involves funds from the Surplus must be accompanied with a 

receipt.  All receipts must be turned into either the Augsburg Day Student 

Government or WEC Student Senate upon the completion of your student 

ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÐÒÏÇÒÁÍ Ïr initiative.  
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Student groups will likely have to deal with finances at some point during the academic 

year.  Administrative Accounting has made these guidelines to make it easier for student 

groups to manage finances: 

¶ PRE-PLAN your events and expenses.  All Augsburg College departments have 

time requirements to process requests. Without adequate time, certain requests will 

not be processed. 

¶ Students and/or advisors are not authorized to enter into contracts on behalf 

of Augsburg College.  Please be careful not to make any verbal or written promises 

that could be construed as a contract.  If it is necessary to enter into a contract, 

check with CAO for proper procedures.   

Accounts Payable 
¶ All expenses that have an identified payee and specific payment amount should be 

processed through an accounts payable check request.  

¶ The form for requesting a check is called an Authorization Invoice Form and can be 

found online at O:\ Administrative Accounting \ public \ Authorization Invoice 

Form  

¶ Authorization Invoice Forms must be submitted 2 weeks prior to the date a check is 

needed. 

¶ All requests must have receipts or invoices supporting the request attached. 

¶ All requests made by student organizations under $500 must have the signature of 

ÏÎÅ ÏÆ ÙÏÕÒ ÓÔÕÄÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ Áuthorized signers and your advisor or a CAO 

professional staff member.   Student clubs must see a CAO professional staff member 

for these requests. 

¶ All requests made by student organizations greater than or equal to $500 must have 

the signature of one of yÏÕÒ ÓÔÕÄÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÁÕÔÈÏÒÉÚÅÄ ÓÉÇÎÅÒÓ ÁÎÄ Á #!/ 

professional staff member.  Student clubs must see a CAO professional staff member 

for these requests. 

¶ Requests for purchases over $5,000 require higher levels of approval. Please contact 

Administrati ve Accounting for guidance. 

¶ Ȱ"ÉÌÌ ÔÏȱ ÁÄÄÒÅÓÓ ÏÎ ÁÎÙ ÖÅÎÄÏÒ ÕÓÅÄ ÍÕÓÔ ÂÅ ÔÈÅ ÃÏÌÌÅÇÅȭÓ ÎÁÍÅ ÁÎÄ ÁÄÄÒÅÓÓȟ ÎÏÔ Á 

ÓÔÕÄÅÎÔȭÓ ÐÅÒÓÏÎÁÌ ÎÁÍÅ ÁÎÄ ÁÄÄÒÅÓÓȡ 
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Augsburg College   

2211  Riverside Ave S 

Minneapolis, MN 55454 

For any questions about accounts payable, please contact Amy Daugherty at 

daughera@augsburg.edu or 612-330-1031. 

Purchase Orders 
¶ Any purchase of a product over $500 needs a purchase order.  Once product has 

been received and is in hand, send e-mail with the PO number as the subject line to 

received@augsburg.edu. Include the company name in the e-mail and note if the 

shipment was received in full or if it was only a partial shipment. 

¶ All purchase orders from student organizations under $500 must have the signature 

ÏÆ ÏÎÅ ÏÆ ÙÏÕÒ ÓÔÕÄÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÁÕÔÈÏÒÉÚÅÄ ÓÉÇÎÅÒÓ ÁÎÄ ÙÏÕÒ ÁÄÖÉÓÏÒ ÏÒ Á #!/ 

professional staff member.  Student clubs must see a CAO professional staff member 

for purchase order requests. 

¶ All purchase orders from student organizations greater than or equal to $500 must 

ÈÁÖÅ ÔÈÅ ÓÉÇÎÁÔÕÒÅ ÏÆ ÏÎÅ ÏÆ ÙÏÕÒ ÓÔÕÄÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÁÕÔÈÏÒÉÚÅÄ ÓÉÇÎÅÒÓ ÁÎÄ Á 

CAO professional staff member.  Student clubs must see a CAO professional staff 

member for purchase order requests. 

¶ Requests for purchases over $5,000 require higher levels of approval. Please contact 

Administrative Accounting for guidance. 

For any questions about purchase orders, please contact Sharon Johnson at 

johnsh@augsburg.edu or 612-330-1668. 

Petty Cash Requests 
¶ Due to concerns regarding theft and safety, cash should only be requested when all 

other options for payment have been exhausted.  

o Appropriate cash requests would be small purchases of food or supplies for a 

meeting or small organizational event. 

o Larger requests for funds will almost always be more appropriately handled 

through a check request or faculty advisor P-card purchase, if necessary. 

mailto:received@augsburg.edu
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o Cash requests may not be honored if more appropriate methods of payment 

were not explored. 

¶ All cash requests made by student organizations under $500 must be requested by 

ÁÎÄ ÂÅ ÓÉÇÎÅÄ ÆÏÒ ÂÙ ÏÎÅ ÏÆ ÙÏÕÒ ÓÔÕÄÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÁÕÔÈÏÒÉÚÅÄ ÓÉÇÎÅÒÓ ɉÏÒ ÔÈÅ 

recipient designated by one of your authorized signers) and your advisor or a CAO 

professional staff member.  Student clubs must see a CAO professional staff member 

for cash requests. 

¶ All cash requests greater than or equal to $500 need the signature of a CAO 

professional staff member. 

¶ A minimum of 3 days notice is needed for any cash request. 

o Initial cash request should be made through an e-mail sent to Administrative 

Accounting (amundsor@augsburg.edu) by an authorized student 

organization signer at least three days in advance of the expected pick-up 

date. 

o For requests exceeding $500, in addition to the initial e-mail request, the 

Cash Distribution Form must be obtained from the Administrative 

Accounting office in advance and then signed by a CAO professional staff 

member before cash is picked up. 

For any questions surrounding petty cash requests, or for any general questions regarding 

student organization finances, please contact Richelle Amundson at 

amundsor@augsburg.edu or 612-330-1088.  
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Student Event Planning Form 
Student groups are required to use the Student Event Planning Form  (located in the 

!ÕÇÇÉÅȭÓ .ÅÓÔ ÁÎÄ ÏÎ ÔÈÅ ×ÅÂ ÁÔ www.augsburg.edu/cao) when planning any major event.  

Typically, major events include: 

1. A dance; 

2. Events open to the public (i.e. people who are not Augsburg College students, staff, 

or faculty); 

3. Events that have one or more meal functions; 

4. Events that involve a ticket or entry fee; or 

5. Events that have an estimated attendance of over 150 people. 

This form must be signed by a CAO professional staff member, an Event and Conference 

Planning professional staff member, the Director of the Department of Public Safety (DPS), 

and the Vice President of Student Affairs. 

Staff or Faculty at Major Events 
Augsburg College requires that all major events planned by student groups have a staff or 

faculty member (who is not a DPS employee) present throughout the entire event.  For 

student organizations, this person is usually the advisor of your student group.  If you are a 

student club, or if your ÓÔÕÄÅÎÔ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ advisor is not available, you must find 

another staff or faculty member who is able to attend. 
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Facilities 
Most facilities on campus can be reserved through Event and Conference Planning by fill ing 

out a request form online at www.augsburg.edu/eventservices.  For a listing of all rooms, 

capacities, locations, and what department you should reserve them from, see Facilities 

Room Information  on pages 85ɀ87. 

Campus buildings close at 11:00pm unless there is an event.  For events, the ending time 

must be listed as no later than 12:30am.  Music must end by 12:30am and all guests must 

exit the building by 12:45am.  Unless otherwise arranged, any band and/or DJ equipment 

must be out of the building and clean-up should be completed by 1:30am. 

Event Setup and A/V Equipment 
All setup and A/V requirements should be sent to Event and Conference Planning no later 

than five working days prior to your event.  These requirements can be emailed to 

events@augsburg.edu.  

Sandwich Boards  

To reserve sandwich boards for your event, you must order them from Facilities 

Management by submitting a work order through AugNet or calling 612-330-1717. 

Garbage Cans 

To reserve additional garbage cans for your event, you must order them from Facilities 

Management no later than five working days before your event by calling 612-330-1717.  

Be sure to include placement and delivery information. 

Public Safety and Parking 
With planning any major event, a representative from your student group must meet with 

the Director of Public Safety to review the details of your event and determine how many 

(if any) additional Public Safety Officers will be required for your event. 

If your event is cancelled less than 48 hours before the event, there will be a four-hour 

minimum short-ÎÏÔÉÃÅ ÃÈÁÒÇÅ ÁÓÓÅÓÓÅÄ ÔÏ ÙÏÕÒ ÓÔÕÄÅÎÔ ÇÒÏÕÐȭÓ ÂÕÄÇÅÔ ÉÆ ÙÏÕ ÈÁÖe hired 

additional security staff.  To cancel security, you must notify the Director of Public Safety. 

http://www.augsburg.edu/eventservices
mailto:events@augsburg.edu
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If guests will be coming from off-campus, you must make arrangements for parking for 

your guests by contacting the Assistant Director of Public Safety / Parking and 

Communications at 612-330-1711.  Do not advertise available parking on campus until 

you receive confirmation from DPS.  

Contracts 
If your student group is hiring any entertainers, vendors and/or service providers that 

require a contract, you must review the contract with both a CAO professional staff 

member and the Director of Purchasing.  Then, you must get it signed by the Vice President 

of Finance.  You are not allowed ɀ under any circumstances ɀ to sign contracts on 

behalf of Augsburg College . 

If your student group is working with a band or other entertainer that has a technical 

and/or hospitality rider, you must work with an Event and Conference Planning 

professional staff member to ensure that Augsburg College has the proper equipment 

and/or  needs for your entertainer.  If your student group is working with a band or other 

entertainment act that has a security rider, you must work with a member of DPS to ensure 

that the college is able to provide all requested items. 

Food and Beverages 
For the protection of students, staff, and the public attending a meeting, conference, special 

event, etc. held by a student group on Augsburg College property, food must be prepared in, 

and/or provided by !ȭÖiands, Augsburg's contracted dining services provider, or an 

approved licensed commercial food service.  Under absolutely no circumstances can 

home prepared food be served.  

What is an approved commercial source of food? 

An approved commercial source of food can be any restaurant, caterer, retail food store, 

deli, etc., that is licensed by the health authority in the community where the commercial 

business is located. 

What is a caterer? 

A caterer must have a license from the state health authority allowing the business to 

prepare food, and have approved equipment for transportation, set-up, and serving of food 
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at any location.  A caterer also returns all food service equipment and potentially 

hazardous leftovers to its licensed facility. 

What is carryout food?  

Carryout foods can be obtained from any licensed food facility where the food is packaged 

or pre-packaged for the consumer. 

Examples of pre-packaged carryout food obtained from a retail store include:  chips, 

donuts, pretzels, cookies, crackers, canned or bottled soda/juice/water, etc.  These are 

foods that do not require hot or cold holding.  Examples of carryout fast food are: pizza, 

burgers, box lunches, etc.  These are foods that can be potentially hazardous but are 

generally eaten directly after receiving and leftovers are discarded. 

Is special equipment ever needed? 

Potentially hazardous foods served at banquets, formal meals or potlucks require serving 

utensils and food service equipment that maintains hot foods at or above 140ȍF until 

served and cold foods at or below 41ȍF until served.   

CAO does not provide equipment; therefore, it is the responsibility of your student group 

using Augsburg space to provide the required food service equipment; this equipment 

must be provided by the licensed commercial food service providing the food.   

CAO may require proof that your student group has the required equipment before rental 

arrangements are finalized.  CAO or any Augsburg staff may terminate the serving of food 

during the event if proper equipment or serving practices are not provided. 

Are bake sales allowed? 

Yes.  Student organizations are allowed to fundraise through bake sales.  If your student 

organization plans on doing this, please fill out a Fundraising Permit  (located in the 

!ÕÇÇÉÅȭÓ .ÅÓÔ ÁÎÄ ÁÔ www.augsburg.edu/cao) and schedule a meeting with a CAO 

professional staff member to discuss specific packaging and serving guidelines.  For more 

guidelines on bake sales, please refer to the Fundraising section on pages 15ɀ16. 

Can food be prepared in a community kitchen? 

No.  All food must be prepared by Augsburg's contracted dining services provider or a 

licensed commercial food service.  

http://www.augsburg.edu/cao
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Are snack foods covered under this policy? 

Snack foods or light refreshments that are pre-packaged, such as chips, pretzels, cookies, 

canned or bottled soft drinks, and commercial donuts, and are purchased from a retail 

market can be served at meetings without CAO approval.  Pre-packaged foods that are sold 

for fundraising must have CAO approval. 

What is a potentially hazardous food?  

Potentially hazardous food includes food of an animal origin that is raw or heat-treated; a 

food of plant origin that is heat-treated or consists of raw seed sprouts; cut melons; and 

garlic and oil mixtures. 

Publicity and Marketing 
There are numerous ways in which your student group can advertise and market your 

event.   

A-Mail  

Student groups may submit announcements in the A-Mail.  Simply visit AugNet at 

augnet.augsburg.edu, loÇÉÎ ×ÉÔÈ ÙÏÕÒ 3ÔÕÄÅÎÔ )$ȟ ÁÎÄ ÃÌÉÃË ÏÎ Ȱ3ÕÂÍÉÔ !ÎÎÏÕÎÃÅÍÅÎÔ ÏÒ 

0ÏÓÔÉÎÇȱȢ   

AugNet Calendar 

Student groups can submit their events to the AugNet Calendar online.  Go to AugNet at 

augnet.augsburg.eduȟ ÌÏÇÉÎ ×ÉÔÈ ÙÏÕÒ 3ÔÕÄÅÎÔ )$ȟ ÃÌÉÃË ÏÎ Ȱ3ÕÂÍÉÔ #ÁÌÅÎÄÁÒ %ÖÅÎÔȱȟ ÁÎÄ 

simply fill in all the details about your specific event.   

Augsburg Echo 

Student groups may advertise in the Augsburg Echo, the Augsburg College official 

newspaper.  To inquire about submitting ads, email echo@augsburg.edu.  

CAO Events Calendar 

CAO keeps an Online Events Calendar on its website at www.augsburg.edu/cao.  The 

calendar includes events hosted by student groups, Ethnic Student Services, LGBTQIA 

Services, and CAO..  To submit your event, simply email cao@augsburg.edu, subject line 

Ȱ%ÖÅÎÔÓ #ÁÌÅÎÄÁÒȱȟ with the following information:  

1. Name of Event, Date, Time, and Location 
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2. Student Group hosting the event 

3. Email and phone number of the main contact 

You must include all the above points in your email in order for your event information to 

be placed on the calendar.  You must submit this information at least 2 weeks before 

the start of your event.  

Chalking  

Chalking on campus sidewalks is allowed provided that proper notice is given to Event and 

#ÏÎÆÅÒÅÎÃÅ 0ÌÁÎÎÉÎÇȢ  9ÏÕÒ ÓÔÕÄÅÎÔ ÇÒÏÕÐȭÓ ÎÁÍÅ ÍÕÓt be clearly written next to each 

chalked message in order to identify your writings.  Plans need to be made with Event and 

Conference Planning and/or Facilities to remove the chalking once your event is 

completed. 

Floor Signs 

If your student group is interested in advertising via floor signs, please contact Event and 

Conference Planning.  You may not post any floor signs anywhere on campus without 

consulting  and receiving permission from  Event and Conference Planning.  

Flyers and Posters  

Student groups may use college space to publicize events and meetings.  Out of 

consideration for the right of free expression, the rights of viewers, civility, tolerance and 

respect the following guidelines are to be followed when posting flyers and notices:  

1. All postings must be approved and dated.  Posters and flyers can be approved at the 

Christensen Center Information Desk, Monday ɀ Friday, 8:00am ɀ 6:00pm and 

Saturdays, 8:00am ɀ 12:00pm. A maximum of 2 0 will be stamped and approved 

for posting on campus.   

a. All posters and flyers in the Residence Halls must be approved by Residence Life 

staff. Contact Residence Life at reslife@augsburg.edu or 612-330-1488. 

2. Posting is allowed only on designated posting strips, bulletin boards and kiosks 

(where provided). Posting is not permitted on any other surface or space, such 

as glass, doors, or painted walls.   

mailto:reslife@augsburg.edu
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3. Notices from the Registrar, Facilities Management, and DPS may be posted in all 

areas.   Event and Conference Planning may use signs or other materials to fill 

special requests or for campus events.  

4. Posters and flyers must be put up using push pins, tacks or staples; no duct tape, 

permanent adhesives, or tape. Student groups will be charged for damages to walls 

and surfaces.    

5. Posters and flyers are allowed 10 days of display time.   Individuals and 

organizations are responsible for removal of their materials. 

6. No direct or indirect promotion of alcohol or drugs, obscene material or material 

that would violate applicable law or Augsburg College policy. 

7. No flyers on cars in Augsburg College parking lots.  (City of Minneapolis, Ordinance 

403.10) 

8. Community events and notices (including buy/sell and help wanted) can be posted 

on the bulletin board in the Christensen Center main floor near the restrooms. 

9. Not adhering to the above guidelines will result in removal of postings and future 

denial of posting privileges. 

10. Augsburg College reserves the right to deny any requests for posting. 

LCD Flat Screens 

Student groups may submit items to be display on the LCD flat screens located in 

Christensen Center and Urness-Mortensen Lobby.  To submit an event or meeting for the 

flat screens, visit www.augsburg.edu/marketing/display_form.html  and fill out the form in 

its entirety  at least 2 weeks prior to your event.  Any artwork and additional notes should 

be emailed to Marketing and Communication at marcomm@augsburg.edu.   

Marketing and Communication will do its best to make the screen image similar to any 

artwork or posters your student group already has around campus.  Your information will 

usually appear on the screens for a maximum of 2 weeks.   

Media / Publicity  

If your student group need assistance contacting media, please contact Marketing & 

Communication at 612-330-1476.   
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Painting the Skyway between Christensen Center and Urness -Mortensen Lobby  

Student groups may reserve the Skyway between Christensen Center and Urness-

Mortensen Lobby on a first-come, first-served basis.  To reserve this space, fill out a 

Christensen, Urness-Mortensen Skyway Painting Reservation Form (located in the 

!ÕÇÇÉÅȭÓ Nest and on the web at www.augsburg.edu/cao) and turn it into a CAO staff 

member at least 1 week in advance. The Skyway may only be reserved for up to 2 weeks.   

Your student group may only use tempera paints or markers specifically made to write on 

glass.  You are responsible for cleaning up the painted windows at the end of your 

reservation. Additionally, arrangements must be made with CAO in advance of this clean 

up.   If the Skyway has not been cleaned within 24 hours of the end of the reservation, a $75 

charge will be assessed to your student group. 

Poster Design 

Student organizations have access to free poster design by CAO.   Poster requests must be 

made at least one week prior to the due date.  To submit a poster design requst, fill out a 

Poster Design Request Form (ÌÏÃÁÔÅÄ ÉÎ ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÁÎÄ ÏÎ ÔÈÅ ×ÅÂ ÁÔ 

www.augsburg.edu/cao) and turn it into a CAO staff member.  A  proof will be sent to your 

student organization via email within 2-3 days of submitting your request.  Student 

organizations are responsible for printing and distributing the posters. 

Event Clean-Up / Damages 
After the conclusion of any event or program, it is the responsibility of the hosting student 

to ensure the following: 

1. All equipment, decorations, and materials from your program must be removed. 

2. All signage, including advertising around campus (flyers, posters, chalking, etc.), 

must be removed. 

3. All excessive messes (spills, broken glass, spilled food, etc.) must be cleaned up.  You 

may contact Custodial Services to request extra clean-up by calling 612-330-1717. 

!ÎÙ ÄÁÍÁÇÅÓ ÔÈÁÔ ÏÃÃÕÒ ÁÓ Á ÒÅÓÕÌÔ ÏÆ ÙÏÕÒ ÓÔÕÄÅÎÔ ÇÒÏÕÐȭÓ ÅÖÅÎÔ ÏÒ ÐÒÏÇÒÁÍ ÁÒÅ ÔÈÅ 

responsibility of your student group, and any appropriate fees or fines will be billed to your 

ÓÔÕÄÅÎÔ ÇÒÏÕÐȭÓ ÆÉÎÁÎÃÉÁÌ ÁÃÃÏÕÎÔȢ 

DPS has the right to terminate any event if they feel it is in the best interest of public safety. 



Useful Tips 

Assertiveness 
    

 

Assertiveness adapted from Cougar Clues, University of Minnesota at Morris; and Thunder 

Bolts, North Dakota State University.  
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!ǎǎŜǊǘƛǾŜƴŜǎǎ ƛǎΧ  

¶ A personal technique developed 

with practice  

¶ Tactfully being your real self  

¶ Open and honest statements  

¶ Describing specific behaviors  

¶ Not backing down  

¶ Not name-calling  

¶ Security through honesty  

¶ Standing up for yourself  

¶ Being able to label your feelings  

¶ Showing sensitivity to others  

¶ Breaking down defenses  

¶ Acknowledging your weaknesses but 

relying on your strengths  

¶ Dealing with conflict  

¶ A two-way communication process  

¶ Following through on a decision to deal 

with a person or situation  

¶ Not aggressive or threatening  

¶ Both verbal and non-verbal  

Non-Assertive Behavior is failing to stand up for oneȭÓ ÒÉÇÈÔÓȟ ÅÉÔÈÅÒ ÂÙ ÆÁÉÌÉÎÇ ÔÏ ÅØÐÒÅÓÓ 

ÆÅÅÌÉÎÇÓ ÏÒ ÐÒÅÆÅÒÅÎÃÅÓ ÏÒ ÂÙ ÁÌÌÏ×ÉÎÇ ÁÎÏÔÈÅÒ ÐÅÒÓÏÎ ÔÏ ÉÎÆÒÉÎÇÅ ÕÐÏÎ ÏÎÅȭÓ ÒÉÇÈÔÓȢ  

Assertive Behavior is sÔÁÎÄÉÎÇ ÕÐ ÆÏÒ ÏÎÅȭÓ ÒÉÇÈÔÓ ÂÙ ÅØÐÒÅÓÓÉÎÇ ÏÎÅȭÓ ÔÈÏÕÇÈÔÓ ÁÎÄ 

feelings in a direct, honest and appropriate fashion without denying the rights of others. 

Aggressive Behavior is sÔÁÎÄÉÎÇ ÕÐ ÆÏÒ ÏÎÅȭÓ ÒÉÇÈÔÓ ÉÎ ÓÕÃÈ Á ×ÁÙ ÔÈÁÔ ÖÉÏÌÁÔÅÓ ÔÈÅ ÒÉÇÈÔÓ ÏÆ 

others or demeans the other person. 

Levels of Assertion  

Simple Simple, uncomplicated statement of what you want. 

Ȱ)ȭÄ ÒÁÔÈÅÒ ÇÏ ÏÕÔ ÔÏ ÅÁÔ ÔÈÁÎ ÃÏÏË ÔÏÎÉÇÈÔȢȱ 

Empathic  )ÎÃÌÕÄÅÓ Á ÓÔÁÔÅÍÅÎÔ ÁÂÏÕÔ ÔÈÅ ÏÔÈÅÒȭÓ ÓÉÔÕÁÔÉÏÎȢ  

Ȱ) ËÎÏ× ÙÏÕȭÒÅ ÂÕÓÙȟ ÂÕÔ ) ÎÅÅÄ ÔÏ ÔÁÌË ×ÉÔÈ ÙÏÕȢȱ 

Confron tational  0ÏÉÎÔÓ ÏÕÔ ÄÉÓÃÒÅÐÁÎÃÉÅÓ ÉÎ ÔÈÅ ÏÔÈÅÒȭÓ ÂÅÈÁÖÉÏÒȢ 

ȰWe agreed to study, but you went ÔÏ ÐÌÁÙ ÂÁÓËÅÔÂÁÌÌȢȱ 

Soft Expresses positive sentiment without embarrassment. 

Ȱ) ÒÅÁÌÌÙ ÁÐÐÒÅÃÉÁÔÅ ×ÈÁÔ ÙÏÕȭÒÅ ÄÏÉÎÇȢȱ 



Useful Tips 

Assertiveness 
    

 

Assertiveness adapted from Cougar Clues, University of Minnesota at Morris; and Thunder 

Bolts, North Dakota State University.  
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Anger #ÏÎÓÔÒÕÃÔÉÖÅ ÅØÐÒÅÓÓÉÏÎ ÏÆ ÁÎÇÅÒ ÁÇÁÉÎÓÔ Á ÐÅÒÓÏÎȭÓ ÁÃÔÉÏÎÓȢ 

Ȱ) ÇÅÔ ÁÎÇÒÙ ×ÈÅÎ ÙÏÕ ÂÏÒÒÏ× ÍÙ ÃÌÏÔÈÅÓ ×ÉÔÈÏÕÔ ÁÓËÉÎÇ ÂÅÃÁÕÓÅ ÔÈÅÎ I 

ÃÁÎȭÔ ×ÅÁÒ ÔÈÅÍ ×ÈÅÎ ) ×ÁÎÔ ÔÏȢ ) ×ÏÕÌÄ ÒÁÔÈÅÒ ÙÏÕ ÁÓË.ȱ  

A Bill of Assertive Rights  

1. You have the right to judge your own behavior, thoughts and emotions, and to take 

the responsibility for their initiation and consequences upon yourself.  

2. You have the right to offer no reasons or excuses for justifying your behavior.  

3. You have the right to judge if you are responsible for ÓÏÌÖÉÎÇ ÏÔÈÅÒÓȭ problems.  

4. You have the right to change your mind.  

5. You have the right to make mistakes ɂ and be responsible for them.  

6. 9ÏÕ ÈÁÖÅ ÔÈÅ ÒÉÇÈÔ ÔÏ ÓÁÙȟ Ȱ) ÄÏÎȭÔ ËÎÏ×Ȣȱ  

7. You have the right to be independent ÏÔÈÅÒÓȭ ÇÏÏÄ×ÉÌÌ before coping with them.  

8. You have the right to be illogical in making decisions.  

9. 9ÏÕ ÈÁÖÅ ÔÈÅ ÒÉÇÈÔ ÔÏ ÓÁÙȟ Ȱ) ÄÏÎȭÔ ÕÎÄÅÒÓÔÁÎÄȢȱ  

10. You have the right tÏ ÓÁÙȟ Ȱ) ÄÏÎȭÔ ÃÁÒÅȢ 

 Assertiveness Is a Skill That Is Developed With Practice  

¶ Demonstrate assertive body language, including eye contact, erect body posture, 

and clear and audible speech. Use gestures and facial expressions for emphasis.  

¶ Use descriptive, not labeling words to point out ÔÈÅ ÂÅÈÁÖÉÏÒ ÏÆ ÏÔÈÅÒÓȢ Ȱ9ÏÕȭÖe been 

ÂÏÒÒÏ×ÉÎÇ ÍÙ ÃÌÏÔÈÅÓ ×ÉÔÈÏÕÔ ÍÙ ÐÅÒÍÉÓÓÉÏÎȟȱ ÒÁÔÈÅÒ ÔÈÁÎ Ȱ9ÏÕ ÃÌÏÔÈÅÓ ÓÔÅÁÌÅÒȢȱ  

¶ %ØÐÒÅÓÓ ÙÏÕÒ ÆÅÅÌÉÎÇÓ ÁÎÄ ÅØÐÅÒÉÅÎÃÅÓ ÃÁÕÓÅÄ ÂÙ ÔÈÅ ÂÅÈÁÖÉÏÒȢ Ȱ) ÆÅÅÌ ÁÎÇÒÙ ×ÈÅÎ 

you wear my clothes wiÔÈÏÕÔ ÁÓËÉÎÇ ÍÅ ÂÅÃÁÕÓÅ ) ÃÁÎȭÔ ×ÅÁÒ ÔÈÅm ×ÈÅÎ ) ×ÁÎÔ ÔÏȢȱ  

¶ Give an ÁÌÔÅÒÎÁÔÉÖÅ ÂÅÈÁÖÉÏÒȢ Ȱ)ȭÄ ÌÉËÅ ÆÏÒ ÙÏÕ ÔÏ ÁÓË ÂÅÆÏÒÅ ÙÏÕ ÂÏÒÒÏ× ÍÙ ÃÌÏÔÈÅÓȢȱ  

¶ %ÁÃÈ ÓÉÔÕÁÔÉÏÎ ÉÓ ÕÎÉÑÕÅȢ !ÓË ÙÏÕÒÓÅÌÆȟ Ȱ7ÈÁÔ ×ÏÕÌÄ ) ÌÉËÅ ÔÏ ÈÁÐÐÅÎȩ (Ï× ÐÏÓÓÉÂÌÅ 

is this goal? What rights does the other person have in this situation? What 

obstacles are there to the person making the behavior change? Am I comfortable 

×ÉÔÈ ÍÙ ÒÉÇÈÔÓ ÔÏ ÄÅÁÌ ×ÉÔÈ ÔÈÉÓ ÓÉÔÕÁÔÉÏÎ ÁÓÓÅÒÔÉÖÅÌÙȩȱ 



Useful Tips 

Brainstorming  
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Brainstorming encourages divergent thinking and the production of many different ideas in 

a short period of time.  The goal is to generate as many ideas as possible with input from all 

ÇÒÏÕÐ ÍÅÍÂÅÒÓȢ  4Ï ÍÁËÅ ÂÒÁÉÎÓÔÏÒÍÉÎÇ ×ÏÒËȟ ÄÏÎȭÔ ÓÐÅÎÄ ÔÉÍÅ ÅÖÁÌÕÁÔÉÎÇ ÏÒ ÊÕÄÇÉÎÇ 

ideas, just generate as many ideas as possible; allow the ideas to develop freely on a 

particular issue.  Brainstorming is a time for free association of ideas and for opening new 

avenues of thought, not for assessing the practicality of a few suggestions. 

.ǊŀƛƴǎǘƻǊƳƛƴƎ /ŀƴ IŜƭǇ ! DǊƻǳǇ .ȅΧ 

1. Increasing member involvement and participation. 

2. Getting the most ideas in a short period of time. 

3. Making the session more fun, interesting, and stimulating. 

4. Reducing the need to look for the "right" idea in order to impress authority figures 

in the group. 

5. Reducing the competition, one-upmanship, or the formation of cliques during the 

problem solving process. 

Why Brainstorming Works 

1. Brainstorming will be more productive if ideas are not  evaluated or discussed at 

the time they are proposed.  This is important because education and experience 

have trained most of us to think judicially rather than creatively.  By deferring 

judgment of the ideas, there can be more alternatives from which to choose. 

2. Group production of ideas  can be more productive than separate, individual 

production of ideas.  Experiments in group thinking have demonstrated that the 

average participant in this kind of creative collaboration can think of twice as many 

possible solutions as when working alone. 

The more ideas generated the better .  In most types of problem-solving, it is far more 

likely to choose the right path toward the solution if 10 ideas are suggested as possible 

alternatives instead of only two or three. 



Useful Tips 

Brainstorming  
     

 

Brainstorming adapted from Cougar Clues, University of Minnesota at Morris; Thunder 

Bolts, North Dakota State University; and Jackson, Kevin P., "Brainstorming," NACA 

Programmers' Handbook.  
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A Brainstorming Exercise 

Brainstorming Rules  

1. During the first phase all criticism or evaluation of an idea is ruled out.  Ideas are 

suggested and placed before the group without evaluation or critical analysis. 

2. Wild ideas are expected in the spontaneity that evolves when the group suspends 

judgment. Practical considerations are not important at this point.  The session is to 

be freewheeling.  

Phase One 

¶ Divide a large organization into small groups limiting each to no more than seven 

members.  Each group is given a newsprint pad and marker.  

¶ One person from each group is assigned to write down the brainstorming 

suggestions.  Remember, each suggestion is written down and no evaluation or 

discussion is taken at that time. 

Phase Two 

¶ Evaluate the suggestions and as a small group, rank them. 

¶ The groups then join together, and one person from each small group presents the 

suggestions to the large group.  

¶ After hearing the small group's suggestions, the large group ranks them as a whole.   

¶ Discuss the alternatives, and make a decision. 



Useful Tips 

Closure and Saying Goodbye  
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The year passes so quickly, and all of a sudden it's time to say goodbye to the friends you've 

made in your organization.  It is often easy to forget about "closing out" the year with your 

organization.  Why say goodbye?  Just as viewing a good ending to a movie can greatly 

enhance our feelings about the movie as a whole, so can appropriately saying goodbye 

heighten our positive feelings about the phases of our lives coming to an end.   

When we take the time to say goodbye, to reflect on and prepare for upcoming transitions 

in our lives, we often gain a sense of closure or finality and feel better prepared to continue 

on in life.  Here are some ideas to help make saying goodbye a little easier, or at least a little 

more memorable. 

CƛǾŜ 5Ωǎ ŦƻǊ {ǳŎŎŜǎǎŦǳƭƭȅ 5ŜŀƭƛƴƎ ǿƛǘƘ 5ŜǇŀǊǘǳǊŜ 

¶ Determine ways to make your transitioning a gradual process. 

¶ Discover the significance that different activities have had in your life. 

¶ Describe the significance to others. 

¶ Delight in what you have gained and in what lies ahead of you. 

¶ Define areas of continuity in your life. 

Ways to Say Goodbye 

¶ Have a picnic or potluck dinner. 

¶ Create a photo album, scrapbook, or collage of pictures of everyone. 

¶ Create an individual collage for each member ɀ have everyone cut out a picture that 

reminds them of each member and put them together to make a great memory. 

¶ Create an address book with everyone's summer address and photocopy for all. 

¶ Have an awards banquet. 

¶ Solicit nominations and present funny awards. 

¶ Write farewell notes/cards to each other. 

¶ Give a memento to members ɀ button, shirt, mug, etc. 

¶ Have a T-shirt signing party. 

¶ Have a graduation party for departing members. 

¶ Have a good-bye theme movie night. 

¶ Have a slide show or video of activities from the year. 

¶ Evaluate the year and set goals for next year. 



Useful Tips 

Closure and Saying Goodbye  
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¶ Plan a reunion over break or when school resumes. 

¶ Share three things you will miss about each person in the group. 

¶ Create certificates for all members (successfully completing a spectacular year). 

¶ Gather all of the "quotable quotes" funny things that were said during meetings or 

programs and put it in a book. 

¶ Create individual autograph or message books for everyone to sign. 

¶ Have a joint retreat with the new officers to share evaluations of the year, answer 

their questions and give advice. 

¶ -ÁËÅ ȰÃÒÅÄÉÔ ÃÁÒÄÓȱ ÆÏÒ ÅÁÃÈ ÍÅÍÂÅÒ ɉÃÁÒÄÓ ÔÈÁÔ ÌÉÓÔ ÔÈÅ ÇÏÏÄ ÑÕÁÌÉÔÉÅÓ ÏÒ skills each 

person has.  "I give you credit for being a great organizer, for being the peacemaker 

during meetings, etc.") 

¶ Share one thing you learned from being a member of the group. 

¶ Share your favorite memory of the year. 

¶ Assemble the group to create a file of what happened over the year. 

¶ Create a graffiti board with everyone in the group writing or drawing something 

that represents their experience of the past year. 

It's important to finish that last chapter in your group's book by finding some way to say 

goodbye.  Keep in mind that not everyone in your group will like sentimental goodbyes, so 

take their feelings into consideration before planning any activities. 



Useful Tips 

Collaboration  
     

 

Collaboration adapted from Cougar Clues, University of Minnesota at Morris, and Chrislip 

ÁÎÄ ,ÁÒÓÏÎȭÓ #ÏÌÌÁÂÏÒÁÔÉÖÅ ,ÅÁÄÅÒÓÈÉÐȢ 
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The concept of collaboration, as we use it, goes beyond communication, cooperation and 

coordination. It is a mutually beneficial relationship between two or more parties who 

work toward a common goal by sharing responsibility, authority and accountability for 

achieving results.  This is the collaborative premise: If you bring the appropriate people 

together in constructive ways with good information, they will create authentic visions and 

strategies for addressing the shared concerns of the organization or community. 

Important Factors  
Collaboration is a credible, open process.  People must belie ve the following:  

¶ This time and effort will make a 

difference.  

¶ The process is not being 

manipulated behind the scenes.  

¶ All ideas will come to the surface.  

¶ People will talk things over rationally. 

¶ Something concrete will happen. 

Pursue common goals and build trust:  

¶ Explore informally.  

¶ Create ownership.  

¶ Celebrate successes. 

¶ Create impelling experiences. 

Actively lead the process:  

¶ Guard the process.  

¶ Use effective facilitation.  

¶ Practice patience.  

¶ Lead as a peer problem solver.  

 

Some keys to collaboration include:   

¶ Good timing/clear need. 

¶ Strong stakeholder groups. 

¶ Broad-based involvement. 

¶ Credible, open process. 

¶ Involvement of high-level, visible leaders. 

¶ Overcoming mistrust/skepticism. 

¶ Strong process leadership. 

¶ Celebrating interim successes. 



Useful Tips 

Committees  
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Benefits of Using Committees 

¶ Increases the number of leadership opportunities in the organization. 

¶ Divides large organizational tasks into manageable components. 

¶ Provides a training ground for future organizational leaders. 

¶ Gives all members specific areas of responsibility. 

¶ Ensures that an area will be focused on and increases the likelihood of project 

completion. 

Types of Committees 

¶ Marketing and 

advertising 

¶ Public relations 

¶ Fundraising  

¶ Retreat planning 

¶ Recruitment and 

retention 

¶ Awards and grants 

¶ Scholarships 

¶ Judicial 

¶ Elections 

¶ Program planning 

Effective Committee Structure 
There are two main types of committees are:  

¶ Standing Committees function throughout the school year and meet regularly at 

consistently scheduled times. The marketing committee may meet regularly to plan 

ÁÎÄ ÉÍÐÌÅÍÅÎÔ ÁÎ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÍÁÒËÅÔÉÎÇ ÅÆÆÏÒÔÓȢ 

¶ Ad-hoc Committees meet when the need arises. They are temporary committees 

that are called together to work on a specific program or project. Often an ad-hoc 

committee works on revising ÁÎÄ ÕÐÄÁÔÉÎÇ ÁÎ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÃÏÎÓÔÉÔÕÔÉÏÎ ÅÖÅÒÙ 

three to five years. 

Chairpersons 
Committees work more effectively when a single committee chairperson heads them. The 

chair can be selected by the organizational leadership, elected by the general membership, 

or elected by the committee membership. The chair should be responsible for coordinating 

committee meetings. They should make sure that all committee members are aware of 

meeting times and locations. They should serve as a facilitator during committee meetings 

and should only cote in case of a tie. The committee chairperson should coordinate the 



Useful Tips 

Committees  
     

 

Committees adapted from Student Unions and Activities, University of Minnesota at Twin 

Cities. 
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delegation and follow up of member tasks. The chairperson is responsible for reporting 

committee activity to the general organization membership and leadership. 

Member Involvement 
Members should be involved in the committees that interest them most. It is best if they 

ÖÏÌÕÎÔÅÅÒ ÆÏÒ ×ÈÁÔ ÃÏÍÍÉÔÔÅÅÓ ÔÈÅÙ ×ÁÎÔ ÔÏ ÂÅ ÏÎȢ (Ï×ÅÖÅÒȟ ÔÈÅ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÌÅÁÄÅÒÓ 

should know what skills and experiences members have so that they may suggest 

appropriate committee placement.  

Meetings 
Some committees have meetings on a weekly basis, while others may meet only once a 

year. It may be more efficient for members to meet just before or after the regular 

organization meeting. Committees should feel empowered to make decisions for the 

organization, however decisions that need the support of the entire organization for 

implementation should have the support of the entire organization. Many organizations 

have committees make recommendations to the organization at large, but the entire 

organization has input on the final decision. 

Records 
Committees should keep records  of their activities and discussion. The continual need to 

reinvent the wheel has been the death of many student organizations. If the organization 

has to start from scratch each year it is difficult for the organization to grow and 

strengthen. Keep a written evaluation of each program, procedure, project, budget, etc. 

 



Useful Tips 

Conflict Resolution  
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The ability to resolve conflict is one of the most important skills a leader can possess. 

Conflicts arise in everyday situations between leaders and members over both 

organizational and personal issues. 

Styles of Conflict Management 

¶ Competing  

)ÎÄÉÖÉÄÕÁÌ ÐÕÒÓÕÅÓ ÏÎÅȭÓ ÉÎÔÅÒÅÓÔÓ ÁÔ ÁÎÏÔÈÅÒȭÓ ÅØÐÅÎÓÅȢ &ÏÒÍÓ ÉÎÃÌude standing up 

ÆÏÒ ÏÎÅȭÓ ÒÉÇÈÔÓȟ ÄÅÆÅÎÄÉÎÇ ÏÎÅȭÓ ÐÏÓÉÔÉÏÎ ÏÒ ÂÅÌÉÅÆȟ ÏÒ ÔÒÙÉÎÇ ÔÏ ×ÉÎȢ 

¶ Accommodating  

)ÎÄÉÖÉÄÕÁÌ ÎÅÇÌÅÃÔÓ ÏÎÅȭÓ Ï×Î ÉÎÔÅÒÅÓÔÓ ÔÏ ÓÁÔÉÓÆÙ ÁÎÏÔÈÅÒȢ &ÏÒÍÓ ÉÎÃÌÕÄÅ ÓÉÄÅ-

stepping an issue, postponing issue until another or better time, or withdrawing 

from situation. 

¶ Compromising  

Individual seeks to find expedient, mutually acceptable solution which somewhat 

ÓÁÔÉÓÆÉÅÓ ÂÏÔÈ ÐÁÒÔÉÅÓȭ ÎÅÅÄÓȢ &ÏÒÍÓ ÉÎÃÌÕÄÅ ÓÐÌÉÔÔÉÎÇ ÔÈÅ ÄÉÆÆÅÒÅÎÃÅȟ ÅØÃÈÁÎÇÉÎÇ 

concessions, or seeking mutual ground. 

¶ Collaboration  

Indivi dual seeks to find a solution which fully satisfies both parties. 

Steps of Collaboration 
Collaboration is the style most recommended for student organizations because it allows 

both parties to be fully satisfied, it allows for creativity in developing resolution, and it 

gives participants a sense of accomplishment that they together have resolved the issue 

without losing anything. Here are the steps for collaboration: 

1. Determine the nature of the conflict. Is it a philosophical issue (i.e. drinking at 

parties) or a difference of expectations (i.e. all members of the group should 

determine every decision that the group makes)? 

2. State the real effect the conflict has on you. If all members get to vote on everything, 

it will take a long time to make decisions and some things may not get done since 

they may only meet once a month. 

Listen carefully to the other person. What is the real effect on them? What do they 

see as the conflict? 



Useful Tips 

Conflict Resolution  
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3. Initiate the problem-solving process: 

a. Clarify the issue.  What is the real problem/issue at hand? 

b. $ÉÓÃÕÓÓ ÅÁÃÈ ÐÅÒÓÏÎȭÓ ×ÁÎÔÓ ÁÎÄ ÎÅÅÄÓȢ 

c. Generate a list of all possible solutions.  Be creative. 

d. Decide together on the solution most acceptable to both parties. 

e. Discuss how the solution will be implemented. 

f. Develop a process to evaluate the solution after a specified time. 

g. Discuss how discrepancies/problems with the solution will be handled. 

Two Special Issues in Conflict Resolution 

¶ Dealing with the Non -Negotiators  

Some individuals will refuse to negotiate because they want to protect their 

interests. Here are a few pointers for dealing with them: 

¶ Start to negotiate anyway. 

¶ Explain why it is in their interest to negotiate. 

¶ Talk about how resolving the issue will help them. 

¶ Make the issue important to them. 

¶ Dealing with the Non-Trusting  

Some ÉÎÄÉÖÉÄÕÁÌÓ ÓÉÍÐÌÙ ÃÁÎȭÔ ÏÒ ×ÏÎȭÔ ÔÒÕÓÔ ÙÏÕȢ "ÕÔ ÄÏ ÙÏÕÒ ÂÅÓÔȦ 4ÁËÅ ÔÈÅÓÅ ÔÉÐÓ 

into consideration: 

¶ Be trustworthy. 

¶ Find something you can both agree on (i.e. you both want the program to be 

successful). 

¶ Listen carefully to their issues/concerns. 

¶ Start smalÌȠ ÄÏÎȭÔ ÂÅ ÄÉÓÃÏÕÒÁÇÅÄ ÉÆ ÙÏÕ ÃÁÎȭÔ ÒÅÓÏÌÖÅ ÁÌÌ ÔÈÅ ÉÓÓÕÅÓ ÁÔ ÏÎÃÅȢ 

Be Proactive 
Include conflict resolution exercises in your organization retreats and workshops.  Discuss 

the issue at a meeting.  Conflict resolution is a skill that all members of the organization 

could benefit from mastering. 



Useful Tips 
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Methods of Decision Making 
Decisions can be made in any of several ways. An effective group understands the pros and 

cons of each method well enough to choose the best method for: the type of decision to be 

made, tÉÍÅ ÁÎÄ ÒÅÓÏÕÒÃÅÓ ÁÖÁÉÌÁÂÌÅȟ ÔÈÅ ÎÁÔÕÒÅ ÏÆ ÔÈÅ ÔÁÓËȟ ÔÈÅ ÇÒÏÕÐȭÓ ÉÎÔÅÒÐÅÒÓÏÎÁÌ 

climate, and the work setting. 

¶ Decision by authority without group discussion   

The president writes a description of the club for inclusion in the student handbook. 

Pros: +  Useful for simple, routine decisions. 

+  Good if very little time is available. 

+  Helpful if group members lack the skills or info to make the decision. 

Cons: -  Advantages of group interaction lost. 

-  One person is not always a good resource. 

-  No commitment to implementing the decision. 

-  Resentment and disagreement may result in deterioration of 

cooperative attitudes. 

¶ Decision by expert   

The treasurer chooses the bank in which to open a checking account.  

Pros:   +  5ÓÅÆÕÌ ×ÈÅÎ ÏÎÅȭÓ ÅØÐÅÒÔÉÓÅ ÉÓ ÓÕÃÈ Ôhat little is gained from group. 

 Cons:  -  Difficult to determine who the expert is. 

-  No commitment to implementing the decision. 

¶ Decision by averaging individual opinions  

The vice president calls members of the executive board and asks, "What's a good 

weekend to have our retreat?" 

 Pros:  +  Useful when it is difficult to get group members together   

 +  Can be used for simple, routine decisions 

 Cons:  -  Not enough interaction between members   

 -  No commitment is built to implement the decision   

 -  Unresolved conflict may damage future group effectiveness   
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¶ Decision by authority after group discussion  

Membership chairperson solicits input on potential recruitment efforts, however, one 

makes the final decision which events to hold. 

Pros: +  Uses the resources of group members more than some other methods 

 +  Gains some benefits of group discussion 

 Cons:  -  Fails to develop a commitment to implement the decision 

  -  Does not resolve conflicts among group members 

-  Members may say what they think the designated leader wants to hear 

¶ Decision by minority  

Fundraising committee send letters to alumni soliciting donations. 

 Pros:  +  Can be used when everyone cannot meet to make a decision 

 +  Helpful when only a few members have relevant resources 

+  Useful when broad member commitment is not needed to implement 

the decision 

 Cons:  -  Does not utilize the resources of many group members  

-  Does not establish wide spread commitment to implement the decision 

-  Full benefit of group interaction is not obtained 

¶ Decision by majority vote  

Organization holds an election for new officers. 

 Pros:  +  Can be used when there is insufficient time to decide by consensus 

+  Can be used when complete member commitment is not necessary for 

implementation 

 +  Closes discussion on issues that are not highly important   

 Cons:  -  Usually leaves an alienated minority 

 -  Encourages either/or thinking 

 -  Full commitment to implement the decision is absent 

¶ Decision by consensus  

Organization establishes goals for the upcoming year.  
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Decision Making  adapted from Cougar Clues, University of Minnesota at Morris; and Johnson 

and Johnson, Joining Together: Group Theory and Group Skills. 
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 Pros:  +  Builds commitment by all members to implement the decision  

 +  Produces a creative and high quality decision  

 +  Uses the resources of all members 

 +  Useful in making important and complex decisions 

Cons:  -  Takes lots of time, psychological energy and high-level member skills. 

-  Time pressure must be minimal and must be no emergency in progress 

Making Consensus Decisions 
Consensus means that everyone agrees what the decision should be, which is ideal in 

making important or serious decisions.  Unanimity, however, is often impossible to achieve.  

There are degrees of consensus, all of which bring about a higher-quality decision than 

majority vote or other methods of decision making. 

'ÕÉÄÅÌÉÎÅÓ ÉÎÃÌÕÄÅȣ 

1. Avoid arguing blindly for your own opinions.  Present your position as clearly as 

possible, but listen to other member's reactions and consider them before you press 

your point. 

2. Avoid changing your mind only to reach agreement and avoid conflict.  Support only 

solutions with which you are at least somewhat able to agree. 

3. Avoid conflict-reducing procedures such as majority voting, coin-tossing, or 

bargaining. 

4. Seek out differences of opinion. Try to involve everyone in the decision process.  

Disagreements can improve the group's decision because they present a wide range 

of information and opinions, thereby creating a better chance for the group to hit 

upon more adequate solutions. 

5. Do not assume that someone must win and someone must lose when discussion 

reaches stalemate. Instead, look for the next most acceptable alternative for all 

members.  Discuss assumptions, listen to one another, and encourage all members 

to participate. 
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Delegation is a responsibility you owe to yourself; to those you work with, and to your 

organization.  A leader cannot do everything for an organization.  There are only so many 

hours in a day and only so many tasks one person can do.  Besides, an uninvolved member 

soon becomes an apathetic, unmotivated member who most likely drops out of the group.  

A good leÁÄÅÒ ÌÅÁÒÎÓ ÔÏ ÕÓÅ ÔÈÅ ÓËÉÌÌ ÏÆ ÄÅÌÅÇÁÔÉÏÎ ÔÏ ÈÅÌÐ ÏÎÅȭÓ ÏÒÇÁÎÉÚÁÔÉÏÎ ÔÏ ÉÔÓ ÆÕÌÌÅÓÔ 

potential by involving members in ways that challenge and stimulate them. 

Benefits of Delegation 

&ÏÒ ÌÅÁÄÅÒÓȣ 

¶ Allows time for planning and 

organizing. 

¶ Allows time for non-organizational 

pursuits. 

¶ Provides insights for how to work 

with and develop others. 

¶ Builds trust. 

¶ Enables leader to work smart and 

not hard. 

¶ Encourages open communication. 

¶ Motivates members to get involved. 

¶ Builds self-esteem in the leader and in 

members. 

¶ Encourages creative problem solving. 

¶ Stimulates initiative. 

¶ Trains future leaders. 

¶ Builds morale. 

¶ Facilitates communication. 

¶ Stimulates creativity. 

¶ Allows all members to contribute 

significantly. 

&ÏÒ ÔÈÅ ÏÒÇÁÎÉÚÁÔÉÏÎȣ 

¶ Builds team enthusiasm. 

¶ Opens new avenues of creativity. 

¶ Helps increase productivity. 

¶ Improves overall efficiency and 

effectiveness. 

¶ Lets members feel like they are active 

participants and not grunt-workers. 

Four Leadership Attributes Needed for Delegation 

1. A leader must be receptive to other people's ideas. 

2. A leader must accept mistakes as part of the learning process. 

3. ! ÌÅÁÄÅÒ ÍÕÓÔ ÆÏÒÅÇÏ ÔÈÅ ÌÕØÕÒÙ ÏÆ ÌÏÓÉÎÇ ÏÎÅȭÓ ÔÅÍÐÅÒȢ 

4. A leader must exercise self-restraint. 
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Leaders Will Not Delegate BecauseΧ 

¶ "I can do it better and faster myself."   

¶ They do not know which tasks to 

delegate. 

¶ They are afraid people won't like 

them if they ask for help. 

¶ They lack confidence in the 

member's ability. 

¶ They fear a loss of control. 

¶ They are unwilling to let members make 

decisions and be held accountable for 

those decisions. 

¶ They enjoy doing the tasks themselves. 

aŜƳōŜǊǎ ²ƛƭƭ bƻǘ !ŎŎŜǇǘ 5ŜƭŜƎŀǘƛƻƴ .ŜŎŀǳǎŜΧ 

¶ )ÔȭÓ ÅÁÓÉÅÒ ÔÏ ÁÓË ÔÈÅ ÌÅÁÄÅÒ ÔÈÁÎ ÔÏ 

make a decision themselves. 

¶ They do not feel empowered to use 

their authority.  

¶ They lack the resources and 

necessary information to do the job. 

¶ They lack self-confidence. 

¶ They feel the incentives are inadequate 

to motivate them. 

¶ They fear criticism for mistakes. 

 

5ŜƭŜƎŀǘƛƻƴ /ŀƴ Cŀƛƭ ²ƘŜƴΧ 

¶ The process is incomplete . 

Responsibility for the results has been distributed without granting sufficient 

authority to complete the task or making that member accountable. 

¶ Incomplete or ineffective communication . 

The leader thinks that one has delegated a task, but the member is unaware that 

responsibility has been delegated to them. 

Five Steps in the Process of Successful Delegation 

1. Policy guidelines must be clearly stated. 

2. Jobs must be defined. 

3. -ÅÍÂÅÒÓ ÓÅÔ ÁÎÄ ÁÇÒÅÅ ÏÎ ÔÈÅ ÇÏÁÌÓȢ ͼ0ÅÏÐÌÅ ÓÕÐÐÏÒÔ ×ÈÁÔ ÔÈÅÙ ÈÅÌÐ ÔÏ ÃÒÅÁÔÅȢȱ 

4. Establish two-way communication between the leader and the member. 

5. Create feedback systems through effective meetings. 
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Delegation  adapted from Cougar Clues, University of Minnesota at Morris; and Thunder 

Bolts, North Dakota State University.  
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Five Ways to Delegate 

1. Appoint someone. 

2. Assign it to a committee. 

3. Ask for volunteers. 

4. Break up the job into parts and spread the work to a few people. 

5. &ÉÎÄ ÏÕÔ ÍÅÍÂÅÒÓȭ ÉÎÔÅÒÅÓÔÓȾÓËÉÌÌÓȾÔÉÍÅ ÃÏÍÍÉÔÍÅÎÔȟ ÔÈen find a task to suit them. 
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Ȱ$ÉÆÆÉÃÕÌÔ ÐÅÏÐÌÅȱ ÁÒÅ ÆÏÕÎÄ ÉÎ ÅÖÅÒÙ ÏÒÇÁÎÉÚÁÔÉÏÎȢ  )ÔȭÓ ÉÍÐÏÒÔÁÎÔ ÔÈÁÔ ÔÈÅ ÌÅÁÄÅÒ ÌÅÁÒÎÓ ÔÏ 

deal effectively with these individuals and ensure that their behaviors and attitudes do not 

adversely affect the group. 

The Seven CΩǎ ƻŦ 5ŜŀƭƛƴƎ ǿƛǘƘ 5ƛŦŦƛŎǳƭǘ .ŜƘŀǾƛƻǊ 

¶ Compliment :  Difficult people need praise, too. 

¶ Concern:  Genuine caring for the welfare of another will help build a strong 

relationship. 

¶ Congratulations :  Helping people who see themselves as losers to feel like winners 

can eliminate some problems. 

¶ Choice:  Given a choice, a person may feel important and respond in a positive way. 

¶ Challenge:  Boredom can cause people to act out and create problems. 

¶ Confidence:  Expressing confidence in someone is often all one needs to have 

confidence. 

¶ Compromise :  Attempting to give in some may soften a hard person. 

Be Proactive 

¶ Difficult members are much more of a problem when an organization is not a strong 

team.  Be sure to include team-ÂÕÉÌÄÉÎÇ ÁÃÔÉÖÉÔÉÅÓ ÉÎ ÙÏÕÒ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÒÅtreats and 

workshops.  Many team-building exercises are available from the Student Activities 

Office.  Always remember People Support What They Help to Create!  Involve 

members in all aspects of the organization and they will tend to be more supportive. 

¶ Do some activities that help identify what motivates different people, and assign 

tasks accordingly. 

¶ Find out what people expect from the organization and what they hope to gain 

through involvement.  IT could be that their vision for the organization differs from 

yours.  Having the whole group write a mission statement could be helpful to clarify 

to everyone what is the purpose of the group. 
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Goals 
Goals are our plans for the future ɀ they provide focus and direction, they outline where 

you want to go and what you wish to accomplish within the year. Goals should be brief and 

attainable. Goals should be evaluated and changed on a periodic basis. 

Objectives 
Objectives describe what needs to be done to achieve your goals. They are clear, specific 

statements of measurable tasks that will be accomplished as steps toward reaching your 

goals. Objectives are short term and have deadlines. You should have several objectives for 

each of your goals. 

Why Set Goals? 

¶ To give direction and provide a course of action for your group. 

¶ To define your group. 

¶ To clarify and communicate what your group is striving for. 

¶ To provide a vehicle for measuring success and accomplishments for the year. 

¶ To motivate members. 

¶ To save time by allowing your group to plan and prepare for the future. 

Steps for Setting Goals 

¶ Brainstorm goals as a group (evaluate past group successes and failures and address 

new things the group wishes to accomplish). 

¶ Prioritize your goals for the year. 

¶ Breakdown each goal into the steps necessary to reach it. 

¶ Create an action plan and begin working on the goals (see below). 

¶ Continually evaluate your progress. 

¶ Be flexible; allow your goals to change to meet new circumstances. 

Create an Action Plan for Each Goal 

¶ Determine what is to be done and how it will be accomplished. 

¶ Set timelines. 

¶ Determine what resources are available ɀ money, materials, people. 
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Goal Setting adapted from a University of Michigan Student Development Center handout, C. 

Carlson-Jones. 
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¶ Determine who will carry it through and when it will be accomplished. 

¶ Determine what results are expected and how will they be measured. 

Make Your Goals Visible 

¶ Post them in the office. 

¶ Give a copy to each member of your group. 

¶ Discuss them at a meeting. 

¶ Put them in newsletters, minutes from your meetings and materials you send out. 

¢ƘŜ !./Ωǎ ƻŦ Dƻŀƭ {ŜǘǘƛƴƎ 
When attempting to define goals you want to achieve in life, keep in mind the following: 

¶ Achievable  Can the goal be reached in the time you set? 

   Do you need some short-term, intermediate goals? 

¶ Believable  Can you reach the goal, considering such items as required 

preparation, help required of others, or general motivation? 

¶ Concrete Is your goal stated so that you can measure it? 

 Will you know when you have reached your goal? 

¶ Desirable  Is it something you want to do, rather than something you believe you 

should do? 

¶ Explicit  Is it stated as a single goal, rather than as a choice of one goal or 

another?
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Writing grant proposals requires forethought, research, and a commitment of time.  The 

following points will assist you in producing a competitive proposal and be successful.  Put 

yourself in the position of the person who will be reading / listening to your proposal.  Ask 

yourself the following questions under each section: 

Starting the Application 

¶ Does the proposal address the specific requirements and answer the questions of 

the funding organization? 

¶ Does the proposal effectively convey the information you want the recipient to 

know about your event? 

¶ Have I discussed and explained each of the goals stated in the proposal? 

¶ Have I shown the grantor that the goals of our event are goals they endorse? 

Budget 

¶ Does the budget page, which will be scrutinized by the prospective grantor, 

accurately reflect the monetary needs for the program? 

¶ Is all information related to requested or committed funds accurate? 

¶ Does the budget balance? 

¶ It sometimes helps to include proof of the cost of the programs when submitting a 

budget.  The proof might take the form of brochures from an activity, a price list, or 

other material from products or services you are purchasing. 

Big Picture Thinking 

¶ Is the overall picture we are presenting of our student organization one that 

inspires confidence in our goals and in the competency and efficiency of the group 

submitting the proposal? 

¶ Is the proposal as concise as possible, while still being complete? 

Finishing Thoughts 

¶ If important information needs to be reiterated, have I done so in a manner that 

emphasizes rather than repeats? 
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¶ Is there anything in the proposal that would be better left unsaid? 

¶ Do your final proofing and editing on a full printout of your material, not just on a 

computer screen.  To check for accuracy and avoid repetition, you need to be able to 

shuffle back and forth between pages. 

¶ Take the time to read the competed application before sending it out.
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Why do icebreakers? Because new groups, or new people in groups, require an 

introducti on to each other in order for members to gain a level of comfort, get to know each 

other, and build trust. Icebreakers are structured activities that are fun and interactive.  

Here are some things to keep in mind: 

¶ Be sure to clearly spell out how the icebreaker will proceed and that everyone 

understands what is expected of them.  

¶ Identify pre-ÅØÉÓÔÉÎÇ ÃÏÎÄÉÔÉÏÎÓ ÔÈÁÔ ÍÉÇÈÔ ÁÆÆÅÃÔ ÐÅÏÐÌÅȭÓ ÁÂÉÌÉÔÙ ÔÏ ÐÁÒÔÉÃÉÐÁÔÅ ɉÉȢÅȢ 

physical disabilities, uncomfortable with touch, etc.). Provide alternatives if 

possible.  

¶ Stress that icebreakers are not a competition, but are an opportunity for everyone to 

participate. They should bring people together, not drive them apart.  

Ball Toss 
Have the group stand in a circle. Using a soft, small ball, the leader introduces themselves to 

the group, then hands the ball to the next person, who introduces themselves to the group, 

etc., around the circle until the ball returns to the leader. The leader than repeats their 

ÎÁÍÅ ÁÎÄ ÔÈÒÏ×Ó ÔÈÅ ÂÁÌÌ ÔÏ Á ÐÅÒÓÏÎ ÁÃÒÏÓÓ ÔÈÅ ÃÉÒÃÌÅȟ ÓÁÙÉÎÇȟ Ȱ4ÈÉÓ ÉÓ ÆÏÒ ͺͺͺͺͺͺͺͺȟȱ ÁÎÄ 

ÓÁÙÉÎÇ ÔÈÅ ÎÁÍÅ ÏÆ ÔÈÅ ÐÅÒÓÏÎ ×ÈÏ ÉÓ ÔÏ ÃÁÔÃÈ ÔÈÅ ÂÁÌÌȢ 4ÈÁÔ ÐÅÒÓÏÎ ÓÁÙÓ Ȱ4ÈÁÎË ÙÏÕȟ 

ͺͺͺͺͺͺͺͺȟȱ ÓÔÁÔÉÎÇ ÔÈÅ ÎÁÍÅ ÏÆ ÔÈÅ ÐÅÏÐÌÅ ×ÈÏ ÔÈÒÅ× ÔÈÅ ÂÁÌÌȢ 4ÈÅ ÐÅÒÓÏÎ ×ÈÏ ÎÏ× ÈÏÌÄÓ ÔÈÅ 

ball repeats this, throwing the ball to another person in the circle. This repeats until 

everyone gets the ball. At the end, challenge one person to name everyone in the circle. 

Spy 
The group forms a circle and closes their eyes. The leader circles the group selecting a Spy 

ÂÙ ÓÑÕÅÅÚÉÎÇ ÁÎ ÉÎÄÉÖÉÄÕÁÌȭÓ ÓÈÏÕÌÄer. The group then opens their eyes and introduces 

themselves to each other while shaking hands (and trying to spot the Spy). The Spy tries to 

eliminate all the group members without being caught in the act. The Spy strikes by 

winking (with one eye) while shaking hands. A person winked at may not be eliminated 

from the game until at least five seconds after they have left the Spy, and they must leave in 

their most dramatic fashion. Under no circumstances may the person who has been 

eliminated give the Spy away to the group. When someone thinks they have discovered the 

3ÐÙȟ ÔÈÅÙ ÁÎÎÏÕÎÃÅ Ȱ) ËÎÏ× ÔÈÅ 3ÐÙȢȱ )Î ÏÒÄÅÒ ÔÏ ÅØÐÏÓÅ ÔÈÅ 3ÐÙȟ ÁÎÏÔÈÅÒ ÐÅÒÓÏÎ ÉÎ ÔÈÅ 

group must also announce that they know the Spy within ten seconds. If not, the game 
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continues. If a second person joins the announcement, both point to who they think the Spy 

ÉÓ ÏÎ ÔÈÅ ÃÏÕÎÔ ÏÆ ÔÈÒÅÅȢ )Æ ÔÈÅÙ ÄÏÎȭÔ ÐÏÉÎÔ ÔÏ ÔÈÅ ÓÁÍÅ ÐÅÒÓÏÎ ÏÆ ÉÆ ÔÈÅÙ ÂÏÔÈ ÐÏÉÎÔ ÁÔ ÔÈÅ 

wrong person, they are automatically eliminated from the game.  If they both select the 

correct person, the Spy is eliminated. 

Secrets 
4ÈÅ ÏÂÊÅÃÔ ÏÆ ÔÈÉÓ ÅØÅÒÃÉÓÅ ÉÓ ÆÏÒ ÅÁÃÈ ÐÅÒÓÏÎ ÔÏ ÆÉÎÄ ÏÕÔ ÏÎÅ ȰÓÅÃÒÅÔȱ ÁÂÏÕÔ ÅÖÅÒÙ ÏÔÈÅÒ 

person in the group. Be sure everyone has a piece of paper and something to write with. 

The leader instructs the members to talk with every other person, collecting one piece of 

information about that person that no one else in the room knows. Once everyone has a 

secret from each member, sit down in a circle. The leader then picks one person, and has 

everyone share what they found out about that person. If there are ten people in the group, 

there should be nine different secrets shared. Repeat the process for the next person in the 

ÃÉÒÃÌÅ ÕÎÔÉÌ ÅÖÅÒÙÏÎÅ ÈÁÓ ÂÅÅÎ ÎÁÍÅÄ ÁÎÄ ÁÌÌ ÔÈÅ ÓÅÃÒÅÔÓ ÈÁÖÅ ÂÅÅÎ ÓÈÁÒÅÄȢ .ÏÔÅȡ $ÏÎȭÔ 

share information that is too personal for a large number of people to know. 

Person-To-Person Scavenger Hunt 
This activity requires some advance preparation. Make up a list of the things that might be 

unique to different members of the group, leaving a blank space in which names can be 

×ÒÉÔÔÅÎȢ 3ÁÍÐÌÅ ÉÔÅÍÓ ÍÉÇÈÔ ÂÅ Ȱ&ÉÎÄ ÓÏÍÅÏÎÅ ×ÈÏ ÓÅÅÓ ÔÈÅÍÓÅÌÖÅÓ ÁÓ Á ÆÕÎÎÙ ÂÏÎÅ ÍÏÒÅ 

ÔÈÁÎ Á ÂÁÃËÂÏÎÅȟȱ Ȱ&ÉÎÄ ÓÏÍÅÏÎÅ ×ÈÏ ÈÁÓ ÔÒÁÖÅÌÌÅÄ ÔÏ Á ÆÏÒÅÉÇÎ ÃÏÕÎÔÒÙȟȱ Ȱ&ÉÎÄ ÓÏÍÅÏÎÅ 

×ÈÏ ÓÐÅÁËÓ Á ÓÅÃÏÎÄ ÌÁÎÇÕÁÇÅȟȱ Ȱ&ÉÎÄ ÓÏÍÅÏÎÅ ×ÈÏ ÕÓÅÄ ÔÏ ÈÁÖÅ ÂÒÁÃÅÓȟȱ Ȱ&ÉÎÅ ÓÏÍÅÏÎÅ 

×ÈÏ ËÎÏ×Ó Á ÇÏÏÄ ÊÏËÅȟȱ Ȱ&ÉÎÄ ÓÏÍÅÏÎÅ ×ÈÏ ×ÅÁÒÓ ÃÏÎÔÁÃÔÓȟȱ ÅÔÃȢ %ÁÃÈ ÍÅÍÂÅÒ ÏÆ ÔÈÅ 

group gets a copy of the list. The object is to talk to as many different people as possible 

and complete the list with names. Each name may be used only once. Variation: May also be 

used in a bingo format; the first person to get bingo or blackout would win. 

Human Knot 
Have the group stand in a circle, facing each other. Instruct them to reach out their right 

hand and grab the hand of someone across the circle. Next have them reach out their left 

hand and grasp the hand of a different person across the circle. The object, now, is to 

untangle the resulting knot into a single circle without releasing hands.  
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Icebreakers  adapted from Cougar Clues, University of Minnesota at Morris. 
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Identification 
With the group in a circle, the leader asks each participant to look in their wallet, purse or 

backpack to find something representative of their personal or professional characteristics 

or skills (i.e. a picture, membership card, dollar bill, etc.). After several minutes, the leader 

asks each person to share their name, identify the item they have chosen, and provide a 

brief explanation why the object is symbolic.  

Solemn and Silent 
The leader explains that this exercise takes self control. Members pair up back to back. On 

the count of three, everyone must face their partner, look each other in the eyes and try to 

remain solemn and serious. No speaking! The first to smile or laugh must sit down. All who 

remain standing then take a new partner and the activity continues until only one person 

has not smiled or laughed. 
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An agenda is essentially a plan for your meeting.  Planning ahead to develop a solid agenda 

before each meeting helps you to organize the information that you need to cover, 

remember any special materials that you might need to bring, and figure out how long the 

meeting will take. Agendas allow meetings to have a logical flow. 

Before Writing an Agenda 
Make sure that you have all necessary items by: 

¶ Reviewing previous meeting minutes. 

¶ Check with persons who had assigned duties, and find out if they are ready to give 

reports on their work. 

¶ Write, copy, and circulate the agenda ahead of time via mail or email. Group 

members who know what is involved ahead of time may have more to contribute. 

Basic Format 

¶ Date, time and place of meeting. 

¶ Establish attendance. 

¶ 2ÅÖÉÅ× ÏÆ ÍÏÓÔ ÒÅÃÅÎÔ ÐÁÓÔ ÍÅÅÔÉÎÇ ÏÒ ÅÖÅÎÔÓ ɉÉȢÅȢ ȰÏÌÄ ÂÕÓÉÎÅÓÓȱɊȢ 

¶ New business, new items ɀ ask for last minute additions to the agenda at the 

beginning of the meeting. 

¶ At the end of the meeting, have time designated for reviewing major decisions and 

delegated responsibilities. 

Additional Tips 

¶ Rotate secretarial duties. 

¶ 0ÌÁÃÅ ÓÉÍÉÌÁÒ ÉÓÓÕÅÓ ÔÏÇÅÔÈÅÒ ÏÎ ÔÈÅ ÁÇÅÎÄÁ ÓÏ ÔÈÅ ÇÒÏÕÐȭÓ ÍÉÎÄÓÅÔ ÒÅÍÁÉÎÓ ÓÔÁÂÌÅȢ  

4ÈÅ ÍÅÅÔÉÎÇ ×ÉÌÌ ÔÈÅÎ ÈÁÖÅ ÂÅÔÔÅÒ ȰÆÌÏ×Ȣȱ   

¶ Allow time to debate controversial items. 

¶ 2ÅÓÐÅÃÔ ÅÖÅÒÙÏÎÅȭÓ ÒÉÇÈÔ ÔÏ ÃÏÎÔÒÉÂÕÔÅ ÔÏ ÔÈÅ ÁÇÅÎÄÁ ɀ avoid personal biases. 
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Sample Agenda 
Title of Organization or Committee  

Date, Time, and Place 

I. Call to Order    VI. Old (Unfinished) Business 

II. Record Attendance   VII. New Business 

III. Approval of Minutes   VIII. Discussion 

IV. /ÆÆÉÃÅÒÓȭ 2ÅÐÏÒÔÓ   IX. Announcements 

V. Committee Reports   X. Adjournment 

Minutes 
A well-written agenda cannot only make your meetings more efficient, but they can also 

serve as an outline for minutes , which is a set of notes describing what took place at the 

meeting.  Minutes should be taken during the meeting, typed and circulated before the next 

ÍÅÅÔÉÎÇ ÓÏ ÔÈÁÔ ÐÅÏÐÌÅ ×ÈÏ ×ÅÒÅÎȭÔ ÔÈÅÒÅ ËÎÏ× ×ÈÁÔ ÔÏ ÅØÐÅÃÔ ÁÔ ÔÈÅ ÎÅØÔ ÍÅÅÔÉÎÇȢ  

Minutes also give members who were present a chance to review what has already been 

done.  Important information to list in minutes includes: 

¶ Name of organization. 

¶ Date, time and place of meeting. 

¶ Full name of presiding officer. 

¶ Attendance list as well as who was absent. 

¶ Record of whether or not minutes from the last meeting were approved and/or 

corrected.  If corrected, list the corrections. 

¶ Record of all motions passed including names, dates, places and any other pertinent 

details.  State the names of who proposed and seconded the motions. 

¶ Record the number of affirmative and negative votes that involve counting.  If roll 

call is taken, how each member votes should be included in the motion. 

¶ Record the time of adjournment. 

¶ Name of the person taking the minutes. 
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¢ƘŜ άDw!t9έ ¢ƘŜƻǊȅ ƻŦ aƻǘƛǾŀǘƛƻƴ 

¶ Growth  Ability to increase one's skills and competencies, performing new 

or more complex tasks, participating in training programs. 

¶ Recognition  Promotion within the organization, praise for achievements, 

feedback (both positive and constructive criticism,) receiving an 

award, printed references to an individual's activities, being 

"listened to." 

¶ Achievement  Opportunit y to solve problems, see ideas become real, reach goals. 

¶ Participation  Involvement in organizational decision-making, planning and 

scheduling and controlling one's own work activities. 

¶ Enjoyment  Having fun in a warm, friendly, supportive atmosphere. 

Motivation for Success 

¶ Share responsibility, remembering that as you take credit for the successes, you must 

also share in the failures. 

¶ Understand that as a leader you can empower others. 

¶ Remind  yourself that only participation can help others make their jobs meaningful. 

¶ CÏÍÍÕÎÉÃÁÔÅ ÔÈÅ Ȱ×ÈÙȱ ÁÓ ×ÅÌÌ ÁÓ ÔÈÅ Ȱ×ÈÁÔȱ ÔÏ ÉÎÓÕÒÅ ÕÎÄÅÒÓÔÁÎÄÉÎÇ ÁÎÄ ÃÏÏÐÅÒÁÔÉÏÎȢ 

¶ Evaluate accomplishment based on results rather than on the activities engaged in. 

¶ Sincerely be humble, knowing that most people would rather succeed than fail. 

¶ Seek always to set a good example, and expect good performance from others. 

¶ Set goals and priorities for your job so others can build their goals toward these. 

¶ Unceasingly seek to be objective, fair, and honest in your act and deed.   

¶ Light the way for change. 

Six Keys to Motivation 

1. Ask for help!  Make people feel valued and important. 

2. Use lots of positive reinforcement, and personalize it. 

3. Build relationships. 

4. Understand different points of view. 



Useful Tips 

Motivation  
     

 

Motivation adapted from Cougar Clues, University of Minnesota at Morris; Thunder Bolts, 

North Dakota State University; and Dr. Sara Boatman's Grape Theory of Motivation. 
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5. Model what you want. 

6. Refuse to accept poor performance. 

Twenty Helpful Hints for Motivation 

1. Allow time for yourself. 

2. Pay less attention to time. 

3. Avoid discussing business over meals. 

4. Try to change your hyper habits. 

5. Place motivational quotes in your view. 

6. Ask for help. 

7. Sell an idea. 

8. Smile! 

9. Tell yourself a joke, laugh out loud. 

10. Attend to your health, diet, and sleep. 

11. Pause to look around, assess. 

12. 2ÅÇÕÌÁÔÅ ÈÏ× ÍÁÎÙ ͼÔÏ ÄÏͻÓȱȢ 

13. Meet with an energetic friend. 

14. Find some quiet time daily. 

15. Say no. 

16. Finish one goal at a time. 

17. Collect appreciation. 

18. Talk to a significant other. 

19. Exercise daily. 

20. Watch for cycles in your mood. 

Additional Tips 

¶ Make the members in your groups want to do things -- make it fun! 

¶ Be a good listener. 

¶ Give feedback constructively. 

¶ Praise in public. 

¶ Give credit where credit is due. 

¶ 0ÌÁÙ ÕÐ ÔÈÅ ÐÏÓÉÔÉÖÅȟ ÁÐÐÒÅÃÉÁÔÅ ÐÅÏÐÌÅȭÓ ÃÏÎÔÒÉÂÕÔÉÏÎÓȢ 

¶ Be consistent. 

¶ !ÄÍÉÔ ÉÔ ×ÈÅÎ ÙÏÕȭÒÅ ×ÒÏÎÇ ÏÒ ÈÁÖÅ ÍÁÄÅ Á ÍÉÓÔÁËÅ.  

¶ If an idea is adopted tell the group why. 

¶ Don't be upset by little hassles. 

¶ Use every opportunity to give your members a sense of the importance of their  work . 

¶ Make personal contacts outside of meetings to encourage participation. 

¶ Avoid assigning unnecessary tasks. 

¶ Be open to feedback, both positive and negative, from members. 

¶ Establish a genuine feeling of belonging  to a group. 
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What Is Networking? 
Networking is the process of developing and nurturing relationships with people. 

Networking enables you to get to know people, make face-to-face contact and become more 

comfortable with sharing information about yourself and your goals. It is important to 

recognize that networking is valuable, on-going processes that will benefit you throughout 

your life ɀ especially when job searching after college! 

Identify and Building Your Network 
Ȱ4ÈÉÓ ÁÌÌ ÓÏÕÎÄÓ ÇÒÅÁÔ ÂÕÔ ÈÏ× ÄÏ ) ÇÅÔ ÓÔÁÒÔÅÄȩȱ "ÕÉÌÄÉÎÇ Á ÎÅÔ×ÏÒË ÉÓ ÓÉÍÉÌÁÒ ÔÏ ÉÄÅÎÔÉÆÙÉÎÇ 

and compiling the information of people who, would also, make good informational 

interview contacts. If you have already done some informational interviewing (general 

information gathering interviews that you schedule with people who work in the areas that 

you are interested in) then you now have an additional list of people - warm contacts - that 

you have developed a relationship with and who will probably help you if they can. 

Make Contact 
Develop a contact list - a list of people you know. Think broadly and include every 

possibility when compiling your list. Consider these folks when creating your list: 

¶ Friends 

¶ Family Members 

¶ Alumni/a e  

¶ Faculty and Staff 

¶ Former Teachers 

¶ Neighbors 

¶ Classmates 

¶ Roommates 

¶ Friends of Your family 

¶ Fellow Members of Student 

Organizations 

¶ Employers, Past/Present 

¶ Co-workers, Past/Present 

¶ /ÔÈÅÒ 0ÒÏÆÅÓÓÉÏÎÁÌÓ 9ÏÕȭÖÅ 

Encountered 

¶ Advisors 

Before contacting those in your network, be sure to do the following advance work: 

¶ Assess your skills, interests, abilities and experiences. 

¶ Identify your career goals and expectations for your networking experience. 

¶ Identify how each person you will contact can help you ɀ be prepared to tell 

ÔÈÅÍ ×ÈÅÎ ÔÈÅÙ ÁÓËȟ Ȱ7ÈÁÔ ÃÁÎ ) ÄÏ ÆÏÒ ÙÏÕȩȱ 

¶ Set goals and objectives for your networking process. 
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Networking Skills adapted from Student Unions and Activities, University of Minnesota at 

Twin Cities. 
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¶ Be able to answer yes to the following questions: 

o Am I prepared to talk about myself? 

o Am I prepared in what I want to say? (Would a brief script help me along? 

Throughout your networking process, let those in your network know: 

¶ Your goals and objectives. 

¶ The goals and objectives of your student organization. 

¶ If you are looking for work, an internship, assistantship, etc. and what type of 

experience you are looking for (if applicable). 

¶ You would be interested in any referrals they might have. 

¶ Your contact information ɀ create your own contact card to hand out and 

include: name, phone, email, position(s) you hold, general qualifications, etc.

Follow-Up and Keep Your Network Active 
¶ Follow-up as soon as possible - call people as suggested, letting them know 

whom it was that referred them to you (also good to let those who suggested 

them know you called them and the outcome). 

¶ Send a thank you note. 

¶ Be a good network contact for someone else. 

¶ Keep in touch with your contacts ɀ let them know of your progress or if you have 

any changes in your contact information. Remember, YOU are building the 

relationship with them; it is your responsibility to keep in touch with them.  

¶ Keep track of your contacts - keep organized who is who and what information, 

special skills or contacts you received from them and to whom you have been 

referred. 

Remember: Developing relationships and building a network takes time, persistency and a 

sincere effort.  Keep an open mind throughout the process ɀ someone may present a new 

ÉÄÅÁ ÏÒ ÊÏÂ ÌÅÁÄ ÔÈÁÔ ÙÏÕ ÈÁÄÎȭÔ ÃÏÎÓÉÄÅÒÅÄ ÁÔ ÁÌÌȢ  )Ô ÉÓ ÉÍÐÏÒÔÁÎÔ ÔÏ ÒÅÍÅÍÂÅÒ ÔÈÏÓÅ ÙÏÕ 

make contact with now ɀ someday you might be able to return the favor! 
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The transition of leadership in your organization can be smooth or a total disaster, and can 

determine the effectiveness of the group for years to come.  The key to successful transition 

ÉÎÖÏÌÖÅÓ ÏÒÉÅÎÔÉÎÇ ÔÈÅ ÎÅ× ÏÆÆÉÃÅÒÓ ÔÏ ×ÈÁÔȭÓ ÅØÐÅÃÔÅÄ ÏÆ ÔÈÅÍȟ ÁÎd helping those officers to 

see how their skills can best meet the needs of the group. It helps to view the transition 

time as a period of training for the new people and closure for the old.  

! {ƳƻƻǘƘ ¢Ǌŀƴǎƛǘƛƻƴ LǎΧ 

¶ The responsibility of both the outgoing and incoming members. 

¶ A way to help the group avoid starting over or starting from scratch every year. 

¶ A transfer of significant organization knowledge. 

¶ A sense of closure for the outgoing members. 

¶ A utilization of the valuable contributions of experienced leaders. 

¶ A great opportunity for outgoing leaders to evaluate the year. 

¶ An orientation process for new leaders. 

¶ A time for incoming leaders to ask questions and outgoing leaders to give advice. 

¶ !Î ÏÕÔÇÏÉÎÇ ÌÅÁÄÅÒȭÓ ÌÁÓÔ ÃÈÁÎÃÅ ÔÏ ÓÁÙ Ȱ) ×ÉÓÈ ) ÈÁÄ ÄÏÎÅ ÔÈÉÓȣȱ 

Specific Information to Give New Officers 

¶ Constitution and Bylaws 

¶ Position description of officers 

¶ Description of committees 

¶ Resource list of important people 

¶ List of basic annual procedures 

¶ Organizational member list 

¶ Calendar of events 

¶ Mission/purp ose of organization 

¶ List of goals for the organization 

¶ Handouts on appropriate topics 

¶ Financial records 

¶ Status reports on current projects 

¶ Evaluations of previous projects 

¶ Meeting minutes and agendas 

¶ Historical records of organization 

¶ University handbooks 

 

Working with New Officers 
A new officer will be more effective if the outgoing officer or adviser spends time with that 

person to help him or her learn the ropes. Here are a few ideas: 

¶ Share effective leadership qualities and skills. 

¶ Share problems and helpful ideas, procedures and recommendations. 
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Officer Transition  adapted from Student Unions and Activities, University of Minnesota at 

Twin Cities. 
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¶ View reports with  traditions, ideas, completed projects, concerns, and loose ends. 

¶ Go through organizational files. 

¶ Acquaint them with office surroundings and procedures, storage areas, etc. 

¶ Meet together with ÔÈÅ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÁÄÖÉÓÅÒȢ 

Retreats 
Retreats are a fun way to train new officers. Hold the retreat in a get-away location, so 

ÐÁÒÔÉÃÉÐÁÎÔÓ ×ÏÎȭÔ ÂÅ ÄÉÓÔÒÁÃÔÅÄ ÏÒ ÄÉÓÔÕÒÂÅÄȟ ÁÎÄ ÓÐÅÎÄ ÁÎ ÁÆÔÅÒÎÏÏÎ ÅÎÇÁÇÅÄ ÉÎ ÔÒÁÉÎÉÎÇ 

activities. Refreshments help lighten the atmosphere. Two types of sample retreats are 

outlined below. 

Old/New Officer Retreat 
This should be held right before the new officers take over. A retreat schedule might be: 

¶ Icebreakers 

¶ %ÖÁÌÕÁÔÉÏÎ ÏÆ ÙÅÁÒȭÓ ÅÖÅÎÔÓ ÂÙ ÏÕÔÇÏÉÎÇ ÏÆÆÉÃÅÒÓ 

¶ Officer exchanges: pair up to distribute and discuss position responsibilities 

¶ Goals examination: report by outgoing officers 

¶ Old officers depart, leaving new officers to discuss the coming year 

¶ Brainstorm theme ideas and goals for the year (i.e. what will your mission be?) 

¶ Discuss expectations of each other 

New Officer Retreat 
This should be held right after the new officers take over.  A retreat schedule might be: 

¶ Icebreakers, team builders, getting-to-know-you exercise 

¶ Policy, Constitution, Bylaws review 

¶ Expectations of one another, including the advisor 

¶ Review goals, formulate objectives, and create an action plan for each goal 

¶ Budget review 

¶ Schedule of events for the coming year 
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What is Parliamentary Procedure?  
Parliamentary Procedure can sometimes appear intimidating and confusing. 

However, what Parliamentary Procedure sets up is a specific set of rules for the easy and 

orderly conduct of meetings. It allows every person within the organization to be heard 

which helps members to make decisions. In short, this time tested method of conducting 

business is a way to insure democratic rule, protection of rights, flexibility, and a fair 

hearing for everyone. 

When Using tŀǊƭƛŀƳŜƴǘŀǊȅ tǊƻŎŜŘǳǊŜΣ 9ǾŜǊȅ aŜƳōŜǊ {ƘƻǳƭŘ YƴƻǿΧ 

¶ How to obtain the floor to make a motion or to speak to a motion.  

¶ How to phrase a motion.  

¶ The ranking of motions.  

¶ Member's rights in debate.  

¶ When the president has over stepped their role as facilitator and how to correct it.  

¶ How the rules in large meetings differ from rules in small boards and committees. 

Making a Motion 
A motion is a proposal that the entire membership take action or a stand on an issue.  

Individual members can: 

1. Call to order. 

2. Second the motion. 

3. Debate the motion. 

4. Vote on motions. 

Presenting a Motion 

1. Obtain the Floor.  

a. Wait until the last speaker has finished.  

b. Rise and address the Chairperson. 

c. Wait until the Chairperson recognizes you. 

2. -ÁËÅ Á -ÏÔÉÏÎȢ  Ȱ) ÍÏÖÅ ÔÈÁÔȣȱ 

a. Speak in a clear and concise manner. 
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b. Always state a motion affirmatively (i.e. say, "I move that we ..." rather than, "I 

move that we do not ..."). 

c. Avoid personalities and stay on your subject. 

3. Wait for Someone to Second the Motion.  

a. Another will second the motion, or the Chairperson will call for a second. 

b. If there is no second to the motion, it is lost.  

4. Allow the Chairperson to State the Motion.  

a. The Chairperson will say, "It has been moved and seconded that we...", thus 

placing the motion before the membership for consideration and action.  

b. The membership then either debates the motion (see below), or may move 

directly to a vote if no one wants to discuss. 

c. Once the motion is presented to the membership by the chairperson it becomes 

"assembly property", and cannot be changed by the mover without the consent 

of the members. 

5. Debate the Motion.  

a. The time for you to speak in favor of the motion is at this point in time, rather 

than at the time it is presented. 

b. The Chairperson will select people to speak in favor and against the motion.  A 

time limit may be set for those speaking. 

c. The "mover" is always allowed to speak first.  Turns will alternate between those 

speaking in favor and those speaking against the motion. 

d. All comments and debate must be directed to the Chairperson.  

e. The mover may speak again only after other speakers are finished, unless called 

upon by the Chairperson.  

6. Vote on the Motion.  

a. The Chairperson will ask, "Are you ready to vote on the question?"  

b. If there is no more discussion, a vote is taken.  

c. )Æ ÔÈÅÒÅ ÉÓ ÍÏÒÅ ÄÉÓÃÕÓÓÉÏÎȟ ÄÅÂÁÔÅ ÍÁÙ ÃÏÎÔÉÎÕÅȢ  (Ï×ÅÖÅÒȟ ÓÏÍÅÏÎÅ ÍÁÙ ȰÍÏÖÅ 

ÔÏ ÔÈÅ ÐÒÅÖÉÏÕÓ ÑÕÅÓÔÉÏÎȱȟ ÉÎ ×ÈÉÃÈ ÃÁÓÅ Á Öote will take place immediately on 

whether to stop debate and vote on the question or continue debate.  Stopping 

debate requires a two-thirds majority.  



Useful Tips 

Parliamentary Procedure  
     

 

Parliamentary Procedure  adapted from Student Unions and Activities, University of 

Minnesota at Twin Cities. 
  

 

2009 ς 2010 Student Groups Manual 65 | P a g e  

 
 

 
 

Methods of Voting 
The method of vote on any motion depends on the situation and the Bylaws of policy of 

your organization.  There are five methods used to vote by most organizations: 

1. By Voice 

The Chairperson asks those in favor to say, "aye", those opposed to say "no".  Any 

member may move for an exact count.  

2. By Roll Call 

Each member answers "yes" or "no" as their name is called.  This method is used 

when a record of each person's vote is required.  

3. By General Consent 

When a motion is not likely to be opposed, the Chairperson can say, "If there is no 

objection..." The membership shows agreement by their silence.  However if one 

member says, "I object," the item must be put to another type of vote. 

4. By Division  

This is a slight verification of a voice vote.  It does not require a count unless the 

Chairperson so desires.  Members raise their hands or stand.  

5. By Ballot  

Members write their vote on a slip of paper; this method is used for secrecy. 

There are two other motions that are commonly used that relate to voting. 

1. Motion to Table  

This motion is often used in the attempt to "kill" a motion. The option is always 

present, however, to "take from the table", for reconsideration by the membership.  

2. Motion to Postpone Indefinitely  

This is often used as a means of parliamentary strategy and allows opponents of 

motion to test their strength without an actual vote being taken. Also, debate is once 

again open on the main motion. 
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To Do This You Say This 
May you 

interrupt? 

Need  a 

second? 

Is it 

debatable? 

Can it be 

amended? 

What vote 

is needed? 

Can it be re-

considered? 

Adjourn meeting  Ȱ) ÍÏÖÅ ÔÈÁÔ ×Å ÁÄÊÏÕÒÎȢȱ No Yes No No ½ + 1 No 

Call intermission  Ȱ) ÍÏÖÅ ÔÈÁÔ ×Å ÒÅÃÅÓÓ ÆÏÒȣȱ No Yes No Yes ½ + 1 No 

Complain about 

noise, heat, etc. 

Ȱ) ÒÉÓÅ ÔÏ Á ÑÕÅÓÔÉÏÎ ÏÆ 

ÐÒÉÖÉÌÅÇÅȣȱ 
Yes No No No No vote No (usually) 

Table 

consideration of 

an issue 

Ȱ) ÍÏÖÅ ÔÏ ÔÁÂÌÅ ÔÈÅ ÍÏÔÉÏÎȢȱ No Yes No No ½ + 1 No 

End debate and 

amendments  

Ȱ) ÍÏÖÅ ÔÏ ÔÈÅ ÐÒÅÖÉÏÕÓ 

ÑÕÅÓÔÉÏÎȢȱ 
No Yes No No 2/3  No *1  

Postpone 

discussion until a 

certain time  

Ȱ) ÍÏÖÅ ÔÏ ÐÏÓÔÐÏÎÅ ÔÈÅ 

ÄÉÓÃÕÓÓÉÏÎ ÕÎÔÉÌȣȱ 
No Yes Yes Yes ½ + 1 Yes 

Give closer study 

of something  

Ȱ) ÍÏÖÅ Ôo refer the matter to 

ÃÏÍÍÉÔÔÅÅȣȱ 
No Yes Yes Yes ½ + 1 Yes *2 

Amend a motion  
Ȱ) ÍÏÖÅ ÔÏ ÁÍÅÎÄ ÔÈÅ ÍÏÔÉÏÎ 

ÂÙȣȱ 
No Yes Yes *3 Yes ½ + 1 Yes 

Introduce 

business 
Ȱ) ÍÏÖÅ ÔÈÁÔȣȱ No Yes Yes Yes ½ + 1 Yes 

Protest breach in 

rules or conduct  
Ȱ) ÒÉÓÅ ÔÏ Á ÐÏÉÎÔ ÏÆ ÏÒÄÅÒȢȱ Yes No No No No Vote *4 No 

6ÏÔÅ ÏÎ #ÈÁÉÒȭÓ 

Ruling  

Ȱ) ÁÐÐÅÁÌ ÆÒÏÍ ÔÈÅ ÃÈÁÉÒȭÓ 

ÄÅÃÉÓÉÏÎȢȱ 
Yes Yes Yes No ½ + 1 *5  Yes 

Suspend rules 

temporarily  

Ȱ) ÍÏÖÅ ÔÏ ÓÕÓÐÅÎÄ ÔÈÅ ÒÕÌÅÓ 

ÓÏ ÔÈÁÔȣȱ 
No Yes No No 2/3  No 

Avoid 

considering an 

improper matter  

Ȱ) ÏÂÊect consideration of the 

ÍÏÔÉÏÎȢȱ 
Yes No No No 2/3 *6  *7 

Verify voice vote 

by raising hands  
Ȱ) ÃÁÌÌ ÆÏÒ Á ÄÉÖÉÓÉÏÎȢȱ  Yes No No No No Vote No 

Request 

information  
Ȱ0ÏÉÎÔ ÏÆ ÉÎÆÏÒÍÁÔÉÏÎȢȱ Yes No No No No Vote No 

Take up a 

previously tabled 

matter  

Ȱ) ÍÏÖÅ to take from the 

ÔÁÂÌÅȣȱ 
No Yes No No ½ + 1 No 

Reconsider a 

hasty action  

Ȱ) ÍÏÖÅ ÔÏ ÒÅÃÏÎÓÉÄÅÒ ÔÈÅ ÖÏÔÅ 

ÏÎȣȱ 
Yes Yes *8 No ½ + 1 No 
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Goals to Recruiting Effectively 
The first step in recruiting new members is to know what you are recruiting them for! The 

purposefulness of the organization can be communicated through a few shared ideas, 

ÍÁËÉÎÇ ÕÐ ÙÏÕÒ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ vision, mission, goals/values, and functions the organization 

will perform will allow potential members the ability to see what they are joining before 

they come to a meeting. 

Vision  A vision is the internal idea that the organization has about itself and 

how it wishes to function as an organization.  The vision should be a 

long term picture of where the organization should go, whom it 

should serve, and what is its importance within the community.   

Mission  A mission is slightly different, in that it is typically an external view of 

what the organization considers its priorities or goals.  It  is extremely 

important in communicating the importance and the services of the 

organization.  The mission may be used in marketing strategies to give 

detail about what your organization holds to be its strongest values. 

Goals/Values  Before you can recruit members, your organization needs to have a 

set of goals and values for which it stands in order to keep the 

members interested in joining.  Coming up with both long and short 

term plans helps to keep the organization centered and prepared for 

the entrance of new members.  Getting your new members on board 

by showing them a list of the goals/values of the organization and 

allowing them the time to by-in will increase your retention, too. 

Functions  Your organization does many things, but how does the rest of the 

world know what they are?  You need to come up with a list of your 

main functions and objectives to communicate to the rest of the 

university, as well as to all of your potential members. 

Marketing 
Marketing is another key component to the recruitment of new members.  Often, we only 

look at marketing as the recruitment, but it is not the only aspect.  Remember that 

marketing can only catch the eye, and that the internal goals of the organization will keep 

them interested. 
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When marketing for your organization, finding a common theme, logo, or slogan that is 

used on all materials will help with name recognition.  In finding a logo, be sure to do your 

research.  If another group is using something similar, you may be mistaken for them or 

them for you.  Also, be sure to utilize your mission, vision, values, and functions in 

determining the logo.  Being consistent is probably the most important part of your 

marketing strategy. 

Leadership Opportunities 
Offering Leadership Opportunities is another great way to keep members coming.  Offering 

students the chance to get experience as officers, through internships, or by being active 

within their chosen field of study will increase the number perspective students.  Giving 

people what they are looking for will give your organization more credibility, as well as 

more attention from students looking for involvement opportunities. 

Retention 

¶ Organization within the organization  is the first part of keeping members 

interested.  Once a person joins an organization, they will want some sort of 

structure to work within (i.e. having officers with defined roles).  Know who is doing 

×ÈÁÔ ÁÎÄ ×ÈÅÎȢ  5ÔÉÌÉÚÅ ÙÏÕÒ ÍÅÍÂÅÒÓÈÉÐ ÆÏÒ ÃÏÍÐÌÅÔÉÎÇ ÐÒÏÊÅÃÔÓ ÏÒ ÔÁÓËÓ ɉÄÏÎȭÔ 

just have them attend meetings and listen to others). 

Á Creating friendliness and a welcoming environment  for your new members is key 

in getting them interested and keeping them coming.  If a new member does not feel 

ÎÅÅÄÅÄ ÂÙ ÔÈÅ ÏÒÇÁÎÉÚÁÔÉÏÎ ÏÒ ×ÅÌÃÏÍÅ ÉÎ ÔÈÅ ÏÒÇÁÎÉÚÁÔÉÏÎȟ ÔÈÅÙ ×ÏÎȭÔ ÃÏÍÅ ÂÁÃËȢ  

The key is to get them involved from the get-go.  Include them in on social 

opportÕÎÉÔÉÅÓȟ ÅÖÅÎÔ ÐÌÁÎÎÉÎÇȟ ÁÎÄ ÉÎÖÉÔÅ ÔÈÅÍ ÔÏ ÈÅÌÐ ÏÕÔȢ  $ÏÎȭÔ ÏÖÅÒ×ÈÅÌÍȟ ÂÕÔ ÂÅ 

aware of their need to be a part of the group. 

Á A shared vision can make or break an organization.  If the people within the 

organization believe in the same thing, foresee the possible outcomes/future of the 

group, and are all working toward that common goal, your membership will buy-in.  

They will become more actively involved with the group and help to accomplish 

your goals.  If no one can see what you are focused on, where youȭÄ ÌÉËÅ ÔÏ ÅÎÄ ÕÐȟ 

no one will strive to do better. 



Useful Tips 

Recruiting New Members  
     

 

Recruiting New Members adapted from Leader Bits, University of Kansas. 
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Á Offer resources to your membership.  People join organizations because they are 

missing something from their lives.  They want to gain from their membership.  

Become a resource yourself, by being active within the campus community with a 

variety of departments and faculty and staff.  Provide resources, such as officer 

ÂÉÎÄÅÒÓ ÏÒ ÍÁÎÕÁÌÓȟ ÁÃÃÅÓÓ ÔÏ ÔÈÅ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÆÉÌÅÓ ÔÏ ÃÒÅÁÔÅ Á ÓÅÎÓÅ ÏÆ ÈÉÓÔÏÒÙȟ 

and access to your advisor.  Also, offer them the opportunity to become a key player 

in order to give them skills and gain leadership experience. 

Recruiting new members consists mainly of being visible, through marketing; having a 

solid purpose, through a vision, mission, and goals; welcoming new members, through 

inclusiveness; and offering new member resources that are unique to your organization.  If 

an organization can meet the needs of its members, it should be able to recruit and retain a 

strong membership that is active within the University community. 



Useful Tips 

Retreat Planning  
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Retreats are a fun way to train new officers or energize a group.   It  is an opportunity to 

separate the group from normal surroundings and distractions to accomplish specific goals.  

For example, a group could hold a retreat to develop a mission statement or brainstorm a 

ÔÈÅÍÅ ÆÏÒ ÎÅØÔ ÙÅÁÒȭÓ ÅÖÅÎÔÓȢ  (ÏÌÄ ÔÈÅ ÒÅÔÒÅÁÔ ÁÔ Á ÇÅÔ-away location, and spend time 

engaged in training.  The following ideas can help make your retreat a success. 

Goals 
What do you want to accomplish at the retreat?  Participants should know ahead of time 

why they are there and what they expect to accomplish. Possible goals include: 

¶ Team building, unity, awareness 

¶ Communication 

¶ Socializing 

¶ Orienting 

¶ Training / skill -building 

¶ Problem solving 

¶ Program development 

¶ Planning 

Logistics 

Budget ¶ Calculate anticipated costs (i.e. facilities, food, supplies, etc.). 

¶ Examine funding sources. 

¶ Determine the cost per participant. 

Facility  ¶ Know how to get there. 

¶ Know what exactly is provided. 

¶ Obtain a contract when deposit is made or required. 

Transpor tation  ¶ Rent bus or vans, or setup car pools. 

¶ Duplicate directions for drivers. 

Food / Drink  ¶ If cooking meals, assign people to buy food, cook, serve, etc. 

¶ Order catering for large groups. 

¶ If eating in a restaurant, make reservations. 

Sleeping 

Arrangemen ts  

¶ If necessary, one overnight is usually sufficient. 

¶ Find out what bedding is needed and inform participants. 

Participants  ¶ Who should attend in order to accomplish these goals? 

Timing  ¶ How much time is needed and available to accomplish goals?   



Useful Tips 

Retreat Planning  
     

 

Retreat Planning adapted from University of Wisconsin at La Crosse and Truman Leadership 

Resources. 
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Worksh ops / 

Exercises 

¶ An adviser or other staff member could be a facilitator. 

¶ Consider different members to facilitate parts of the retreat. 

Agenda ¶ Plan the agenda in advance, and schedule in free time. 

¶ Everyone involved should receive a copy of the agenda. 

Clean-Up ¶ Leave the retreat site clean and orderly. 

Timeline for Planning a Retreat 

3 Months in Advance  

¶ Decide on the date of the retreat and announce it to all members. 

¶ Reserve your retreat site and make a deposit. 

¶ Identify funding sources. 

2 Months in Ad vance 

¶ Secure funding. 

¶ Determine the format of the retreat. 

¶ Contact any outside resource people. 

1 Month in Advance  

¶ Send registration forms to members detailing info concerning costs and travel. 

¶ Arrange for equipment (i.e. overhead projectors) or needed materials. 

¶ Plan a menu and secure food reservations if needed. 

2 Weeks in Advance 

¶ Call members who have not responded. 

¶ Send maps, an agenda, and a list of what to bring to participants. 

1 Week in Advance 

¶ Contact the retreat site to finalize arrangements. 

¶ FinaÌ ÃÏÍÍÉÔÔÅÅ ÍÅÅÔÉÎÇÓ ÔÏ ÍÁËÅ ÓÕÒÅ ÐÅÏÐÌÅ ËÎÏ× ×ÈÁÔ ÔÈÅÙȭÒÅ ÉÎ ÃÈÁÒÇÅ ÏÆȢ 

¶ Make a checklist of who is responsible for bringing what. 

1 Day before the Retreat  

¶ Check with committee heads for last-minute problems. 



Useful Tips 

Social Change Model of Leadership  
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What It Says 
The Astin and Astin model promotes the idea of developing the individual first so that the 

individual is able to impact the group in a manner consistent with a conscious, committed, 

and congruent individual.  In turn, the group is then able to positively impact society at 

large through a strong group of citizens that promote collaboration, common purpose, and 

controversy with civility.   

Finally, as a group of citizens, positive social change can result.  The arrows in the model 

indicate that individuals can move back and forth through each circle as the lack of skill or 

a new challenge dictates. 

It promotes the values of equity , social justice , self-knowledge , personal 

empowerment , collaboration , citizenship , and service . 

Collaboration 

Common 

Purpose 

Controversy with 

Civility 

Consciousness of 

Self 

Commitment 

Congruence 

 

Citizenship 

Change 

Group 

Individual Society 
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[ŜŀŘŜǊǎƘƛǇΧ 

¶ ȣÉÓ ÃÏÎÃÅÒÎÅÄ ×ÉÔÈ ÅÆÆÅÃÔÉÎÇ ÃÈÁÎÇÅÓ ÏÎ ÔÈÅ ÂÅhalf of others and society. 

¶ ȣÉÓ ÃÏÌÌÁÂÏÒÁÔÉÖÅȢ 

¶ ȣÉÓ Á ÐÒÏÃÅÓÓ ÒÁÔÈÅÒ ÔÈÁÎ Á ÐÏÓÉÔÉÏÎȢ 

¶ ȣÓÈÏÕÌÄ ÂÅ ÖÁÌÕÅ ÂÁÓÅÄȢ 

!ÌÌ 3ÔÕÄÅÎÔÓ ÁÒÅ ÐÏÔÅÎÔÉÁÌ ÌÅÁÄÅÒÓȢ  3ÅÒÖÉÃÅ ÉÓ Á ÐÏ×ÅÒÆÕÌ ÔÏÏÌ ÔÏ ÄÅÖÅÌÏÐ ÓÔÕÄÅÎÔÓȭ 

leadership skills. 

¢ƘŜ aƻŘŜƭ Iŀǎ ¢ǿƻ tǊƛƳŀǊȅ DƻŀƭǎΧ 

1. Self-Knowl edge 

5ÎÄÅÒÓÔÁÎÄÉÎÇ ÏÎÅȭÓ ÔÁÌÅÎÔÓȟ ÖÁÌÕÅÓȟ ÉÎÔÅÒÅÓÔÓ ÅÓÐÅÃÉÁÌÌÙ ÁÓ ÔÈÅÓÅ ÒÅÌÁÔÅ ÔÏ ÔÈÅ 

ÓÔÕÄÅÎÔÓȭ ÃÁÐÁÃÉÔÙ ÔÏ ÐÒÏÖÉÄÅ ÅÆÆÅÃÔÉÖÅ ÌÅÁÄÅÒÓÈÉÐȢ 

2. Leadership Competence  

The capacity to mobilize oneself and others to service and to work collaboratively. 

The Model Examines Leadership Development from Three 

tŜǊǎǇŜŎǘƛǾŜǎΧ 

1. Individual  

Identify personal qualities to develop and foster for those involved with a leadership 

program, and what personal qualities are most supportive of group functioning and 

positive social change. 

2. Group 

Collaborative leadership development that not only benefits the individual but also 

to effect positive social change. 

3. Community/Society  

What are the social ends to the leadership development program? Identifying 

activities to energize the group and develop desired personal qualities. 



Useful Tips 

Social Change Model of Leadership  
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¢ƘŜ 9ƛƎƘǘ /Ωǎ 

Individual Values  

¶ Consciousness of Self 

Being aware of the beliefs, values, attitudes, and emotions that motivate one to take 

action. 

¶ Congruence 

Actions are consistent with their most deeply-held beliefs and convictions. Clearly, 

personal congruence and consciousness of self are interdependent. 

¶ Commitment  

Implies passion, intensity, and duration. It is directed toward both the group activity 

as well as its intended outcomes. Without commitment, knowledge of self is of little 

value and without adequate knowledge of self, commitment is easily misdirected. 

Congruence, in turn, is most readily achieved when the person acts with 

commitment and knowledge of self. 

Group Process Values 

¶ Collaboration  

To work with others in a common effort.  It constitutes the cornerstone value of the 

group leadership effort because it empowers self and others through trust. 

¶ Common Purpose 

To work with shared aims and values; works best when all members of the group 

share in the vision and participate actively in articulating the purpose and goals of 

the leadership development activity.  It also helps to generate the high level of trust 

that any successful collaboration requires. 

¶ Controversy with Civility  

Recognized that differences of viewpoint are inevitable and that such differences 

must be aired openly but with civility. Civility implies respect for others, a 

×ÉÌÌÉÎÇÎÅÓÓ ÔÏ ÈÅÁÒ ÁÂÏÕÔ ÅÁÃÈ ÏÔÈÅÒȭÓ ÖÉÅ×ÐÏÉÎÔÓȟ ÁÎÄ ÔÈÅ ÅØÅÒÃÉÓÅ ÏÆ ÒÅÓÔÒÁÉÎÔ ÉÎ 

criticizing the views and actions of others. Controversy can often lead to new, 

creative solutions to problems, especially when it occurs in an atmosphere of 

civility, collaboration, and common purpose. 



Useful Tips 

Social Change Model of Leadership  
     

 

Social Change Model of Leadership adapted from Student Unions and Activities, University 

of Minnesota at Twin Cities. 
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Community/Societal Values  

¶ Citizenship  

The process whereby the individual and the collaborative group become 

responsibly connected to the community and the society through the leadership 

development activity. 

¶ Change 

The ultimate goal of the creative process of leadership ɀ to make a better world and 

a better society for self and others. 



Useful Tips 

Stress Management  
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People often find themselves stressed-out.  These tips may help you better manage your 

stress levels.  If your stress level is still causing you problems, consider calling Center for 

Counseling and Health Promotion (CCHP) at 612-330-1707.   

Symptoms of Stress 

¶ Difficulty sleeping, restlessness 

¶ Perspiring more than usual 

¶ Upset stomach or stomach pains 

¶ Feeling confused 

¶ Inability to concentrate 

¶ Muscle tension: stiff neck, aching 

back or shoulders 

¶ Feeling depressed 

¶ Lack of energy 

¶ Headaches 

¶ Relationship problems 

¶ Weight gain or loss 

¶ Change in appetite 

¶ Boredom 

¶ Frustration, easily annoyed 

¶ Cold hands 

¶ Rapid heartbeat 

¶ Generally anxious feeling 

¶ Dilated pupils 

¶ Increased susceptibility to colds and 

other minor infections 

Causes of Stress 

¶ Lack of stimulation or challenge ɀ 

under load 

¶ Too much demand or stimulation ɀ 

overload 

¶ Environmental influences: too much 

noise, excessive heat or cold, 

pollution, overcrowding 

¶ Death of a family member or friend 

¶ Unsatisfactory personal relationships 

¶ Financial problems 

¶ Unemployment  

¶ Underemployment ɀ not challenged 

in your job 

¶ Illness or injury 

¶ Negative Emotions 

¶ Change of any kind 

¶ Irrational thinking  

¶ Any threatening situation 

 

 

Stress Management Is a Decision Making Process 

¶ Alter it ɀ Remove the source of stress by changing something 

¶ Avoid it ɀ Get rid of the situation 

¶ Accept it by ɀ Building your resistance 



Useful Tips 

Stress Management  
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o Proper diet, exercise, rest, relaxation, meditation, support systems, changing 

your perceptions 

o Avoid perfectionism; develop good self-esteem and set realistic goals and 

priorities  

Taking Care of Yourself Helps Control the Negative Influence of Stress 

¶ Eat a healthy, well-balanced diet.  Avoid sugary snacks and caffeine because the 

short bursts of energy they provide leave a depressant effect after they wear off. 

¶ Exercise regularly to work the stress out of muscle groupings.  Your body works 

ÍÏÒÅ ÅÆÆÉÃÉÅÎÔÌÙ ×ÈÅÎ ÉÔȭÓ ÉÎ ÇÏÏÄ ÓÈÁÐÅȟ ×ÈÉÃÈ ÃÁÎ ÉÎÃÒÅÁÓÅ ÙÏÕÒ ÓÔÁÍÉÎÁȢ 

¶ Get enough rest.  Adults need 7 to 8 hours of rest per night. 

¶ Make time to relax and to do something fun. 

What Can You Do To Beat Stress? 

¶ Be patient when dealing with personal problems.  Discuss problems honestly 

without ÂÅÉÎÇ ÁÇÇÒÅÓÓÉÖÅ ÏÒ ÁÃÃÕÓÉÎÇȢ  (ÅÁÒ ÔÈÅ ÏÔÈÅÒ ÐÅÒÓÏÎȭÓ ÓÉÄÅ ÏÆ ÔÈÅ ÓÔÏÒÙȢ 

¶ Develop a financial plan! Budget your money and stick to it! 

¶ Use a calendar/planner to manage your commitments and allot time for yourself.  

¶ Make informed choices about classes, majors, transfer options and job 

opportunities.  Visit an academic adviser, a career counselor, a tutor, or your major 

adviser.  The more people you talk to, the more information you will have when 

making decisions that affect your life! 

¶ .ÅÖÅÒ ÕÎÄÅÒÅÓÔÉÍÁÔÅ ÔÈÅ ÐÏ×ÅÒ ÏÆ ÆÉÖÅ ÍÉÎÕÔÅÓȢ  7ÈÅÔÈÅÒ ÉÔȭÓ Á ÑÕÉÃË ÔÒÉÐ ÔÏ ÔÈÅ 

library to pick something up or taking a couple minutes out of the evening to pick 

out clothes to wear the next day, those few moments spend planning ahead can 

make a difference in your stress level on a given day! 



Useful Tips 

Stress Management  
     

 

Stress Management ÁÄÁÐÔÅÄ ÆÒÏÍ -ÅÔÒÏÐÏÌÉÔÁÎ 3ÔÁÔÅ 5ÎÉÖÅÒÓÉÔÙȭÓ 3ËÉÌÌ "ÕÉÌÄÅÒÓ 3ÅÒÉÅÓȢ 
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Instant Stress Relievers 

¶ Take six deep breaths.  Inhale, hold for 5 counts, and exhale through your mouth. 

¶ Close your eyes and visualize yourself in a pleasant and calm environment. 

¶ Take quick exercise breaks: take a walk at lunch, climb stairs instead of using the 

elevator, stretch out. 

¶ A good laugh will make you feel better: save cartoons from the newspaper and keep 

them handy near your work or study space. 

¶ Talk to a friend or write them a note or send an email. 

¶ #ÈÁÎÇÅ ÙÏÕÒ ÆÏÃÕÓ ÆÏÒ ÆÉÖÅ ÍÉÎÕÔÅÓȢ  3ÔÏÐ ×ÈÁÔ ÙÏÕȭÒÅ ÄÏÉÎÇ ÁÎÄ ÃÏÎÃÅÎÔÒÁÔÅ ÏÎ 

something else for a few minutes and return to your project with a fresh 

perspective. 

¶ Finish a small task on your to-do list to feel a sense of accomplishment.



Useful Tips 

Team Building  
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! ¢ŜŀƳ LǎΧ 
ȣÁÎ ÅÎÅÒÇÅÔÉÃ ÇÒÏÕÐ ÏÆ ÐÅÏÐÌÅ ×ÈÏ ÁÒÅ ÃÏÍÍÉÔÔÅÄ ÔÏ ÁÃÈÉÅÖÉÎÇ ÃÏÍÍÏÎ ÏÂÊÅÃÔÉÖÅÓȟ ×ÈÏ 

work well together and enjoy doing so, and who produce high quality work. 

¢ŜŀƳ .ǳƛƭŘƛƴƎ LǎΧ 
ȣÔÈÅ ÐÒÏÃÅÓÓ ÏÆ ÆÏÒÍÉÎÇ diverse individuals into a group who share common goals, 

objectives, and expectations, as will as a commitment to one another 

¢ŜŀƳ .ǳƛƭŘƛƴƎ Lǎ !ǇǇǊƻǇǊƛŀǘŜΧ 

¶ For a new group. 

¶ For an organization with large numbers of new people. 

¶ When members appear to be going off in different directions. 

¶ When members seem bored of irritable. 

¶ When there is a great deal of conflict of infighting. 

¶ When members have been apart for a while. 

¶ When you want to break from normal routine. 

¶ 7ÈÅÎ ÙÏÕ ×ÁÎÔ ÔÏ ÂÏÏÓÔ Á ÇÒÏÕÐȭÓ ÔÅÁÍ ÓÐÉÒÉÔȢ 

Design for a New Team 

1. Getting Acquainted  

People who know each other tend to work better together than strangers. 

Incorporate getting acquainted exercises into your meetings as well as during a 

team-building workshop. One example of a getting acquainted activity is 

interviewing:  

Group members pair up and interview one another for five minutes each. Partners 

introduce each other to the group, including everything that they can remember about 

the partner. 

2. Sharing Expectations  

Groups where members have a strong understanding of officer, member, and 

advisor expectations tend to work more effectively together. Concrete position 

descriptions and volunteer contracts can help establish expectations; however, it is 

also effective to discuss expectations. One easy forÍÁÔ ÉÓ ÔÈÅ Ȱ) ÅØÐÅÃÔȱ ÅØÅÒÃÉÓÅȡ 



Useful Tips 

Team Building  
     

 

Team Building adapted from Leader Bits, The University of Kansas; and University of 

Michigan Student Organization Development Center. 
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Leader passes out 3x5 cards where members list expectations of the leader, officers, 

group members and advisor. Cards are passed in and expectations are listed on a 

chalkboard, discussed, and accepted or rejected as realistic. 

3. Clarifying Goals  

Group members work better together when they share the same vision of where the 

organization is going. There is a higher degree of follow-through and support for 

group goals when members are given the opportunity to voice their ideas and 

concerns. People support what they help to create.  Hold a group goals-setting 

ÓÅÓÓÉÏÎȢ 2ÅÖÉÅ× ÐÒÅÖÉÏÕÓ ÇÏÁÌÓ ÔÏÇÅÔÈÅÒ ÁÎÄ ÓÅÔ ÔÈÅ ÇÒÏÕÐȭÓ ÇÏÁÌÓ ÆÏÒ ÔÈÅ ÃÏÍÉÎÇ 

year. 

4. Develop Working Relationships  

Each member of an organization has their own working style. People with different 

styles can work effectively together as long as expectations are clear and they 

ÕÎÄÅÒÓÔÁÎÄ ÁÎÄ ÁÃÃÅÐÔ ÏÔÈÅÒÓȭ ÉÎÄÉÖÉÄÕÁÌ ÓÔÙÌÅȢ /ÎÅ ×ÁÙ ÔÏ ÓÕÐÐÏÒÔ ÔÈÅ ÄÅÖÅÌÏÐÍÅÎÔ 

of strong working relationships is to openly discuss issues: 

¶ How wil l decisions be made? 

¶ What are our individual working styles? 

¶ What are our individual ways of dealing with conflict? 

¶ How will we assure everyone has the chance to speak? 

¶ How will we resolve differences? 

¶ How well we ensure completion of our work? 

¶ How will tasks be delegated? 



Useful Tips 

Time Management  
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Managing time means investing your time to get what YOU want out of life, including what 

you want to get out of being a member of a student organization or out of taking a class.  

Carefully considering how you spend your time helps you to focus on your values and goals 

for work, family, school, social activities, and most importantly, yourself. 

How Well Do You Manage Your Time? 
Good time management is made up of many habits.  Which of the following statements can 

you honestly say that you do? 

¶ I do things in priority order. 

¶ I accomplish what needs to be done 

every day. 

¶ I am on time with assignments. 

¶ I use my free time efficiently. 

¶ I tackle difficult tasks without 

procrastinating. 

¶ I am working up to my potential . 

¶ I spend enough time planning. 

¶ ) ÐÒÅÐÁÒÅ Á ÄÁÉÌÙ Ȱ4Ï $Ïȱ ÌÉÓÔȢ 

¶ ) ÐÒÉÏÒÉÔÉÚÅ ÍÙ Ȱ4Ï $Ïȱ ÌÉÓÔȢ 

¶ I keep an up-to-date schedule book. 

¶ I meet deadlines without rushing at 

the last minute. 

¶ I am up-to-date on my personal 

paperwork. 

¶ ) ÄÏÎȭÔ ÌÅÔ ÉÎÔÅÒÒÕÐÔÉÏÎÓ ÓÉÄÅÔÒÁÃË ÍÅ 

from my tasks. 

¶ ) ÄÏÎȭt spend too much time on trivial 

matters. 

)ÔÅÍÓ ÔÈÁÔ ÙÏÕ ÄÉÄÎȭÔ ÓÁÙ ȰÙÅÓȱ ÔÏ ÁÒÅ ÁÒÅÁÓ ÆÏÒ ÉÍÐÒÏÖÅÍÅÎÔȢ 

Managing Time Helps Create Balance in Your Life 

1. Plan 

Start each day by making a general schedule with specific emphasis on one or two 

things you would like to accomplish, including things that will help you to achieve 

long-term goals.  The more time we spend planning a project, the less there is to do 

at the last minute.  Use a calendar or a planner.  Break tasks down into manageable 

parts and tackle them one-by-one. 

2. Concentrate  

The amount of time spent on a project is not what counts, but the amount of 

uninterrupted time.  



Useful Tips 
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3. Take Breaks  

Working for long periods of time decreases energy and can increase tension and 

boredom.  Switching from a mental task to a physical task, resting or exercising for a 

while can reduce tension and improve your attitude. 

4. Avoid Clutter  

Clutter hinders concentration and increases tension.  When your workspace 

becomes chaotic, take time to organize.  You can only work on one thing at a time, so 

concentrate all of your efforts on the most important one.  Organizing your desk 

(and book bag) nightly helps. 

5. Avoid Perfectionism  

Unlike striving for excellence, which is committing to being the best you can be, 

perfectionism is seeking the unattainable and is frustrating.  No one is perfect so 

ÄÏÎȭÔ ÂÅÁÔ ÙÏÕÒÓÅÌÆ ÕÐȦ 

6. ,ÅÁÒÎ ÔÏ ÓÁÙ Ȱ./ȱ 

,ÅÁÒÎ ÔÏ ÐÏÌÉÔÅÌÙ ÄÅÃÌÉÎÅ ÒÅÑÕÅÓÔÓ ÔÈÁÔ ÄÏÎȭÔ ÆÉÔ ×ÉÔÈ ÙÏÕÒ ÇÏÁÌÓȢ  )Æ ÙÏÕ ÅØÐÌÁÉÎ ÔÈÁÔ 

your motivation is not to get out of work, but to save time to do a better job on the 

ÒÅÁÌÌÙ ÉÍÐÏÒÔÁÎÔ ÔÈÉÎÇÓȟ ÙÏÕȭÌÌ ÈÁÖÅ Á ÇÏÏÄ ÃÈÁÎÃÅ ÏÆ ÁÖÏÉÄÉÎÇ ÔÉÍÅ-wasters. 

7. $ÏÎȭÔ ÐÒÏÃÒÁÓÔÉÎÁÔÅ 

*ÕÓÔ ÄÏ ÉÔȢ  'ÉÖÅ ÙÏÕÒÓÅÌÆ Á ÒÅ×ÁÒÄ ×ÈÅÎ ÉÔȭÓ ÄÏÎÅȦ 

8. Delete 

Get rid of time-×ÁÓÔÉÎÇ ÁÃÔÉÖÉÔÉÅÓ ÁÎÄ ÈÁÂÉÔÓȢ  )Æ ÙÏÕȭÒÅ ÄÏÉÎÇ ÁÃÔÉÖÉÔÉÅÓ ÔÈÁÔ ÂÏÒÅ you, 

divert from your real goals and sap your energy, make positive change and delete 

them from your schedule. 

9. Delegate 

Learn to delegate challenging and rewarding tasks, along with authority to make 

decisions. 

10. !ÖÏÉÄ Ȱ7ÏÒË-ÁÈÏÌÉÃ 3ÙÎÄÒÏÍÅȱ 

$ÏÎȭÔ ÌÅÔ ×ÏÒË interfere with the really important things such as family, friends, and 

happiness. 
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Time Management  
     

 

Time Management adapted from Cougar Clues, University of Minnesota at Morris. 
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Common Causes of Procrastination 

¶ Low tolerance for frustration. 

¶ Fear of failure, or fear of success. 

¶ Perfectionism. 

¶ Distaste for a particular task. 

¶ Self-doubt. 

¶ Feeling overwhelmed by the whole task. 

¶ Ȱ) ×ÏÒË ÂÅÓÔ ÕÎÄÅÒ ÐÒÅÓÓÕÒÅȢȱ 

¶ 7ÁÉÔÉÎÇ ÔÏ ȰÇÅÔ ÉÎÔÏ ÔÈÅ ÍÏÏÄȢȱ 

¶ Loss of motivation to complete the task. 

¶ Inability to see the task as important. 

ά¢ƻ 5ƻέ [ƛǎǘ ¢ƛǇǎ 

¶ Write down upcoming tasks. 

¶ Number each task in order of 

priority.  

¶ Do each task in order. 

¶ $ÏÎȭÔ ÇÏ ÏÎ ÔÏ ÔÈÅ ÎÅØÔ ÔÁÓË ÕÎÔÉÌ 

you finish the preceding one or 

when you have done as much as 

you could for now. 

¶ Any uncompleted tasks at the end 

ÏÆ ÔÏÄÁÙ ÂÅÃÏÍÅ ÔÏÍÏÒÒÏ×ȭÓ ÔÏÐ 

priority.  
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Athletic Facilities 
Reservations through Athletic Facilities can be made by calling 612-330-1504. 

Campus Activities and Orientation 
Reservations through CAO can be made by filling out the appropriate form located either in 

ÔÈÅ !ÕÇÇÉÅȭÓ .ÅÓÔ ÏÒ ÏÎ ÔÈÅ ×ÅÂ ÁÔ www.augsburg.edu/cao.  

Phone: 612-330-1418 

Email: cao@augsburg.edu  

Event and Conference Planning 
Reservations through Events and Conference Planning can be made on the web at 

www.augsburg.edu/eventservices.  

Phone: 612-330-1104 

Email: events@augsburg.edu 

mailto:events@augsburg.edu
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Christensen Center 

Reserve Through  Room (Capacity)  

Campus Activities and Orientation Student Lounge (50), Skyway to Urness-Mortensen 

Lobby (n/a)  

Event and Conference Planning Augsburg (30), Cedar (14), Center Commons (350), 

Century (24-75), Coopers (25), East Commons (120), 

Gallery (5), Harbo Chapel (20), Marshall (20-80), 

Minneapolis (60), Nelson Room, Riverside (20), 

Student Gallery (50-100), West Commons (120) 

First-come, first-served !ÕÇÇÉÅȭÓ .ÅÓÔȟ Fish Bowl 

  

Foss Center 

Reserve Through  Room (Capacity)  

Event and Conference Planning Rm 175 (24), Rm 22A (12), Rm 22B (25), Atrium (20-

60), Hoversten Chapel (400), Hoversten Chapel 

Concourse (70-100), Green Room (30), 7 Tech 

Classes (18-30), Theatre (150), TV Studio (100), 

  

Kennedy Center 

Reserve Through  Room (Capacity)  

Event and Conference Planning Rm 303 (30), Rm 305 (30), Rm 307 (30) 

  

Melby Center 

Reserve Through  Room (Capacity)  

Athletics Facilities Si Melby Gym 

  

Music Building 

Reserve Through  Room (Capacity)  

Event and Conference Planning Rm 4 (25), Rm 5 (25), Rm 22 (30), Rm 23 (30), Rm 

24 (30), Band Room (50), Choir Room (60), Sateren 

Auditorium (220)  

  

Old Main 

Reserve Through  Room (Capacity)  

Event and Conference Planning Rm 101 (24), Rm 102 (18), Rm 103 (12), Rm 104 

(22), Rm 105 (40), Rm 107 (20), Rm 201 (12), Rm 

202 (30), Rm 203 (12), Rm 204 (12), Rm 206 (30), 

Rm 208 (23), Rm 210 (32) 
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Oren Gateway Center 

Reserve Through  Room (Capacity)  

Event and Conference Planning Rm 100 / Adeline Johnson Room (16-40), Rm 103 

(15), Rm 111 (30), Rm 112 (15), Rm 113 (30), Rm 

114 (30), Rm 200 (30), Rm 201 (30), Rm 202 (30), 

Atrium (50 -100) 

  

Outside Locations 

Reserve Through  Room (Capacity)  

Athletic Facilities Field / Dome, Ice Arena, Tennis Courts 

Event and Conference Planning Quad (200) 

  

Science Building 

Reserve Through  Room (Capacity)  

Event and Conference Planning  Rm 123 (133) 

  

Sverdrup Hall 

Reserve Through  Room (Capacity)  

Event and Conference Planning Rm 1 (30), Rm 2 (30), Rm 102, Rm 201 (24), Rm 202 

(28), Rm 204 (24), Rm 205 (24), Rm 206 (28) 
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All four -digit numbers start with 612 -330-xxxx; only the last four digits need to be 
dialed when calling from any designated Augsburg College campus phone. 

Access Center . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  x 1749 

Administrative Accounting . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  x 1088 

Admissions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  x 1001 

Alumni Relations . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1462 

American Indian Student Services . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  x 1144 

Athletics . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  x 1249 

Athletic Facilities . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1504 

Augsburg College Bookstore . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 612-359-6491 

!ȭÖÉÁÎÄÓ . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  612-359-6475 

Campus Activities and Orientation (CAO) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1418 

Center for Learning and Adaptive Student Services (CLASS) . . . . . . . . . . . x 1053 

Center for Service, Work, and Learning (CSWL) . . . . . . . . . . . . . . . . . . . . . . . x 1148 

Custodial Services . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1717 

Department of Public Safety (DPS) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1717 

Event and Conference Planning . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1104 

Hispanic/Latino Student Services . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1309 

Human Resources . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1058 

Information Desk . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  x 1000 

Information Technology (IT) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  x 1138 

Lesbian, Gay, Bisexual, Transgender, Questioning, Intersex and 
 Asexual (LGBTQIA) Services . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1499 

Pan-Afrikan Center . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1022 

Pan Asian Student Services . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1530 

Purchasing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1668 

Residence Life . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1488 

StepUP® . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1405 

Student Affairs Office . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . x 1160 

7ÏÍÅÎȭÓ 2ÅÓÏÕÒÃÅ #ÅÎÔÅÒ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ Ȣ   x 1528 


