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Section 1– ORGANIZATION BASICS
1.1 GUIDELINES FOR ALL ORGANIZATIONS
In order for any organization to have the sponsorship of Capital University Law School, the
organization must have the approval of the school administration and conform to the policies and
requirements set for student organizations.
Students interested in forming a new club or organization should:
1.

Stop by the office of the Director of Multicultural Affairs located on the third floor and request
the papers necessary to start a new organization.

2.

Obtain an advisor. Students may choose any full-time faculty or administrative member they
wish if he or she is available and interested. For additional information, see Section 3.3.

3.

File an Application for Approved Status. The application includes the name and purpose of the
organization, a list of officers, the advisor, as well as other information. Two (2) copies of the
Organization's Constitution need to be included along with the application. For additional
information regarding the required constitution, see Appendix 4.

4.

The Director of Multicultural Affairs will then examine the application and constitution and
determine if the organization meets the requirements set forth in Section 1.3.

5.

The Director of Multicultural Affairs will forward requests for a new organization to the faculty
for approval.

Once the necessary paperwork has been submitted and approval granted, the organization
becomes an approved organization. This approval entitles the group to:
1.
2.
3.
4.

apply for university funding;
use university space for meetings and activities;
be affiliated with the university;
e-mail, webpage and listserve access.

1. Membership
i. Recruiting New Members
i) All members must be currently enrolled in Capital University Law School. Alumni are not
eligible for membership.
ii) According to the Manual of Policy and Procedures (see Section 4.8.04(C)), students who are
on academic probation (who fall below a grade point average of 2.0) may not participate in
extra-curricular activities.
ii. Maintaining Existing Membership
iii. Limiting Membership
All organizations at Capital University Law School are open-membership groups.
2. Officers
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3. Meetings
i) The president must inform the advisor in a reasonable amount of time in advance of meetings so
that the advisor may be present.
ii) All meetings should be placed on the activities calendar. This includes standing organizational
meetings. A named officer must E-mail information regarding meetings to
studentorgevents@law.capital.edu to get information on the calendar (see Exhibit 8).
iii) In case of a change in a scheduled meeting, the activities calendar should be corrected.
iv) Only active members (current Capital students in good academic standing) may participate in
meetings and/or social events.
v) Regular meetings should be held on campus.
vi) Meetings or events held off campus must adhere to university rules.
4. Advisors
i. Purpose of Advisors
i) According to University Policy, all student organizations must have a faculty advisor before
recognition will be given to an organization.
ii) An advisor serves as a resource person. His or her experiences and judgment are invaluable to
the organization.
iii) An advisor assists the organization in achieving the purpose and goals for which it was
organized. He or she serves as a counselor and guide.
iv) An advisor is aware of all school policies and procedures and can serve as a reference on
those policies and procedures.
ii. Responsibilities of Advisors
i) To attend meetings and social functions for the group, when possible, or to provide a faculty
substitute.
ii) To provide advice and feedback to the organization and its officers.
iii) To provide advice on requests for expenditures from the club's treasury and assure that each
requisition bears the name of the appropriate officer in the organization.
iv) To keep informed about the group's activities and status.
v) To familiarize themselves with the provisions, policies and procedures outlined in the Student
Organization Handbook.
iii. How to Select an Advisor
i) Develop a list of faculty or staff members who might be interested in advising your
organization. These might be faculty members or administrators with whom you are
acquainted, or faculty members or administrators whose area of interest is similar to that of
the organization or its officers.
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ii) Meet with those faculty or staff members on your list. Be prepared to explain your
organization, your perceptions of their role as an advisor, the perception of the
responsibilities of an advisor, and the reason that you chose that particular faculty or staff
member.
iii) Select an advisor.
iv) Inform the Director of Multicultural Affairs of your choice.
v) Once you have selected an advisor, the officers of the organization should meet with the
advisor to set goals for the organization and to establish communication patterns. Always
inform the advisor of organization meetings and activities.
vi) If utilized, an advisor can be a great friend and an excellent resource. Their experience
at the university and in life can add a great deal to your organization. Consult them for
advice and assistance; that is why they are your advisor. Also treat them with respect
and remember to express your appreciation for their efforts. Your advisor is donating
their time and energy of their own free will to assist you and your organization.
iv. How to Replace an Advisor
1.1 NEW ORGANIZATIONS
1.1 Gaining Approved Status
"Approved Status" means that the approved organizations are serving the objectives of the total university
and meeting specified standards in terms of membership, activities, reports, and procedures. Approved
organizations may use all of the facilities of the campus, including the reservation of calendar dates and
space, food services, and the use of other facilities within the campus community.
Requirements for gaining approved status are:
i.

To have as its mission one that is not currently being served by an existing student organization.

ii. To have principles in harmony with the high standards of ethical conduct required of members of
the legal profession.
iii. To have no membership limitations other than academic attainment or professional competency
or interest in a particular area.
iv. To have as a goal a contribution to the relig ious, intellectual, or social life of the campus as a
whole and its members in particular.
v. To have as a goal a contribution to the cultural diversity of the Law School in an effort to build a
sense of community at the Law School.
1.2 Requirements for Approved Status
i. Community Service
ii. Fundraising
Gambling and Bingo, as defined in the Ohio Revised Code, may not be used as a fundraiser under
any circumstances. While it would be legal to host poker tournaments at the law school twice a
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year, it would be unfair to allow any organization(s) to have a monopoly on this event. As such,
student organizations may not utilize a poker tournament as a fundraising activity.
A raffle or a “50/50” is permitted so long as the organization is taking in no more than 50%
percent of the profits. Organizations must announce the split up front.
In the case of Bake Sales, none of the food must be touched directly by hand. The food must
either be individually wrapped or the salesperson must be wearing gloves. Salespersons must
also be aware of all the food ingredients in order to alert customers in the case of any food
allergies. Salespeople may not have any known communicable diseases. The student
organization is responsible to keep the area in which they sell clean or else the organization may
face forfeiture of bake sale privileges.
The selling of food, services, or goods must be approved by the Director of Multicultural
Affairs. All fundraising events of student organizations must be approved by the Director of
Multicultural Affairs.
iii. Dues and Other Fees
1.2 CREATING ORGANIZATIONS
1.3 REACTIVATING ORGANIZATIONS
In order to reactivate a dormant organization, the prospective organization leader must fill out a
Reactivation form (see Exhibit 2), and then meet with the Director of Multicultural Affairs. The student
leader wishing to reactivate will work with the Director of Multicultural Affairs in order to meet all the
requirements of reactivation. Keep in mind, prospective reactivated organizations will not receive
funding in their first year of reactivation and must meet the same requirements of approved organizations.
1.4 MAINTAINING ORGANIZATIONS
To maintain approved, active status, an organization must:
1. Have an active membership of not less than ten (10) for at least one (1) semester prior to approval
(exceptions may be made by the Director of Multicultural Affairs).
2. Submit a budget packet (see Section 2) which includes: a student organization data sheet, a report of
all community service and fundraising activities, a copy of your current constitution (and by-laws, if
applicable), and a list of officers for the following academic year. The budget packet must be
submitted to the Director of Multicultural Affairs by the 1st Friday in April.
1.5 WORKING WITH THE SCHOOL ADMINISTRATION
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Section 2 – BUDGET AND FINANCE
2.1 INTRODUCTION
It is important for you to understand that the financial policies and procedures established by the school
serve two fundamental goals:
1. The protection of student funds from misappropriation, either accidental or otherwise.
2. The facilitation of student organizations’ activities whose missions include:
i. principles in harmony with the high standards of ethical conduct required of members of the
legal profession.
ii. no membership limitations other than academic attainment, professional competence, or
interest in a particular area.
iii. a goal to contribute to the religious, intellectual, or social life of the campus as a whole and
its members in particular.
iv. a goal to contribute to the cultural diversity of the Law School in an effort to build a sense of
community at the Law School.
All funding is contingent on presidents and treasurers attending spring budget/transition meeting in April
AND presidents, treasurers and other selected officers attending fall leadership training. Failure to attend
these required meetings will forfeit any funds the group will be allocated.
The actual budget process is as follows:
1.
A timetable for budgeting process is established.
2.

During the Spring Semester, information about funding availability is sent to all Student
Organization Presidents.

3.

Budget Packages (student organization data form, current year’s itemized expense form, next
year’s itemized budget request form, etc.) should be sent to the Director of Multicultural Affairs.

4.

Budget preparers present their budgets to the Funding Commission, who makes budget
recommendations to the Director of Multicultural Affairs.

5.

During the funding, budgets will be reviewed and dealt with one at a time and individually.

2.2 PROCEDURES FOR QUALIFYING FOR ALLOCATED FUNDS
Your student group qualifies to apply for allocated funds (money from the school) for the upcoming
academic year if you were an active, approved group during the current academic school year.
What is an active, approved student organization?
1. you were properly recognized through the Office of Multicultural Affairs
2. you held meetings and activities throughout the year
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3. you had officers or a board who acted in place of officers
4. you had a constitution on file with the Director of Multicultural Affairs, and
5. you had a faculty advisor
To qualify for allocated funds, your organization is required to:
• Conduct at least one fundraising activity each year.
• Participate in at least one community service or public interest based activity of your choosing
(suggestions include, but certainly are not limited to, clothing donation drives, volunteering at a
homeless shelter, legal aid , collecting money for a community based program, etc.).
• Avoid scheduling conflicts with another previously scheduled event. It is imperative you put
your events on the calendar as soon as you know the date. You will not be reimbursed with
allocated funds for an event that conflicts with a previously scheduled event.
Collaboration between student groups is highly encouraged and recommended.

2.3 GUIDELINES FOR TREASURERS OF STUDENT ORGANIZATIONS
1. Student organizations must keep separate money given to them by the law school and their
organizational (private) monies (raised in fundraisers, ticket sales or dues).
2. Here are the general restrictions on how such monies should be spent:
Allocated (school) money (“21 Funds”):
DO spend these funds on events benefiting the entire student body (try to remember this is NOT your
organization's money but your fellow students' money too)
DO NOT spend this money on:
§
§
§
§
§
§
§
§

feeding executive officers
gifts or awards for members or officers
donations to other groups or charities
fundrais ing (without reimbursing these funds from the profits of your fundraiser)
honorariums for speakers or travel fees for speakers (except for specific authorization from
the Director of Multicultural Affairs). De minimus gifts for speakers (e.g. a mug) are
permitted
paying fees or lunches for meetings, speakers or events put on by outside groups
travel for members to outside events (except for specific authorization from the Director of
Multicultural Affairs).
Events held off the law school premises (without the permission of the Director of
Multicultural Affairs), e.g., a paint-ball event or a picnic at a park. Such expenditures are
problematic because even if the event is technically open to all students, they typically result
in attendance by only members and members’ friends. In addition, they often have no
connection to the mission of the law school.

Organizational Money (raised in dues, fundraisers, or ticket sales) (“60 Funds”):
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DO spend this money on events or purposes to benefit your entire membership (even if not open to
the entire school)
§ e.g., spend this money for food and soda at a member-only meeting, party, picnic, or camping
trip
§ e.g., spend this money on cords for all graduating members to wear at graduation
DO NOT spend this money on gifts treating only the officers.
3. As a general matter you should have a copy of the detailed budget proposal submitted by your
organization explaining the events to be held and the monies to be spent on each event. As you go
through the year, update the budget and indicate whether the event was actually held and what monies
were expended (and from which account). This will enable you to submit a detailed budget next year
which records how you spent the past year’s money. You are responsible for explaining how all
monies were spent.
4. You may request a print out from the Student Services Program Assistant regarding the charges made
to your school account and the remaining balance. However, you may only do so after you have
made a genuine effort at recordkeeping first. The Student Services Program Assistant is fully entitled
to limit the number of times he or she will provide this information to a student organization over the
course of an academic year.
2.4 BUDGET TIMELINE
The following are the important dates in the Budget Allocation Process:
Mid-March
Budget Packets Distributed.
Late March / Early April
Required Budget/Officer Transition Meeting for presidents and treasurers.
Early April
Budget Packets (1 copy) are due to the Director of Multicultural Affairs. You may turn them in
electronically or via hard copy. However, NO substitute forms will be accepted. They must be completed
in the appropriate format.
Sign-up times for budget defense will be available outside of the office of the Director of Multicultural
Affairs.
Mid-Late April
Budget Defense.
Mid-Late August
Organization presidents and treasurers will be notified of their allocation for the year.
Required fall leadership training for presidents, treasurers and other selected officers.

-9-

A sign-up sheet will be posted outside of the office of the Director of Multicultural Affairs for groups to
reserve a 15 minute time slot at the Funding Commission meeting to make an “oral argument” in support
of their budget request. Oral argument is not mandatory. The sheet will be posted from 6:00 p.m. the
day before packets are due to 6:00 p.m. the next day.
Reminder: Failure to submit a timely and accurate budget request (that means you turned it in by 6:00
p.m. on the due date, and what you turned in was complete and accurate) will result in a denial or
reduction of any funding.
This is the only time to request funding for the following academic year. There are no supplementary
budget hearing procedures. The decision of the funding commission is final.
2.5 FUNDING COMMISSION
The Funding Commission has primary responsibility for the allocation of monies earmarked for student
activities. Most of these funds are allocated to organizations with campus-wide impact. However, funds
may also be allocated to support projects with campus-wide impact sponsored by special interest
organizations.
The Funding Commission conducts its business during the Spring Semester making budget
recommendations for the next academic year.
COMMISSION MAKEUP
The Funding Commission consists of the Director of Multicultural Affairs, the Assistant Dean of Student
Administration, and up to three students.
FUNDING PROCESS
Each organization requesting allocated (school) funds must complete the following, which makes up the
budget packet:
1. STUDENT ORGANIZATION APPLICATION FOR ACTIVE STATUS (see Exhibit 3)
2. ITEMIZED EXPENSE FORM (see Exhibit 4)
3. ITEMIZED REQUEST FORM (see Exhibit 5)
4. ADDITIONAL DOCUMENTATION, IF NECESSARY
If the organization chooses, they may designate a representative (typically the treasurer) to act as
spokesperson in the budget process who will attend the budget meeting to “defend their budget” in front
of the Funding Commission. Budget defense is not mandatory for all organizations. Each organization
representative is allotted 15 minutes to discuss with the Funding Commission the club's request for school
funding. Each representative must come properly prepared to discuss with the Commission its reasons
for its requests.
Organizations must request time before the Funding Commission:
?
If the organization is requesting money for the first time (new organizations or re-activated
organizations in current academic year)
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?
?

If the organization will have to explain something extraordinary (i.e., new and unusual
programming)
If there is a large discrepancy between the amount the organization was allocated this year
and the amount the organization is requesting for next year

If the spokesperson of a student organization fails to be present for the scheduled meeting time (after
signing up for time), without informing the Funding Commission beforehand, the Funding Commission
must note this absence. It will then be up to the Funding Commission and / or the Director of
Multicultural Affairs to decide what to do with this organization's allocation.
When the Funding Commission has concluded the meeting with each organization, it will then meet in
closed session. The Commission will formulate a "workable" budget for all of the student organizations.
When completed, the Funding Commission will then vote on the budget. If a majority of the Commission
votes in favor of adopting the budget, then the budget will be considered to have the Funding
Commissions approval. At this point, it will be up to the Director of Multicultural Affairs to take the
Budget Committee's "workable" budget and to make any necessary changes which are deemed
appropriate when given an exact budget to allocate (summer or early fall).
The Director of Multicultural Affairs is in charge of distributing the budget to the Presidents of all the
student organizations.
If necessary the Funding Commission will meet periodically during the year to discuss special funding.
2.6 FUNDING CRITERIA
2.7
The Funding Commission reviews Budget Packages based on the following criteria:
1)
2)
3)
4)

5)
6)
7)
8)
9)

Actual organization plans.
Organizational assessment of prior year activities.
Assessment of prior year activities by Faculty Advisor.
Number of members/interest in organization. If a minority-based affinity group
is at issue, the Funding Commission may opt to consider the organization’s
membership numbers as compared to that minority group’s representation in the
Law School student body.
Number of activities accomplished with attendance figures.
Input into the Capital University or Capital University Law School community.
National funding or fundraising effort.
Growth of organization.
Assessment of prior year income and budgeted income.

2.7 BUDGET REQUEST INSTRUCTIONS
The forms referred to in these instructions are included in the appendix.
Keep this in mind as you prepare your request: Budget “padding” is a bad idea. Asking for double
what you need, based on the assumption that the Funding Commission will give you half of what you ask
for, is not the correct way to approach this process. If you are reasonable in your request, you can expect
reasonable treatment by the Funding Commission. Budget requests that are obviously padded or grossly
overestimated will be looked upon with disfavor.
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It is important to remember that there are quite a few student organizations and no group ever gets
everything they request. A set dollar amount has to be stretched between all the student groups.
Step 1
If you haven’t already, read the entirety of Section 5 of this handbook.
Step 2
Complete the Student Organization Application for Active Status form (See Exhibit 3). This form is
required of ALL returning student organizations that want to be recognized and plan to be active in the
upcoming academic year, regardless of whether or not the organization is requesting funding.
Step 3
Compile information for all your events from the current school year so you are able to complete the
“ITEMIZED EXPENSE FORM.” (See Exhibit 4)
Information needed for this form:
• Beginning and ending private account balances
• Any donations, cash or otherwise from sponsors or donors
• Any other sources of income
• Money spent (allocated and private) for each event
• Description of events: Social, recreational, educational, community service, fundraising, or other
• Attendance at each event
• State whether the event was for organization members only or was the event open to all comers
• A brief narrative of organization’s activities for the year
Step 4
Determine the organization’s needs for the entire year. Make a list of all planned activities for which
the organization is requesting Allocated Funds in chronological order, preferably by month, and estimate
the cost of each activity, itemizing each component of the activity. List these on the ITEMIZED
BUDGET REQUEST FORM (see Exhibit 5). In the “Item Number” column of the form, number the
items sequentially.
Where an activity has several components (e.g., the organization is planning an activity which requires
food, renting tables and chairs, and hiring entertainment), you should list each component as a separate
item. This benefits the organization – since money is limited, it allows the Funding Commission to fund
part of an activity, as opposed to denying funding for the entire activity.
Put the amount the organization is requesting for the item in the “Amount Requested” column. Do not
put anything in the “Amount Allocated” column.
Feel free to attach additional documentation explaining or supporting your request, including descriptions
of events, or assumptions used in estimating costs. Additional documentation is not required – supply it
at your own discretion (on big requests, this is your chance to prove that the organization is not padding
its budget).
If you need more than one “Itemized Budget Request Form” (Exhibit 5), make copies or just add lines
through MS Word.
Step 5
Add up the “Amount Requested” column on each form and put the total in the “Total” box at the bottom
of the form.
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Step 6
Complete the Itemized Budget Request Form (Exhibit 5).
Step 7
This is important: If your group receives, or expects to receive, funding from any other source for any
activity, you must include a statement with your request disclosing the source, amount, and purpose of
the funding.
Step 8
Prepare your packet. Make sure to include each of the following, as appropriate:
•
•
•
•
•

Student Organization Data Form (which includes: list of group members,
constitution, by-laws-if they exist)
Current Year’s Itemized Expense Form
Next Year’s Itemized Budget Request Form
Disclosure of funding from outside sources (if appropriate)
Other Documentation (if applicable)

Step 9
Either e-mail or drop off the packet to the Director of Multicultural Affairs by 6:00 p.m. on the due date.

Step 10
By the due date, sign up for an optional (unless required for your organization) 15 minute oral argument
slot at the Funding Commission meeting.

2.8 GUIDELINES FOR REQUISITIONS AND DEPOSITS
General Supplies and Postage
All general supplies can be obtained from the reproduction area located in the mailroom on the first floor.
Any special requests for supplies should be placed with the supply/duplicating clerk (ext. 6827). Unusual
or expensive orders will have to be approved by the Director of Multicultural Affairs before the
supply/duplicating clerk will place the order. This clerk keeps a stock of general office supplies such as
pencils, paper, paper clips, pens, etc. If the clerk is not in her office during the day when you need
supplies, please see the Student Services Program Assistant for assistance. The supply/duplicating
secretary will fill out a form indicating what supplies were given, and these will be charged to your
account.
Under most circumstances, there will not be an approval of reimbursement requests for office items
purchased other than through the supply/duplicating clerk. There must be prior approval. Any special
order placed through this clerk will take up to a week to fill.
Postage should also be run through the meter in the supply/duplicating clerk’s office. Fees for postage
will be charged against your account. With a little planning this procedure will be easier and more
economical for you and the school.
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Printing
A designated organization leader will print documents from their personal account. The printing cover
sheet must then be taken to the organization’s faculty advisor for a signature. The printing cover sheet
will then be taken to the IT department for a credit to the organization leader’s personal account.
Requisitions
A requisition should be prepared for invoices that you wish to be paid. All requests must be made within
thirty (30) days of the date of the invoice. Separate requisitions must be completed for each person to be
paid.
Requisitions usually take two weeks for processing on Main Campus. This means requisitions should be
made promptly when receiving invoices to insure prompt payment. No requisitions will be accepted for
invoices more than thirty (30) days old.

Procedures For Filling Out Requisitions
1.
All payments, except for payroll and travel reimbursement, must be initiated with a
Payment Requisition form. This form may be typed or hand written (legibly) as follows:
a. Fill in the organization’s name at the top of the form to the left of “ DEPARTMENT.”
b. Fill in PAYEE NAME & ADDRESS – Many companies have a remittance address that
differs from the corporate address. The address shown in this block should be the remittance
address. This address should be included even if special instructions are given (see below) to
forward the check to another individual for distribution. Please make sure the address is
correct and check the box if it is a new or change of address. The computer can
accommodate 5 lines of address with 24 spaces per line. Addresses longer than this should be
typed on an envelope and enclosed with the requisition. If the check is to be made out to an
acronym, please write out what words the letters stand out for under special instructions.
Vendors are listed under the full words spelled out.
c. Fill in SOCIAL SECURITY NUMBER or FEDERAL ID NUMBER – This will not be
required on most requisitions. It is required only when an individual or corporation has
provided services for which we must issue an IRS for 1099. Examples: honorariums,
awards, services provided by persons not employed by Capital (including students), and
businesses providing services (as opposed to materials).
d. Fill in DATE CHECK TO BE WRITTEN – This is the date that the computer will generate
the check. If the date falls on a weekend or holiday, the check will be written on the next
business day. Make sure the date inserted will allow us to take advantage of any discounts,
and avoid late payment fees and interest. To compensate for slow mail delivery or the
possibility of a weekend delay, we suggest that you enter a date that falls 5 days before the
payment due date. Please avoid using “ASAP.” If you enter ASAP or no date, the Finance
Office will use its discretion as to when to write the check. Payment requisitions should be
received several days before the check is to be written so that there is sufficient time to enter
it into the system. Please allow sufficient time for the approval process.
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e. Fill in VOUCHER TOTAL – This should be the total of the check to be written, and must
agree with the total of all amounts listed on the lower part of the requisition.
f.

SPECIAL INSTRUCTIONS – Enter here any special instruction that the Finance Office
should know in order to properly access the payment. For example, while we would
encourage checks to be sent to the payee directly from the Finance Office, we will forward
the check to another individual for distribution if so instructed. If you would like to pick up
the check from the Finance Office, please note this here. In most circumstances, if the payee
is a student, the check should be returned to the Student Services office.

g. ENCLOSE WITH CHECK – If you want anything to be enclosed with the check when it is
mailed from the Finance Office, you must identify it here and attach it to the payment
requisition. This is in addition to what you attach for documentation. If all or part of the
supporting documentation is to be mailed with the check, you must provide sufficient copies
of the documentation so that the Finance Office can retain one copy to support the
expenditure and mail one with the check.
h. Fill in INVOICE # & INVOICE DATE – IF the payment requisition relates to a vendor’s
license, the invoice # and date must be shown. The invoice # will then be printed on the
check stub. If you have multiple invoices to the same payee, and if a purchase order was not
involved, you may list all invoices on the requisition form. If there is no invoice #, use the
account #.
i.

DESCRIPTION – Enter here the brief description you want to appear on the check stub. It
should be a description that will be meaningful to the payee. This description should be 25
characters or less, including spaces.

j.

Fill in AMOUNT – The total of all amounts listed in the column must agree with the Voucher
Total shown above. Make sure the amounts reflect any discounts to which we are entitled.

k. Fill in DEPARTMENT No. – When using organization funds, this will be your student
organization number. If you are using allocated funds, then it is the student comptroller No.
which is 17139 (except for the SBA, which is 17437).
l.

Fill in OBJECT No. – See Appendix 3.

m. “Requested By” must be signed by the organization treasurer and dated in order for the
requisition to be processed. If this requirement is not followed, the form will be returned to
the organization prior to submission to main campus.
n. Once the requisition paperwork (see Exhibit 7) is filled out, the organization will need to
provide TWO copies of the requisition, and THREE copies of the receipts . Staple
together the ORIGINAL requisition and the ORIGINAL receipts and a COPY of the
receipts . Then staple each of the other two copies of the requisitions to the remaining copies
of the receipts and provide the materials to the Student Services Program Assistant. (If there
is more than one receipt, you can put them on one page as long as they are legible. You can
hand deliver these items to the Student Services Program Assistant on the third floor or put it
in his or her mailbox on the fifth floor.
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o. Up to 15 separate invoices to the same vendor can be placed on the same requisition form.
For each invoice, there can only be one dollar amount per account number, but unlimited
account numbers.
Deposits
Deposits should be recorded on a deposit sheet which can be picked up with the Student Services
Program Assistant on the third floor. Fill out all the information requested including the complete
account number (with line number). Attach checks or include cash and have the Director of Multicultural
Affairs sign the deposit so that he or she is aware of the transaction.
Give the completed deposit to the Student Services Program Assistant. Do not put deposits into anyone’s
mailbox. Deposits usually go to Main Campus on a weekly basis.
Please note that checks should be made out to the Capital University or endorsed over to the University
for deposit. All checks should be deposited within 90 days of the date on the check.
Accounting
It is the responsibility of your organization's treasurer or e quivalent or in the absence of the treasurer,
the organization's president or equivalent, to watch your accounts, to maintain appropriate records and to
be certain that your organization does not overspend its accounts. Requisitions, Deposits, and request
for accountings from the Assistant Dean of Student Administration should be handled by the
treasurer or equivalent.

- 16 -

Section 3 – EVENTS
Event planning is a time consuming process. There are many details that can make or break an event. In
this section, we hope to give you practical tools so your event will run smoothly.
3.1 TYPES OF EVENTS
1. On Site
2. Off Site
3.2 EVENT LOGISTICS
1. When to Have Your Event
Before planning a major event, refer to the web calendar located at:
https://culsnet.law.capital.edu/calendar/graphic.cfm. Avoid scheduling conflicts with other law
school or campus events and holidays. Large events should be planned at least two months in
advance to ensure appropriate notice for location, food and guests.
To ensure further avoidance of scheduling conflicts, a designated member of your organization is to
attend one SBA meeting a month. Your representative must be prepared to report on when your
organization plans to hold its regular meetings, what events or activities are scheduled or in the
planning stages for the coming 30 days, and whether there may be opportunities for partnerships
among various organizations with respect to hosting speakers, organizing events, etc. Your
representative must be prepared to bring information from these meetings back to your organizations
and your membership.
Try to plan events to maximize attendance. Planning programs between day and evening hours (5:00
p.m.) allows access for the widest range of students. Most events should be planned for the
weekdays. However, if you are planning a weekend event, it requires several more months notice.
Please discuss your event in advance with the Director of Multicultural Affairs for specific details.
2. Where to Have Your Event
Depending on the size of the group, you may only need a classroom. For other more formal events,
you may want to consider the Huntington Student Commons. Be sure any location you select is
accessible to all students.
3. How to Fund Your Event
Through the budget process, you may request funds for specific events (“Allocated - 21”). In
addition to charging admission for the event (sometimes feasible, sometimes not), other possible
sources of income are dues and fundraising.
Student organizations frequently co-sponsor large events so they can pool funds. Even outside
organizations may be willing to assist for some free “advertising.” Bar/Bri, Lexis and Westlaw have
been known to assist with student organization events.
4. Catering
The only business entity with which we have a charge account at this time is Donato’s. Their catering
number is (614) 864-2444. When you place your order (you should order a day ahead of time) you
will need to give our account number (CAP7305) and your full name. Please make sure that
someone from your organization is waiting at the security desk a few minutes before the expected
delivery since our security staff has no idea who orders food and where to find that person. Once you
have signed the receipt, write the name of the student organization on the top and give it to the
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Student Services Program Assistant. When the bill arrives, it will be taken from the applicable
organization’s budget.
The organization will need to make sure to ask the Donato’s catering rep to provide plates and
napkins (and cups if needed) for enough people.
The organization may order pizza or food from somewhere other than Donato's, but the organization
will need to pay for it and then be reimbursed by completing the proper requisition and submitting
receipts (See Section 5.7.1 and exhibit 7).
If an organization plans on having alcohol at its event it must conform with Section 7 of this
handbook.

3.3 USING UNIVERSITY FACILITIES
1. Room Reservations
All reservations for space in the Law School, including meeting rooms and the Huntington Commons,
will be made via the student organization’s e-mail account to studentorgevents@law.capital.edu. These
facilities may be used by any registered student organization.
The date, time, and room needed must be specified. Extra time before the event begins for set-up,
rehearsal, etc. may also be requested. Any need for equipment not normally in the room, (blackboard, PA
system, projector, TV/VCR, room arrangement, tables, etc.) should be included as part of the room
reservation so appropriate arrangements can be made. Final set-up arrangements must be made at least
one week prior to the event. If the scheduled activity is canceled, the Student Services Program Assistant
should be notified as soon as possible. This allows time for another group to schedule the room and also
for the notification of Law School personnel.
When all of the information has been submitted to student services, the completed request will be sent to
the school’s Event Coordinator, Carmel Martin. She will then provide the student organization with
official notice if the reservation is confirmed or denied.
Some events will require the presence of security personnel. These include events that are all-school or
open to the public; require the organization to be in the building after the regular hours when the building
is open; or at the request of the security office. A list of those attending may sometimes be needed by the
security office.
Sponsoring organizations are responsible for equipment and facilities, proper clean-up and return of all
equipment and supplies. Individuals and organizations WILL BE CHARGED for the repair and
replacement of facilities and equipment, and are also responsible for any and all expenditures.
There are several areas of the law school in which there are no "formal" means to reserve, like the
Huntington Commons. However, prior notice is necessary (you may be bumped if there is a prior activity
going on). If you would like to hold an event in an area such as this, it must be approved in advance by
the Director of Multicultural Affairs. Capital University Law School assumes no liability for the loss of,
or damage to, personal or organizational property that occurs during the rental or use of the facilities.
2. Table Reservations
To assist in communicating an organization’s purposes, services, and events, lobby tables
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are placed in appropriate areas. Tables must be reserved in advance by contacting the Student
Services Program Assistant on the third floor or by sending an email (at least 48 hours in advance,
not including weekends, holidays or days the building is closed) to
studentorgevents@law.capital.edu with the subject line “table reservation.”
The e-mail must contain the following information (limit of 1 table per organization):
o Name of organization reserving table
o Purpose of table reservation
o Name and contact information of person making reservation
o Name and contact information of people who will be staffing table
o Date and start & end times of table reservation request
3. Parking Lot or Parking Space Reservations
4. Using Space around the Building or Grounds
5. Using School Property
i. Bulletin Boards and Walls
ii. Other School Property
3.4 INVITING GUESTS
Large events are often centered on a specific invited guest. It is critical that events with distinguished
guests are planned far enough in advance so everyone can put it on their calendars. “Everyone” means
deans, faculty, students and other members of the law school community. You want to give as much
notice as possible to ensure there are no conflicts for guests, too. The Alumni Office is an excellent
source for speakers.
It is very important to give invited guests contact numbers in case somethin g comes up. Additionally, on
the day of the event, you need to remind the Dean’s Office and the security desk where and when the
event is so if someone calls or comes to the school, they can be directed to the appropriate location. You
should designate someone to meet guests at the building entrance and to escort them to the event location.
Guest Parking can be found by looking at http://culsnet.law.capital.edu/StudentServices/Parking.asp.
If you are interested in having the Dean introduce your guest or have him participate in your program in
another way, please contact Debbie Scott, Dean Simpson’s Assistant at (614) 236-6383,
dscott2@law.capital.edu at least 2-3 months prior to the event date.
After the event, it is important to remember to send all guests thank you letters.
3.5 MOVIE POLICY
The Copyright Act contains a statutory exemption from the performance right for instructional
activities in the classroom. The classroom exemption is only available to "non-profit educational
institutions" and is subject to the following requirements: (a) performances must be shown "in the
course of . . . teaching activities" which involve "systematic instruction [and] whatever their cultural
value or intellectual appeal", do not involve performances "given for the recreation or entertainment
of any part of the audience", (b) performances must involve "face-to-face teaching activities"
meaning that either an instructor must be present in the room or "in the same building or general
area" and (c) performances must take place "in a classroom or similar place devoted to instruction"
such as "a studio, a workshop, a gymnasium, a training field, a library, the stage of an auditorium
itself, if it is actually used as a classroom for systematic instructional activities." The exemption does
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not apply to "performances in an auditorium or stadium during a school assembly, graduation
ceremony, class play or sporting event where the audience is not confined to members of a particular
class." If a performance of a copyrighted movie falls outside these parameters, it will not qualify for
the classroom exemption.
If you would like to screen a film on campus as part of a public campus program (including an
academic film series), you must obtain a Public Performance License (typical range: $300.00 $500.00) for the individual film(s) from a licensing agent, which allows you the right to screen your
film publicly at CULS. This license is required even if your film is offered to the public for free and
is educational in nature. If using University facilities for the screening, you will be required to
provide the appropriate University entity with a copy of the license that specifies the title and
screening date of the approved film. Federal Copyright Laws protect all movies viewed in public
areas regardless of format (16 mm, 35 mm, video tape or DVD). Video Tapes and DVDs that are
available for purchase, rental, or library check-out are for private home viewing purposes only.
There are, however, a few exceptions. You may screen the film publicly if:
1. The film is in the Public Domain.
2. You have written permission from the film’s producer or other holder of the right to grant such
permission.
3. The film is obtained from a company that provides a Public Performance License with the film’s
purchase.
3.6 CONTRACTS
No student is authorized to enter into any contract which purports to bind the University or the Law
School in any way, shape or form. For example, only an authorized member of the staff may contract for
the use of a facility for a function held outside of the University.
3.7 POLICY ON ALCOHOL BEVERAGES ON CAMPUS
Alcoholic beverages may be served at officially scheduled events under special conditions and subject to
the approval of the University administration. Alcohol cannot be paid be paid for with “Allocated” funds.
1.

A request to serve alcoholic beverage form must be completed. A form can be obtained through
the Director of Multicultural Affairs. (See also Exhibit 6)

2.

The locatio ns at which an alcoholic beverage may be served are restricted and require the
approval of the Director of Multicultural Affairs. Outdoor alcohol consumption will not be
permitted.

3.

Programs where alcohol is served are not permitted at the Law School on school nights. Some
exceptions are permitted for special functions.

4.

At all events where alcohol is served:
(a)

Non-alcoholic beverages must be available at the same location as the alcoholic
beverages and sold at the same price or for less/no charge.

(b)

Substantial food items must be available. When the food runs out, the serving of alcohol
must cease.
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(c)

Alcoholic beverages served are restricted to beer and wine.

(d)

Organizations must limit the amount of alcoholic beverages served to individuals.

(e)

Organizations may serve only two alcoholic beverages to each individual. Each glass of
beer served must be 12 oz. or less; each glass of wine served must be 5 oz. or less.
Appropriately sized cups must be used. Organizations must provide a system for
distribution of alcoholic beverages, such as tickets or stamping of hands.

(f)

The Director of Multicultural Affairs must approve the amount of alcohol purchased for
each event.

(g)

Two non-drinking representatives of the organization must be present where the alcohol
is being served at all times.

5.

Attendance at events is limited to Capital Law School students, faculty, staff and their escorted
guests with proper identification.

6.

A list of the names of officers of the sponsoring group must be provided to the Director of
Multicultural Affairs the day before the scheduled event. These individuals will be responsible
for upholding State and campus laws. The sponsoring group should have its advisor at the
function.

7.

If alcoholic beverages are sold, the sponsoring group must apply for an Ohio liquor Control
Board Beer Permit through the Director of Multicultural Affairs well in advance of the date of
the event.

8.

Appropriate steps must be taken for proper publicit y. All publicity posted in public areas of the
School must be approved by the Director of Multicultural Affairs. Advertising for events where
beer or wine is available may not include any reference to alcoholic beverages, price or price
advantage.

9.

Beer and wine only may be sold or given to individuals who are 21 years and over.

10.

The sponsoring group is responsible for cleaning up the area after the event.

11.

Sponsoring organizations and officers will be held responsible for damages to physical facilities
incurred as a result of the event.

12.

The sponsoring group or organization has the responsibility to prevent participants from taking
alcoholic beverages to or from the event.

13.

Violation of any of the above stipulations may result in the loss of privileges to the sponsoring
group or organization.

ALCOHOL PERMITS
As stated in the alcohol policy, beer and wine permits are required by State Law at public events where
beer will be sold.
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If the Ohio State Law Should be revised or amended, this policy will be subject to change to assure
compliance with the new statute.
3.8 POLICY ON ALCOHOL BEVERAGES OFF CAMPUS
Student organizations may not purchase, sell, or otherwise provide alcohol at events at off campus
locations or establishments, and they may not arrange to have alcohol available for purchase at discounted
prices. Student organizations may purchase food for such events, but students who wish to consume
alcohol must purchase their own drinks directly from the off-campus establishment. Student
organizations may publicize the event at the Law School, but if alcohol will be available at the event, any
publicity must conspicuously state that Capital University Law School is not sponsoring the event.
3.9 POLITICAL CAMPAIGN RELATED ACTIVITIES AT THE SCHOOL
Capital University Law School must strictly follow judicial and IRS rulings that define what is and is not
allowed. Penalties for improper political activity can include the loss of Capital’s tax exempt status,
imposition of taxes on the university, and other risks, such as government lawsuits, audits, and
investigations.
To ensure that Capital is complying with all rules and regulations, the school follows the guidelines put
out by the American Council on Education. These guidelines can be found in Appendix 5.
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Section 4 - COMMUNICATION
4.1. PUBLICITY
1. Use of the University Seal and Logo
2. Any use of the Capital University Law School logo or seal must be first approved by David Ball, our
Communications Director. His email is dball@law.capital.edu.
3. Flyers
The standard form of publicity is posting flyers within the law school on the cork boards on the first floor
and the library lobby. To do so you must get a flyer approved by the Student Services Program
Assistant on the third floor.
4. Event Calendar
All internal events should be submitted to the web calendar at studentorgevents@law.capital.edu. Every
Friday, all upcoming school events will be compiled and emailed to the school community.
5. List Serves
i. Access
ii. Blasts
iii. Use and Abuse
6. Social Media
7. Kiosks
When you send events to the events calendar, you can ask to have it posted on the various events monitors
throughout the law school by emailing kiosk@law.capital.edu.
8. Webpages
9. Publicity for Events
4.2. OTHER TYPES OF PUBLICITY
All publicity should state the PURPOSE of the event. All events should have an end goal in mind – such
as a fundraiser -- and make that the main emphasis of the e-mail, the poster or other medium. If your
event just happens to be at a bar, you should clearly note and explain that the charge or money raised goes
to fund your student organization, Barristers Ball, or some other future philanthropic endeavor.
Publicity is probably one of the most important aspects of any event. Depending on the magnitude of
your program, you may only want to publicize within the “law school walls.” Whatever the event is, you
must determine your target audience. Is it a school wide, campus wide, or community wide event? Do
you want to include local businesses, alumni, or area civic and governmental leaders?
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Appendix 3 – REQUISTION LINE ITEM DEFINITIONS
EXPENDITURES
Line Item Definitions
Awards and Trophies......................................
Memberships/Dues.........................................
Office Supplies..........................................…..
Postage..........................................................
Printing..........................................................
Registrations, Fees, and Conferences...........…..
Social Expense................................................
Travel Expense (employee)............................
Travel Expense (non-employee).....................

71007
71602
71001
71201
71006
71601
71603
71401
71402

71007 - AWARDS and TROPHIES:
Cost of monetary and other awards to individuals.
71602 - MEMBERSHIPS and DUES:
Membership charges in organizations and activities. Where the receiving of a magazine is
dependent upon a membership, this code will be charged.
71013-PRINTING (in house):
Charges for use of the xerox machines located at the Law School and for printing from on
campus computers. There will be a $50.00 allocation out of their budget for each
organization.
71001 - OFFICE SUPPLIES:
Expendable office supplies.
71201 - POSTAGE:
Cost of stamps and other mailing charges i.e. Airbourne, Federal Express, UPS, etc.
71013 - PHOTOCOPYING:
Costs for printed material secured from printing companies. The printing of the
University Catalog is an exception for this code.
71601 - CONFERENCE FEES and REGISTRATIONS:
Registration and fee costs at conferences.
71603 - SOCIAL EXPENSE:
Costs incurred by individuals and departments, and for other approved activities,
examples of which are: entertainment and meals for visitors; flowers and/or cards for the
sick and deceased; movies and musical groups hired for entertainment.
71401 - TRAVEL (employee):
Cost of travel by University personnel including food, lodging and transportation.
71402 - TRAVEL (non-employee):
Cost of travel by authorized visitors including food, lodging and transportation.
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Appendix 4 – SAMPLE CONSTITUTION
CONSTITUTION
The following is a suggested constitution format. Some student groups are less structured or
traditional in nature and, therefore, might not have the need for an elaborate constitution. The following
items are to be addressed. A club's constitution can be simplistic or detailed as dictated by the group's
needs.
If you need help in writing or composing a constitution, contact the Assistant Dean of Student
Administration.
Article I

Name of Organization and Affiliations.

Article II

Purpose of the Organization. Organizations should include a complete statement of
purpose. Programs sponsored by the organization should be in keeping with the club's
stated objectives.

Article III

Membership:
1.
2.
3.

qualifications
dues
types

Voting membership should be defined generally as limited to Capital students, faculty
and staff. Capital will not recognize any campus organization which categorically denies
consideration for membership because of race, ethnicity, age, gender, religious belief,
sexual orientation, or physical or mental disability.
Article IV

Officers:
1.
2.
3.
4.

titles of officers
terms of office
how officers are selected
duties

Organizations should have the necessary officers to conduct their activities. Do not
create too many offices. Names of current officers and advisor(s) must be listed with the
Assistant Dean of Student Administration for continued recognition.
Article

V

Meetings:
1.
2.
3.

regular
special
needed quorum

It is best to establish only the minimum number required and the approximate time of
year in order to avoid creating requirements impossible to fulfill. Additional meetings
can always be held.
Article VI

Advisor. Each organization must have a faculty or staff advisor.
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Article VII

Standing Committees (if needed). List names and general duties of standing committees.

Article VIII

Executive Board (if needed). Provide for such a board, how it is selected, and its
responsibilities.

Article IX

Parliamentary Authority. The usual statement reads: "The rules contained in Roberts'
Rules of Order Revised shall govern this organization in all cases to which they are
applicable unless they are inconsistent with the constitution and bylaws and special rules
of this organization."

Article

Method of amending constitution and bylaws (if any). Generally, amendments require a
majority of 2/3 or 3/4 of those voting or of total membership.

X

Bylaws A club need not have bylaws separate from the constitution. On the other hand it is sometimes
desirable since bylaws usually contain more details and are more easily amended than the
constitution. They are more permanent than passing a motion at a meeting. They cannot
run contrary to the constitution.
Bylaws typically include;
Conduct of Business Rules
Election Rules
Details of Role of Standing Committee
Procedural Matters - such as admitting members, removing
members, special rules, auditing procedures, etc.
Special Projects and Programs
Adoption

All bylaws and the constitution must be formally adopted by the organization.
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Appendix 5 – AMERICAN COUNCIL ON EDUCATION’S GUIDELINES

Political Campaign-Related Activities of and at
Colleges and Universities
We summarize here “do’s” and “don’ts” of potential entanglements of colleges and universities,
and their personnel, in campaigns for public office. The summary is not exhaustive and omits legal
citations. It is based on judicial and IRS rulings under Section 501(c)(3) of the Internal Revenue Code;
IRS guidance; and the Federal Election Campaign Act of 1971, as amended, as well as Federal Election
Commission regulations that apply to colleges and universities.
State law requirements that govern campaigns for state and local office vary and are not addressed here.
Also not specified here are the penalties for improper political activity by and at a college or university.
They can include loss of the institution's tax-exempt status, imposition of taxes on the institution and its
responsible managers, and other risks, including federal or state government lawsuits, audits, and
investigations.
We recommend that the institution’s counsel be consulted before proposed actions are taken in
this area. This memorandum states general propositions, is not legal advice, is educational in nature and
does not address the advisability as a matter of institutional policy of engaging in the activities identified
below.
I. ILLUSTRATIVE PERMITTED ACTIVITIES
A. Voter education (including voter guides) and voter registration
Y1. Conducting training programs designed to increase public understanding
of the electoral process or to encourage citizens to become involved in the
process, provided that such training is nonpartisan in the recruitment of
instructors, the selection of students, and the curriculum. The program should be
widely publicized, although groups underrepresented in the electoral process may
be targeted.
Y2. Annually preparing and distributing a compilation of voting records on
major legislative issues that involve a wide range of topics, without political
skew and without editorial opinion, provided that the information is not widely
distributed and is not geared to coincide with the election period. Guides such as
these should avoid rating candidates, even if the rating criteria are nonpartisan
(e.g., based on professional qualifications). (See N2 below.)
Y3. Circulating unbiased questionnaires to all candidates for an office, and
tabulating and disseminating the results; provided that the questionnaires cover a
broad range of subjects and neither reflect political skew nor contain editorial
opinion. Candidates should be given a reasonable amount of time to respond to
the questionnaires. To the extent the questionnaires include questions with “yes
or no” answers, candidates should be given an opportunity to explain their
answers.
Y4. Conducting public opinion polls with respect to issues (rather than
candidates), provided that the questions are framed to be fair and neutral,
accepted polling techniques are used, and the questions do not directly or
indirectly concern records or positions of particular candidates or parties. With
respect to such activities of faculty, the limitations should be addressed with due
regard for academic freedom.
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Y5. Participating in non-partisan voter registration activities, even when
aimed at groups (such as urban voters, young people or minorities) likely to favor
a certain political candidate or party, provided that the activities are not intended
to target voters of a particular party or to help particular candidates, and provided
further that particular geographic areas are not selected to favor any party or
candidates.
B. Candidate appearances
Y6. Providing access to air time on a university-owned radio station on an
equal basis to all legally qualified candidates for a public office, in a manner
consistent with the limits imposed by Federal Communications Commission
standards.
Y7. Providing opportunities to speak at college or university events on an
equal basis to all legally-qualified candidates for a public office. If the institution
chooses to invite candidates to speak individually in the capacity as a candidate,
it must take steps to ensure that all such legally qualified candidates are invited
and that none are favored in relation to the activity. For example, if a university
invites one candidate to speak at a well-attended annual banquet, but invites
another candidate to speak at a sparsely attended general meeting, the university
will not have provided equal opportunity to participate. An explicit statement
should be made as part of the introduction of the speaker and in communications
concerning the speaker’s attendance that the institution does not support or
oppose the candidate. Campaign fundraising at the event should be prohibited.
The institution must make reasonable efforts to ensure that the appearances
constitute speeches, question-and-answer sessions or similar communications in
an academic setting and are not conducted as campaign rallies or events.
Y8. Conducting institution-sponsored public forums to which all legally
qualified candidates for a public office (or for the nomination of a particular
party) are invited and given equal access and opportunity to speak, if the format
and content of the forum are presented in a neutral manner.
Y9. Inviting candidates to appear in a non-candidate capacity, provided that
the individual is chosen to speak solely for reasons other than his or her
candidacy, the individual speaks only in his or her non-candidate capacity, no
reference to the election is made, and the organization maintains a nonpartisan
atmosphere on the premises or at the event. Campaigning at the event should be
prohibited. The institution should clearly indicate the capacity in which the
candidate is appearing and should not mention the candidacy or the upcoming
election in any communications announcing the candidate’s attendance.
C. Issue advocacy
Y10. Engaging in usual and permissible lobbying and public policy
education activities, within the constraints ordinarily applicable to such
activities conducted by a college or university. This is a complex topic that
warrants fuller analysis and advice. Special caution is indicated with respect to
heightened, different or targeted lobbying and public policy education activities
conducted during a campaign season
D. Use of institutional resources
Y11. Establishing genuine curricular activities aimed at educating students
with respect to the political process. For example, the IRS approved a political
science program in which, as part of a for-credit course, university students
participated in several weeks of classroom work to learn about political campaign
methods, and then were excused from classes for two weeks to participate in
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campaigns of their choice, without the university influencing which campaigns
were chosen.
Y12. Rearranging the academic calendar to permit students, faculty, and
administrators to participate in the election process, if the rearrangement is made
without reference to particular campaigns or political issues; provided that the
recess is in substitution for another period that would have been free of curricular
activity.
Y13. Providing financial and administrative support to a student newspaper
even though the newspaper publishes editorial opinions on political and
legislative matters.
Y14. Allowing established student groups to use institutional facilities for
partisan political purposes, provided that such groups pay the usual and normal
charge, if any, for use of institutional facilities by student groups. Fees usually
are not required for traditional, on-campus student political clubs. Generally,
groups other than student groups should be charged. Administrators and faculty
should take special care in relation to any such proposed student activities, to
avoid the appearance of institutional endorsement and to observe the other
principles this memorandum identifies. Subject to applicable law, institutions
may as a matter of their own general policy decline to permit their facilities to be
used for such purposes.
Y15. Adopting a voluntary payroll deduction plan that would allow individual
employees to direct a portion of their wages to the political action committees
(“PACs”) for their respective unions, provided that the institution’s activities
with respect to the PAC are ministerial and simply involve transferring the funds
earmarked by the employees to the PAC chosen by the employee, the institution
has absolutely no role in the management or governance of the PAC or any
influence over the selection of candidates or political parties to be supported by
the PAC, the institution’s name is not used or otherwise acknowledged in
connection with any contributions made by the PAC to any candidates for public
office, the institution is reimbursed for costs associated with the plan, the
institution takes steps to ensure that no employees associate the PAC with the
institution, and the institution does not allow employees to participate in PAC
activities during work hours other than in the performance of the ministerial
activities described above.
Y16. Providing hyperlinks to the web pages, or other space on the institution’s
website, of all legally qualified candidates for a public office, if a tax-exempt
purpose (e.g., “voter education”) is served by offering the link and the link is
made in a manner that does not favor one candidate over another. (See N13
below.)
E. Participation in the election process by faculty, administrators, and other
employees of the institution
Y17. Members of the college or university community are entitled to
participate or not, off-hours, as they see fit, in the election process; provided
that speaking or acting in the name of the institution is prohibited except as
described in this memorandum; provided further that they are not acting at the
direction of an institutional official; and provided further that if the institution is
identified, that the opinions that are expressed are not the opinions of the college
or university should be communicated.
Y18. A faculty member, administrator or other employee may, if permitted
by institutional policies and procedures, engage in federal campaign-related
activity that is (a) outside normal work hours; or (b) within ordinary work hours,
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if the time is made up within a reasonable period by devoting a comparable
number of extra hours to work for the institution; (c) charged to vacation time to
which the person is then entitled or occurs during a regular sabbatical leave; or
(d) during a leave of absence without pay taken with the institution's approval.
The institution should consult applicable state law concerning permitted
volunteer activities by employees in connection with campaigns for state or local
office. Senior institutional officials, such as the president and the vice-president
for governmental affairs, should ordinarily refrain from or otherwise limit
campaign activity, as there is risk that such activity would be perceived as
support or endorsement by the institution. (See N16 below.)
Y19. Public statements, oral or written, by institutional officials (such as the
president and deans) in support of a candidate, political party, PAC or the like,
where the institutional official clearly indicates that his or her comments are
personal and not intended to represent the views of the institution. For example,
the IRS condoned a full-page advertisement in a local newspaper, paid for by a
candidate, where the advertisement referred by name and title to the president of
a 501(c)(3) organization as a campaign supporter, when the ad expressly stated
that the “titles and affiliations of each individual are provided for identification
purposes only.” (See N15 below.)
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II. ILLUSTRATIVE PROHIBITED (OR, IN SOME INSTANCES, QUESTIONABLE) ACTIVITIES IF
UNDERTAKEN BY THE INSTITUTION OR BY AN INDIVIDUAL WHOSE ACTIONS ARE
ATTRIBUTABLE TO THE INSTITUTION
A. Voter education (including voter guides) and voter registration
N1. Conducting “voter education” activities, such as those involving
questionnaires, if confined to a narrow range of issues or skewed in favor of
certain candidates or a political party. For example, the IRS has disapproved
such activities that involved selected voting records of certain incumbents on
a narrow range of issues, such as "land conservation."
N2. Publishing ratings of the candidates, particularly in situations where the ratings
could be viewed as reflecting the views of the institution, or institutional resources are
used in connection with the preparation or publication of such ratings without
reimbursement at the usual and normal charge. (See Y2 above.)
N3. Endorsing, expressly or impliedly, a candidate for public office. Examples of
express endorsement include the placement of signs on university property that show
support for a particular candidate, and contributing to political campaign funds. Examples
of implied endorsement are public statements at a college or university event by an
official of the institution, praising a particular candidate in relation to the holding of
public office, and a pattern of institutional activities in relation to or support of a
particular candidate.
N4. Commenting on specific actions, statements or positions taken by candidates,
including incumbents, in the course of their campaigns. The institution is not forbidden to
comment on specific issues pertinent to its tax-exempt purposes, particularly if it has a
track record of commenting on such issues in non-election years.
N5. Promoting action (voting) with respect to issues that have become highly
identified as dividing lines between the candidates. This principle does not bar the
institution from commenting on issues critical to its tax-exempt purposes, if it has a track
record of commenting on such issues in non-election years, but the principle does bar
encouragement of voting on one side of such issues.
N6. Coordinating voter education activities with campaign events.
B. Use of institutional resources
N7. Coordinating institutional fund-raising with fund-raising of a candidate for public
office, political party, PAC or the like.
N8. Reimbursing college or university officials for campaign contributions.
N9. Providing mailing lists, use of office space, telephones, photocopying or other
institutional facilities or support to a candidate, campaign, political party, political
action committee (PAC) or the like free of charge. If mailing lists or facilities are sold or
rented to a candidate or campaign, the items must be made available to all other
candidates on the same terms and at fair market prices. Additionally, the institution should
be prepared to show that it did not take the initiative in making the items available and
that the sales or rentals are part of an ongoing pattern in which similar items are provided
to unrelated, nonpolitical entities. Counsel should be consulted on the potential for
taxation of revenues generated by such sales or rentals.
N10. Using institutional letterhead in support of a candidate, political party, PAC or the
like.
N11. Sponsoring events to advance the candidacy of particular candidates.
N12. Using message boards and forums affiliated with the institution's website to
support particular candidates, if the statements of the provider of the information can be
reasonably attributed to the institution. A disclaimer that states that the opinions are
neither those of the institution nor sanctioned by the institution is recommended in those
public discussion areas where the information could reasonably be attributed to the
institution.
N13. Providing hyperlinks to the web pages, or other space on a university’s website, of
one or more candidates for public office in a manner that favors one candidate over

another. Generally, information posted on an institution’s website that favors or opposes a
candidate for public office is treated the same as if it was distributed printed material, oral
statements or broadcasts that favored or opposed a candidate. Institutions should
diligently monitor the content of the linked website for any changes.
N14. Providing a candidate a forum to promote his or her campaign if other candidates
are not treated equally, even if the forum is not intended to assist the candidate. For
example, the IRS concluded that a charitable organization violated the prohibition on
campaign intervention when the candidate solicited funds on the organization’s behalf,
because the content of the solicitation included campaign rhetoric.
C. Participation in the election process by faculty, administrators, and other employees of
the institution
N15. Public statements, oral or written, by institutional officials (such as the president
and deans) in support of a candidate, political party, PAC or the like, where there is risk
that the statements would be perceived as support or endorsement by the institution. For
example, the IRS has indicated that it would be inappropriate for a column titled “My
Views” to appear in a university’s monthly newsletter in which the university president
stated, “it is my personal opinion that Candidate U should be reelected”, even though the
president paid part of the cost of the newsletter. American Council on Education Page 8 of
8 Division of Government & Public Affairs November 2007
N16. Remarks at an institutional meeting by an institutional official in support of a
candidate, political party, PAC or the like. For example, institutional officials should
not make statements that could be perceived as support for a particular candidate at a
regular meeting of the Board of Trustees.
The foregoing is not exhaustive. Considerable judgment in the application of these principles is like ly to be
required. When activities that are separately identified in this memorandum are combined, an institution should
analyze the interaction between the activities, as the interaction may affect whether the institution is engaged in
political campaign intervention.
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Exhibit 1 – APPLICATION FOR NEW CAMPUS ORGANIZATION
APPLICATION FOR A NEW CAMPUS ORGANIZATION (Sample)
Date ___/___/___
Organization _________________________________________________
Please list the goals and objectives of this organization.

How does this organization contribute to the religious, intellectual, or social life of the campus as a whole, or it's
members in particular?

What is the number of active members? ___________
Organization Representative:

_____________________________________

Email:

_____________________________________

Phone # :

_____________________________________

Signature:

_____________________________________

Approved by:
__________________________________________________________
Assistant Dean of Student Administration
Please include:
1.
2.
3.

Two (2) copies of your Constitution.
An Application for Active Status of Student Organizations.
A List of Charter Members and Phone Numbers.

Exhibit 2 – APPLICATION TO REACTIVATE DORMANT ORGANIZATION
APPLICATION TO REACTIVATE A NEW CAMPUS ORGANIZATION
Date ___/___/___
Organization _________________________________________________
What will be the number of active members? ___________
Organization Representative:

_____________________________________

E-mail:

_____________________________________

Phone # :

_____________________________________

Signature:

_____________________________________

Approved by:
Assistant Dean of Student Administration

______________________________________

Please include:
1.
2.
3.

Two (2) copies of your Constitution.
An Application for Active Status of Student Organizations.
A List of Members and Phone Numbers.
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Exhibit 3 – APPLICATION FOR ACTIVE STATUS

Organization
Name:
What are your organization’s general purpose/mission/goals?
Purpose:
Mission
Goals:

Title

Next Academic Year Officers and Contact Information
Name
e-mail (school e-mail
only)

Phone

Class

Organization presidents will be on a distribution list from Student Affairs and will be considered the primary contact for us.
If your organization uses a board with no specific officers, please indicate by * who will be the Student Affairs contact.
Did you work with a Faculty Advisor?

Yes

No

If yes, who?
Do you have a private checking account?
If yes, where is located?
Who is (are) the signers on the accounts?
What is the process you use to turn over the account each year?
If you do not have a private checking account, how do you
handle any money brought into the organization (dues,
fundraising, etc.)?
How much money did your organization raise this year?
Did you receive funds or ‘gifts’ (e.g., food or drink for an event)
from any other sources (donors, sponsors – BarBri, etc)?

Yes

No

Yes

No

Please attach a copy of your current constitution (and by laws, if applicable)
Also include a list of current members
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Exhibit 4 – ITEMIZED EXPENSE FORM
CURRENT YEAR ITEMIZED EXPENSE FORM
GROUP NAME:
AMOUNT ALLOCATED:
AMOUNT OF GENERAL CASH DONATIONS TO ORGANIZATION THIS
YEAR:
BEGINNING BALANCE IN PRIVATE ACCOUNT (IF APPLICABLE):

TOTAL FUNDS TO WORK WITH THIS YEAR:

ITEM NUMBER

T
Y
P
E

DESCRIPTION1

2

M/O
OR
A/S3

AMOUNT
SPENT –
SCHOOL
FUNDS

AMOUNT SPENT –
PRIVATE FUNDS4

TOTAL AMOUNT SPENT CURRENT ACADEMIC YEAR
ENDING BALANCE IN PRIVATE ACCOUNT (IF APPLICABLE)

Note if there was any collaboration with other organization and their contributions (financial or otherwise) to the event; list any sponsors
(and what they provided) and total attendance at event.
2 Type refers to if the program was educational (E), social (S), recreational (R), fundraising (F), or community service in nature (the event may
fit into more than one category). If it does not fit into one of the listed categories, list (O) for other and include the reason why.
3 Members only or all students
4 If applicable -make sure you note any donation of funds or other items from sponsors or donors, specific to that event.
1
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Exhibit 5 – ITEMIZED BUDGET REQUEST FORM
UPCOMING ACADEMIC YEAR ITEMIZED BUDGET REQUEST FORM
GROUP
NAME:

ITEM
NUMBER

DESCRIPTION

This column for
Funding
Commission use
only
T
Y
P
E

M/O
or
A/S

TOTAL REQUEST/ALLOCATION
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AMOUNT
FROM
PRIVATE
ACCOUNT

AMOUNT
REQUESTED –
SCHOOL FUNDS

AMOUNT
ALLOCATED

Exhibit 6 – ALCOHOLIC BEVERAGE REQUEST FORM
REQUEST TO HOST AN ACTIVITY OR SERVE ALCOHOLIC BEVERAGES
(Please return to Jennifer Carlock on the 3 rd Floor in Administration)
ORGANIZATION: ______________________________________________________________________
CONTACT PERSON: _________________________________Phone:_____________________________
EVENT: ______________________________________________________________________________
EVENT DATE: _____________________________ EVENT TIME: ______________________________
PURPOSE: ____________________________________________________________________________
LOCATION REQUESTED: ______________________________________________________________
Will Alcoholic beverages be served?

Yes

No

Type of Alcoholic Beverage served:

Beer

Will alcoholic beverages for sold?

Yes

No

Will there be an admission Charge?

Yes

No

Wine

Type of Food Ordered: __________________________________________________________________
______________________________________________________________________________________
Type of Non-Alcoholic Beverages: _________________________________________________________
______________________________________________________________________________________
Do you need any of the following:
Trash Cans : Yes
Tables :

No How many: _____ Set up time : _____ Take down time : _____

Yes No How Many : ______ Set up time : ______ Take down time : ______

AV Needs: Yes No

Type: _________________________________________________
How Many: _____ Set up time: _____ Take down time : ______

Name of Faculty Advisor: ___________________________________________________________
Requested By: _____________________________________________________________________

_____________________________________
Approved/ Assistant Dean of Student Administration
PLEASE NOTE:
1) Alcoholic Beverages are limited to beer and wine
2) You must serve food and non-alcoholic beverages in conjunction with alcoholic beverages.
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Exhibit 7 – Payment Requisition Form

PAYMENT REQUISITION

DEPARTMENT:

PAYEE NAME AND ADDRESS:

SPECIAL INSTRUCTIONS:

Vendor/Voucher # for Accounts
Payable Personnel only
Vendor #
Social Security Number
Voucher #
Purchase
Order #

Enclose with Check:
Copy of Invoice

Federal ID Number

Letter

Check box if new address
or change of address

Other :
Date check to be written
(allow 5 days for mail)

Voucher Total
Invoice

Invoice
Date
/
/
/
/
/
/
/

/

/

$

Description (limit 25 spaces)

Amount

Account Number
Fund Dept. Object

/
/
/
/
/
/
/

IMPORTANT: The original invoice or other appropriate documentation and any items to be enclosed
with the check must be attached to this requisition.
Typed Name

Signature

REQUESTED BY:
APPROVED BY
SUPERVISOR:
If over $1,000:
APPROVED BY
VICE PRESIDENT:
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Date

/

/

/

/

/

/

Exhibit 8 – ROOM REQUEST FORM

Event Reservation Form (YOU MUST COMPLETE AND SUBMIT THIS FORM
ELECTRONICALLY-WE NO LONGER PROCESS PAPER REQUESTS)
Please email to studentorgevents@law.capital.edu
*Please submit this form at least 5 full business days before your event.*
IMPORTANT: If you are requesting a room for an event, ALL questions on this form must be
answered. Forms with unanswered questions will be returned.
Organization Name:
Representative Name:
Email address:
Phone number:
Type of Event (meeting, reception, etc.)
Table needed in Huntington Commons hall?
Serving food from the table?

Yes

Yes

No

No

Date and Time of Event or Table Usage
(If more than one date/time for same event, please list below.)
Date of Event

Event Start Time

Event End Time

1)
2)
3)
4)
If you are requesting a table only, you may stop here.
Estimated attendance:
Room preference (number): ___

Second choice: ___
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How would you like the furniture to be arranged?
___Default setting for the room.
___Theater style (rows of chairs)
___Classroom Style (rows of tables with chairs)
___ Hollow square
___ U-shape
___ Conference style (long conference table with chairs)
___ Banquet style (large, round tables with chairs)
___ Reception style (few or no tables or chairs)
Special set-up instructions, if any:

Will food be served at this event?

Yes

No

Are you arranging for food delivery to the law school for your event? Yes No
Food vendor’s name?
Organization contact information for date of delivery:
Name:
Cell Phone:
Will you have visitors or outside speakers at this event?

Yes

No

Will the visitors or outside speakers need reserved parking in the lot next to the law school?
No

Yes

How many parking spaces are needed?
Will you need help from maintenance?

Yes

No

If yes, please describe

Will you need audio- visual equipment assistance from IT? (Two weeks’ notice required.)
No
If yes, please describe:
Comments/Questions/Special Requests for Your Event:
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Yes

Web Calendar Event Entry
Please give all pertinent information for the calendar entry. Edits possible to accommodate the space
available.

Please submit kiosk entries to kiosk@law.capital.edu at least two business days before you would
like the announcement to appear.
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