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What is a Registered Student Organization (RSO)?

RSQO’s are a way for like-minded students to join together for a common purpose to better
themselves and the larger Dalton State College campus community.

All RSOs fall under the authority of the Office of Student Activities and the governing body of
the Student Activities Council. Every RSO’s President holds a seat on President’s Council and all
members of President’s Council serve on Student Activities Council. Meetings are held the last
Friday of every month and are listed in detail in the Dalton State student planner.

To be considered “registered,” an organization must annually submit an updated constitution
and roster as well as attend the mandatory training meeting. After registering, RSO’s can

advertise for events, spend money, reserve rooms, and function in any way that an organization
normally does. Without completing the registration process, these privileges are removed.

Most forms and information related to RSO’s can be found at www.daltonstate.edu/studentlife.

Hazing will not be tolerated with any Dalton State College Registered Student Organization,
whether on campus or off.
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Institutional Sponsorship of Student Activities

1.

Dalton State College sponsored events are not required to have a faculty/staff
advisor present; however, faculty/staff advisors are strongly encouraged to attend..
Exceptions can be made by the Director of Student Activities and/or VP for
Enrollment & Student Services.

All activities in which the college or student activity budget is accessed will be
considered as college sponsored and must have an advisor’s preapproval and
approval from the Assistant Director or Director of Student Activities.

All off-campus events that use college provided transportation must be driven by a
faculty, staff, or student employee. The copy of the driver’s Drivers License must be
provided to Public Safety prior to the date of the trip. If a college vehicle is
unavailable and/or the student(s) chooses to transport themselves, mileage will NOT
be reimbursed. Exceptions can be made by the Director of Student Activities or the
VP for Enrollment & Student Services.

All events that are formally publicized through the Office of Student Activities will be
considered college sponsored and must have an advisor’s preapproval and approval
from the Assistant Director or Director of Student Activities.

Any event that is considered to be part of a class or offered for class credit will be
considered college sponsored.

Any event involving Dalton State College (DSC) students, faculty, or staff which does
not access the college or student activities budget, does not use college provided or
reimbursed transportation, and does not formally advertise through the Office of
Student Activities is not classified as a college sponsored activity.

For ALL DSC sponsored activities, the college will provide, if available, appropriate
access to funds, publicity, transportation, supervision, waivers, travel requests, and
Tripster insurance.

For ALL DSC sponsored activities, students will abide by the Student Code of Conduct
as listed in the Constitution of the Student Body section of the DSC handbook.
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Procedure for Organizing an Event

1. Why the event: When organizing the event the most basic question needs to be
answered: Why are you planning an event? Events are anything from an RSO
meeting, a fundraiser, a social activity or a speaker. The committee, RSO, or
academic department should discuss the possible event. The discussion and
decision should be reflected in the meeting minutes, or in the case of the academic
department, in a divisional proposal.

2. Decide on Date: The Office of Student Activities must check the calendar of events
for open dates before date is finalized.

3. Reserve a Room: Room reservations are made through the Office of Student
Activities for the Pope Student Center (please use form online) and Pat Kresl in
Enrollment Services for the use of a classroom or Memorial Auditorium (please use
form online). If you would like to reserve a room in Continuing Education you must
contact Sarita Gale (sgale@daltonstate.edu).

4, Publicize Event: The Office of Student Activities provides many ways to publicize
your event. If you would like to publicize an event and are looking for other creative
ways to advertise, stop by the Office of Student Activities for more ideas.

() Flyers/Signs: All materials must be submitted at least two weeks in advance. You may
submit a sign request or you may design the flyer and the Student Activities Staff will
post the publicity across campus. All publicity must receive prior approval before being
posted. If material has not been approved by the Office of Student Activities it will be
removed. See Posting and Publicity Policy for more information.

(b) Campus Announcements: The Office of Student Activities can post information on the
“Campus Announcements” section of DSConnect. All information needs to be
submitted at least two weeks in advance via email to dldavis@daltonstate.edu. Please
submit exactly what you would like the Campus Announcement to read as well as the
Subject line you want used. Also include a contact person’s name and email address in
case any questions arise.

(c) Stall Wall Weekly: The Office of Student Activities post a weekly calendar of events in
all restrooms across the campus. If you would like to publicize on the Stall Wall Weekly
you must submit the following information at least two weeks in advance to the Office
of Student Activities.

Submit: Name of Event, Time and Place of Event, other important details (for example:
free food or guest speaker) and include a contact person’s name and email address.
Submitting materials does not guarantee you will be in the Stall Wall Weekly. There is
limited space. Therefore, space in the Stall Wall Weekly is on a first come first served
basis.
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(d) Pope Student Center Scrolling Television Screen: The TV screen in the game room
is called a Potomac. If you would like a slide to rotate on the screen to
advertise your organization, create a slide in landscape on MS Publisher.
When you are finished, save the title as the title of the event and the date it
occurs, or the date the slide needs to come down. Also, be sure to change
the file type to jpeg. (example: SW Club Ice Cream Social 9-22.jpg) Then email
it to dldavis@daltonstate.edu. If you have several for the semester they can
be put in in advance if you tell us the date you want them to appear as well.
Please allow a week for the slide to go up once emailing it.

(e) Stairwell banners- If you would like to hang a banner in the stairwell of the
Pope Student Center, just like posters and fliers put up on campus you will
need to have you banner approved by the Office of Student Activities. If you
would like to use the banner paper and paints in the Office of Student
Activities storage closet, you must give at least 24 hours notice to ensure that
a student worker will be available to assist you at that time.

(F) Painting the Rock- (see the Rock Policy for more details) Paint to paint the rock
can be purchased through your RSO budget . You will need to email Donna
Lee Davis at dldavis@daltonstate.edu at least one week in advance of when
you would like to have the paint. Please list the type of paint, color of paint,
and how many cans. A week later, your paint can be picked up in Student
Activities. Money for the paint will be transferred out of your account. Please
remember that the background color of all advertisements must be navy
blue or silver. To keep your posting up for longer, you will need to include
the date of the event you are advertising. Anything more than a week away
can be painted over. You do not need to ask permission to paint the rock.

(9) Poster Printer and A-Frames- The Office of Student Activities has recently
acquired a large poster printer and A-frames in which to display them around
campus. If you would like to print a poster on the poster printer you will
need to email the document to be printed to dldavis@daltonstate.edu a
week prior to needing the posters. An ink cartridge or paper roll will be
charged to your RSO account. This allows you to print 16 posters (including
any that have errors not of Student Activities’ fault). To check out the A-
frames, you will reserve them at the front desk in Student Activities just like
any other equipment check out. Also, just like any other equipment check
out, if the A-frames are lost, stolen, or damaged, your club will be held
accountable with the cost of replacing them.

(h) Table reservations- To reserve a table in a building to set up to advertise an
event, you must first reserve the space to make sure there is not an event
already taking place when you plan to use the table. You will reserve the
space according the building reservation forms (see reservation section in
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this manual for more details). In your reservation state the number of tables
and chairs you will need set up and their specific location. If you would like to
check out a tablecloth to cover your table, just stop by the Office of Student
Activities and check out the table cloth from the person working the front
desk.

(1) community Press- If you want a press release to go out about your
organization’s upcoming event, you must receive approval from Dalton State
Public Relations. Please contact Jane Taylor in Public Relations at 272-4587.
If you are ever notified by any public press that they will be attending your
event or that they want to interview you about something related to your
RSO, please notify The Office of Student Activities and Public Relations as
soon as possible.

*** No advertising for an event should take place until confirmation has been
received on room reservations and any money for food or items used for the event
are being processed.

5. Contracted Events: A DSC Contract and/or Contract Rider are signed by DSC
(Director of Student Activities and VP for Fiscal Affairs) and the artist. Liability
insurance and workers compensation verification are required from the artist.
Contracts need to be submitted to the Director of Student Activities at least two
months in advance. If you have questions concerning contracts, please see the
Director of Student Activities.

6. Required Funds: If you need RSO funds to cover the cost of items needed for an
event, all supporting paperwork with written quotes, necessary phone numbers,
federal id numbers, and the purpose for purchase and advertising materials for the
event. All paperwork needs to be submitted to the Assistant Director of Student
Activities at least two weeks in advance. Complete processing may take as long as
three weeks, so please plan ahead. Remember, you cannot advertise items at an
event until their purchase has been approved.

7. Evaluation: For some events and programs it is necessary to complete an evaluation.

Evaluating an event will help you see where changes can be made to approve the
event for future similar events.
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Posting and Publicity Policy

All publicity and promotional material for on and off-campus events and activities, including but
not limited to: posters, notices and banners must be approved by the staff of the Office of
Student Activities of Dalton State College. Publicity also must carry the Office of Student
Activities stamp before being posted. All publicity and promotional material must carry the
name of the sponsoring organization or individual responsible for the event or activity. Signs
and flyers should not contain lewd or offensive words, symbols, or pictures.

All material submitted for approval will be posted by the Office of Student Activities personnel
in approved locations. These approved locations include but are not limited to the Pope
Student Center and the Student Activities’ bulletin boards located around campus. Flyers
promoting off-campus events or services may be posted only on the community bulletin board
located in the Pope Student Center.

No signs or flyers are to be posted on the building exterior or glass. Signs and flyers should not
impair the safety of traffic or pedestrians.

All materials should be submitted in a size no larger than 11" x 17”. In certain situations,
expectations will be made to this regulation. Approval to post items larger than 11" x 17"
should be obtained before said items are printed.

All publicity must be received by the Office of Student Activities for approval at least two weeks
before said event. Publicity is simply turned in to the person working the front desk in the
Office of Student Activities or is sent via email to dldavis@daltonstate.edu.

Any material posted in unapproved locations, not bearing the Office of Student Activities stamp
or otherwise not in compliance with these regulations will be removed immediately.

Dalton State College’s input as to the relocation and timing of posting advertisements may be
required in certain circumstances. Dalton State College reserves the right to remove, or to
request the removal of, any signs/posters/advertisements and the student
organization/individual may be restricted from further postings.
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Budget Request Procedures

1. During the spring semester, all RSOs complete a Budget Request Form. Budget Request
Forms are due at the March Presidents’ Council Meeting each year. On the Budget
Request Form each RSO makes a request for next year’s budget allotment.

2. During the spring semester, a budget projection meeting is conducted after the Budget
Request form deadline. The Budget Committee is comprised of the four member-at-
large students on SAC and the current SAC President, and the Vice President for
Enrollment and Student Services, the Director of Student Activities, and the two faculty
members that serve on SAC for the current. Each line item account in the Student
Activities budget is assigned a dollar amount based on projected budget income and
information obtained from the completed Budget Request Form.

3. An RSQO’s or campus office’s entire proposed budget submitted may be approved.
However, this does not mean that every event, trip, meeting, party, etc. listed on the
proposed budget request was approved. All events still require pre-approval by both
the RSO advisor and the Assistant Director or Director of Student Activities.

4, The projected budget is submitted to the Student Activities Council for discussion and
approval.
5. Final approval is obtained from the Board of Regents’ Office through the Dalton State

College Vice President for Fiscal Affairs Office.

In order to receive approved RSO funds all RSO Advisors and Presidents MUST attend a
Training Meeting each fall.

Divisional Proposals

Divisional Proposals are accessed through the Student Activities Council. A Divisional Proposal Form
can be found on the Student Life webpage.

Divisional Proposals may be submitted by a faculty/staff member on behalf of their Division.
Campus Departments who submit a Divisional Proposal may request funds for guest speakers, class
trips, or conferences. Divisional Proposal funds must only cover student expenses and cannot cover
expenses of professors or advisors.

RSO’s may submit a divisional proposal for an unplanned event. An unplanned event does not
include an annual event or annual conference. RSO’s can not submit a Divisional Proposal for issues
concerning poor budgeting of funds.

Proposals will then be reviewed by the Student Activities Council at the monthly meeting

immediately following the Monday submission of materials to the Assistant Director of Student
Activities. The SAC will vote on the proposal during the meeting it is proposed.
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Purchasing Options

In order to purchase ANY item for your RSO’s use there must be supporting paperwork in the
form of approved club minutes, a meeting agenda and/or RSO publicity submitted to the
Assistant Director of Student Activities at least two weeks prior to purchase. This means that
last minute planning will not allow for purchases.

There are two options by which you may purchase items for your club. The Assistant Director
of Student Activities will review your request and suggest the best option.

1. Purchase Requisition / Check
Please provide the following for the Purchase Requisition:
Name of company, business, and/or school
Address
Phone number
Fax Number
Fed ID number / tax exempt number / SS#
Supporting paperwork, i.e., conference paperwork, contracts, etc.

2. Petty Cash
If receiving petty cash is the best option, a receipt must be returned with any funds
not spent. Petty cash purchases may include small items needed at Wal-Mart, the
Paper Factory or other local establishments as well as pre-approved meals on official
DSC trips or activities. Please note on the travel request form the amount of petty
cash the advisor or student will need. Petty cash will be given to students only. Club
advisors may receive petty cash for students if they would prefer to be responsible
for all money and receipts.

Food Purchases:

All food purchases must be disused with the Assistant Director of Student Activities and then
made through Glenda Pileggi in DSC Food Services. In order to make this purchase the DSC
Food Services Order Form must be emailed by the Assistant Director of Student Activities prior
to submitting the form to DSC Food Services. Please contact Glenda Pileggi at 706.272.4441 or
at gpileggi@daltonstate.edu for menu questions. Exceptions to using DSC Food Services can be
made but prior approval to do so must be obtained by the Director of Student Activities. Forms
can be found on the campus drive at M:\FOOD SERVICE\Food Service Assistance. Please ask
your advisor for access to these forms. Forms require one week advanced notice for order to
take place. Purchases must stay within the per diem and have appropriate documentation to be
processed (see fee guidelines section).

If you have any questions on how to purchase items, please email the Office of Student
Activities. No question is a dumb question!
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Travel Requests

Any Dalton State College representative, i.e., student, faculty, or staff, must complete a Travel
Request Form when traveling on College business. This includes all RSO and student activity
events, conferences, and programs.

Faculty advisors traveling with students on RSO business must also complete a Travel Request
Form. Both student Travel Requests and advisor Travel Requests must be signed by the
Director of Student Activities and the Vice President of Enrollment & Student Services since
Student Activity money is funding the trip. All students traveling on the trip must sign the
Student Trip Registration Form/ Liability Waiver and Alcohol Policy, which is also available on
the Office of Student Activities website.

Exceptions include students traveling in personal vehicles even though College transportation is
available; students traveling from home to a central location where the RSO or group will meet
and then begin their activity or program (i.e., MLT students meeting regularly at Hamilton
Medical Center for class supplements, or club groups traveling individually to Atlanta to take a
tour of the Atlanta Zoo). These students must still sign the Student Trip Registration Form/
Liability Waiver and Alcohol Policy Form.

Travel Requests provide official permission for students and faculty/staff travel and are used to
obtain reimbursement for business expenses purchased with personal funds.

The Travel Request Form is completed as follows:
Fill in the current date. Check the appropriate line designating a form of personal leave
or business travel.

In the case of business travel, indicate dates of departure and return. Specify nature of
business (i.e., SAC Retreat) and location (i.e., Jekyll Island, GA). Expenses are itemized
and completed on the form to include meal expenses per person, lodging per room, and
transportation costs. The registration fee, if applicable, is inserted in the proper space.
Please indicate if the College is to prepay this fee as is sometimes required to hold your
reservation at a conference. If the College prepays and the student, faculty or staff
member does not attend, that person is responsible for reimbursing DSC for the
prepaid fee. Total the expected expenses.

The employee/student signs and dates the form. The circle of signatures then begins
with the Division/Department Head, Director of Student Activities, V.P. for Enrollment
and Student Services, and V.P. for Fiscal Affairs sign all student activity Travel/Leave
Requests for students.

In the event that a school vehicle is used, the words “DSC vehicle” would be inserted in
the mileage blank. (we should not be reimbursing for milage.)
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In the event that other drivers are needed, in addition to the advisor, only Student
Workers can be used, and they must be on the college payroll.

Please use the vehicle request form to request a college vehicle. This must be done in
writing to be sure the van is reserved.

Attached to the travel form must be written documentation of any fees requested as
well as a list of all students attending and their 9000#s and a printed map to the travel
destination.

The travel form and all required documentation must be submitted to the Assistant
Director of Student Activities at least three weeks before planned travel if money is
requested, and one week before planned travel if no money is to be requested.

Faculty/Staff in attendance

For student travel, at least 3 students must be traveling on a trip to use institutional funds to
pay the fees of one faculty/staff member. Only one faculty/staff member can be covered for
every 5 students in attendance on trip. (Example: If nine students are going on a trip, only one
faculty or staff member can be paid for out of institutional funds.)

Trip deposits

In an effort to minimize spending funds on student travel for students who cancel on us, for all
trips/conferences that cost $20 or less, the student must put down a deposit for the entire cost
of the trip and will be reimbursed on the day of the trip when they travel, or the money will be
put toward reimbursing the organization for funds lost due to the student’s change of plans. For
trips that cost more than $20, half the cost of the trip or $20 (whichever is greater) is the
minimum deposit required for students to sign up for the trip. RSO Advisors (or designees) are
responsible for the collection and disbursement of trip deposits.

***Any vehicle (or room) requests that are not cancelled within a day or their requested use
and go unused will cause the RSO to forfeit later reservations.

12 |RSO Manual 09-10



Travel Checklist
1. Travel Request completed for each person traveling.
A. Advisor must have Department Head sign request
B. Return to the Assistant Director of Student Activities
2. Waivers for students must be completed and signed, then returned to the Assistant Director
of Student Activities after trip completion.
3. Registration

A. Advisor to pay by cash/credit card and will be reimbursed by College if under $35

B. College to pay by check (hand deliver), if over $35 and with proper documentation,
remember to get receipt

C. College will mail check if arrangements are made in advance or Advisor is unable to
pay at time of registration

4. Lodging

A. Advisor must make own reservations

B. Methods of payment
1. College to reimburse faculty/staff (must have TAX EXEMPTION FORM)

2. College to pay by check (hand deliver or mail). This option is only available to
students, and the advisor must have written confirmation from hotel including
exact cost per room without tax

5. Vehicle reservation

A. Complete form and return to Public Safety.

B. If a DSC vehicle is available, drivers can put gas on the DSC gas card. An employee id
number is needed in order to use the DSC gas card. This number can be obtained
through Payroll in Fiscal Affairs.

6. If a DSC Vehicle is not available, then no gas reimbursement will be provided.

A. Food (See Travel Regulations on DSC website)

Since students would normally pay for their meals even if they are not on a college

sponsored trip, meal expenditures on student trips are strongly discouraged. Due to

time limitations of meal reimbursements, the Assistant Director of Student Activities
must pre-approve all meal expenses.

B. Students will be given petty cash, if requested. ALL RECEIPTS and EXCESS MONEY
are to be RETURNED within two days of returning to campus
Student meals breakdown: Breakfast - $S6, Lunch - $7, Dinner - $15. Money left over
from one meal does not supplement the cost of any other meals.

C. Faculty/Staff will be reimbursed for food, but will not receive petty cash
1. Receipts are not required for faculty/staff
2. Final amount should not exceed requested amount

7. Advisor is responsible to make students aware of the STUDENT CODE OF CONDUCT.
8. After trip is completed:

A. The Advisor must complete travel expense report. The Director of Student Activities
must be added as a reviewer on the online expense report for submission to be
complete. If you are unaware of how to handle this, please contact Brenda
McMuarry in the Business Office at 272-4435 or Jami Hall in Student Activities.

B. Turnin all required receipts (GAS, HOTEL, FOOD, REGISTRATION FEE)

C. Students must go to the Business Office to close their accounts
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Student Drivers

All student drivers must be included in the Travel Request Form and have filled out the Student
Trip Registration Form/ Liability Waiver and Alcohol Policy before departing Dalton State
College. The proper advisors, department heads, and administrators must sign these forms
before the student leaves the campus.

Student drivers must be employees of Dalton State College (student workers). No exceptions
will be made to this rule, unless under an emergency situation. Student drivers must be at least
18 years of age and have a valid driver’s license. A driving records check must be done through
Public Safety to ensure a good driving record. Any student drivers must submit a photocopy of
their driver’s license one week before every trip where he/she will serve as the driver.

Student drivers who drive vehicles rented by Dalton State College for an outing must be 21
years of age or the required age the rental company has stated and must be an employee of
Dalton State College.

Alcohol and Tobacco Policy

All students participating in a Dalton State College sponsored activity must adhere to the Code
of Conduct as described in the Constitution of the Student Body located within the College
Catalog. Students are required to sign a “liability waiver and alcohol policy” before departing
on a trip. Any violation of this agreement will result in Disciplinary Action against the student.
Regardless of age, alcohol cannot be consumed or purchased during student travel.

Since Dalton State became a Tobacco Free Campus on August 1, 2009, students are required to
abide by the Tobacco policy on all Dalton State property, which includes in Dalton State vehicles
requested for travel.

Students are recommended to request a DSC vehicle for travel if an eligible driver is available.

No mileage reimbursements, regardless of the situation, will be provided to students taking
personal vehicles for student travel.
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Dalton State College Risk Management Policy

The Board of Regents of the University System of Georgia strongly recommends the use of the
following instruments to protect instructors and others in the administration of athletic and
recreational activities.

1. Notice to all persons participating in athletic or recreational activities.
2. Release, Waiver of Liability, and Covenant Not to Sue.
3. Verification of Health and Accident Insurance coverage.

To be effective, these documents must be signed as a package at least annually by all persons
who participate in extracurricular athletic and recreational activities. (Memorandum from
Henry G. Neal, May 7, 1990)

Risk management for RSOs, meetings, organizations, and events that are held on campus seems
to be met satisfactorily by completing the above requirements. The Office of Student Activities
at Dalton State College does request that students fill out the three instruments for each
different activity for the year. This is done so that students are made aware that risks may be
different in attending a club meeting versus intramural participation or versus participating in
novelty events such as the Velcro Fly Wall, etc... Therefore, the same student may have waivers
filed under RSO, under a special event, and for intramural participation.

Additional ways an institution may reduce liability. Factors that may help reduce liability:

1. Emphasize to students participating in group trips and special events that the student
assumes the risk. Make sure the hazards involved are stated. This can be done in a
group meeting before the event, such as a ski trip, or through the use of a written
statement, which each student signs after reading.

2. Use waivers to show that the student was forewarned about the specific event.

3. Use licensed professionals whenever possible, as in rafting, skiing, rock climbing, etc...
Make sure the professional is covered under Workman’s Compensation and Liability
Insurance.

4. |Insist that participants provide their own, personal insurance.

5. Distribute handouts stating that the participant and not the institution assume hazards
and risks.

6. Have students and student groups generate their own funds so that student activity fees
are not used for certain events.

15 |RSO Manual 09-10



Registered Student Organization Account Ledger

Date | Transaction Description | Withdrawal Deposit Balance
amount amount

Please keep up with your budget here so that you will know at any time what
amount is remaining in your account.

*Agency account deposits and withdrawals should be kept track of separately
from regularly allocated funds.
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D ALTON Dalton State College

Office of Student Activities
STUDENT TRIP REGISTRATION FORM

Please complete every line, usinBANvhere not applicable. Be sure to complete all pages and sign where indicated.

Full Name: DSCID: 9000
Address:

Date of Birth: Phone Number(s):

Trip semester: Fall Spring Summer

StudentMUST be registered for classes during semester of travel.

Sponsoring Organization:

Trip Destination: Date(s) of Trip:

Trip
Leader/Advisor(s):

Emergency Contact Information and Student Insurance Information

Name:

Address:

Phone Number(s): Relationship:

Do you have Insurance? Yes[] No []

If yes, name of Insurance Company:

Phone Number of Insurance Company:

List any allergies that you have (including food or drug allergies):

Dalton State College Policy on the Use and Possession of Drugs, Including Alcohol

The Dalton State College Alcohol Policy is as follows:

I understand that | can not possess, purchase or consume alcoholic beverages or illegal drugs when on a Dalton State
College sponsored trip. If in violation, | understand that charges will be brought to the Disciplinary Committee.
Furthermore, | understand and agree with the Student Code of Conduct and the Conduct Information and
Regulations found in the DSC 2009-20010 Student Handbook.

My signature below indicates that | have read the Dalton State College Policy on the use and possession of drugs,
including alcohol, and that | agree to abilg this policy as a participant in the indicated activity.

Signature: Date:
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NOTICE TO ALL PERSONS PARTICIPATING IN
DALTON STATE COLLEGE TRAVEL

RELEASE, WAIVER OF LIABILITY AND COVENANT NOT TO SUE
(Read carefully before signing)
Many recreational and/or student activities involve substantial risks of bodily injury, property, damage, and other dangers
associated with participation in such activities. Dangers related to such activities include but are not limited to: hypothermia,
broken bones, strains, sprains, bruises, drowning, concussion, heart attack, and heat exhaustion.

Each participant in such activities should realize that there are risks, hazards, and dangers inherent in such activities, and in
training and preparation for and travel to and from such activities. It is the sole responsibility of each participant to participate
only in those activities for which he/she has the prerequisite skills, qualifications, preparations, and training.

The undersigned acknowledge that Dalton State College does not warrant or guarantee in any respect the competency or mental
or physical condition of any trip leader, vehicle driver, or individual participant in any athletic, recreational, or student activity.

All participants in recreational/student activities will be required to sign the release, waiver of liability, and covenant not
to sue form below.

I acknowledge that | am solely responsible for any hospital or other costs arisingf dodily injury or property damage
sustained through my participation in such voluntary athletic or recreational activities. In this regard, | certify thabvared

by a 24hour health and accident insurance policy. | have received a copy of thiee Nehich | have read and understand. |
accept and assume all risks, hazards, and dangers involved in any such activities in which | may elect to participate, includ
the training and preparation for and travel to and from the site of such activities.

RELEASE, WAIVER OF LIABILITY AND COVENANT NOT TO SUE

The undersigned hereby acknowledge that participation in recreational and/or student activities involves inherent risks of
physical injury, illness, or loss of personal property and assumes all such risks. The undersigned hereby agrees that for the
consideration of Dalton State College allowing the undersigned to participate in athletic and any student activities and in
connection therewith, making available to the undersigned for his/her use while participating in such programs or activities,
certain equipment, facilities, ground, or personnel of the institution, the undersigned participant does hereby waive liability,
release, and forever discharge the Institution and the Board of Regents of the University System of Georgia, its members
individually, and its officers, agents, and employees of and from any and all claims, demands, rights, and causes of action of
whatever kind or nature, arising out of all known and unknown, foreseen and unforeseen bodily and personal injuries, damage to
property and the consequences thereof, including death, resulting from my voluntary participation in or in any way connected
with such recreational programs, athletic activities, or student activities.

| further covenant and agree that for the consideration stated above | will not sue the Institution, the Board of Regents of the
University System of Georgi a, itds members individuelly,
growing out of my voluntary participation in recreational programs, athletic activities, and student activities.

I understand that the acceptance of this release, waiver of liability, and covenant not to sue the Institution of the Board of Regents
of Georgia or any agent or employees thereof; shall not constitute a waiver, in whole or in part, of sovereign or official immunity
by said Board, its members, officers, agents, and employees.

Further, | understand that this release, waiver of liability, and covenant not to sue shall be effective during the time
period indicated below (July 1, 2009 to June 30, 2010) while I am enrolled and/or employed at Dalton State College for all
activities in which | am involved.

I have received a copy of this document, and | have read the above carefully before signing. If | need special
accommodations due to a disabling condition, | should contact the Office of Student Activities or the Academic Resources
Office within a reasonable time, and no less than seven days prior to the proposed activity.

I agree that as a participant in this school sponsored trip, | will be responsible for my own actions at all times. |
understand that this form will be kept on file, and that my signature is valid for all trips during the current academic
year. In addition, I understand that I am fully liable to the college for registrations fees, ticket costs, and/or any other
money that was paid on my behalf in the event that | do not attend.

I certify that | am years of age and that | have read the above carefully before signing.

Signature: Date:
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DALTON STATE COLLEGE
STUDENT ACTIVITIES FEES AND FUNDS
POLICIES AND PROCEDURES

REGENTS POLICY ON STUDENT ACTIVITIES FEES

In the state of Georgia, each institution must recommend to the Board of Regents the
Student Activities Fee proposed to charge each student. The Board, after investigation by its
staff, shall approve or disapprove the recommendation. When approved by the Board, such fees
are mandatory and the fees so collected are subject to the control and audit of the Board of
Regents and the institutions concerned.

To insure the legal expenditure of such funds, the president and the chief business officer
of each institution shall annually review the budget for the proposed use of such fees and the
president shall certify to the Board of Regents that the proposed expenditures for such fees are
for educational, cultural, recreational, or social purposes for the benefit of the students.

The Treasurer of the Board of Regents shall cause an annual audit to be made of such
expenditures at each institution and shall determine whether such fees have been expended for
the limited purposes intended. Title to all property purchased from student activities funds shall
vest in the Regents of the University System of Georgia.

All student activities fees collected by an institution shall be budgeted and administered
by the President, using proper administrative procedures, which shall include the advice and
counsel of an advisory committee composed of at least fifty percent students (Dalton State
College Student Advisory Council). All payments from student activities fee funds shall be
made according to the appropriate business practices of the institution. All payments from
student activities funds shall be made by the chief business officer of the institution upon receipt
of a properly approved invoice or contract. (BR Minutes, 1948-49, pp. 291-92; 1981-82, pp. 92-
93; 1982-83, pp. 124-25; 1982-83, p. 303)
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DALTON STATE COLLEGE FEE GUIDELINES

Student Activities funds can be used for supplies, honoraria for speakers (who are not Dalton

State Faculty or Staff), contracted performers, refreshments for group meetings or functions (as

specifi ed i n the following pages in accordance W
travel expenses. Funds are not carried over from year to year and are only available on a fiscal

year basis for Fall and Spring Semester, unless upon special request, (August 15" - May 1%

upon completion of required paperwork and training necessary to function as a Registered

Student Organization. Student Activities Funds cannot be used for gifts (including, but not

limited to graduation pins and stoles). All items purchased with Student Activities funds by the

organization become the property of the College and should be housed on campus. Items may

not be removed from campus for use on either a loan or rental basis for personal gain (According

to Board of Regents of théniversity System of Georgia Policy Manual 910.@)ly goods and
services for the organizationds basic functic
bought or funded by Student Activities funds must be available to all members of the

organization. No Student Activities funds may be used to purchase alcoholic beverages, personal

items or to support political candidates.

***|t is the policy of the Dalton State College to purchase goods utilizing the State Purchasing

guidelines regardless of the source of funding. This includes purchases supported by student
activities fees.
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DALTON STATE COLLEGE STUDENT ACTIVITIES FEE USE OF FUNDS

ALLOWABLE:
1 Incentive/promotional items are permissible if they qualify under the following
guidelines:
0 The item must be small in value (less than $15)
o The item must clearly promote an event (dates, times, location) or be clearly a
marketing tool for the organization itself.
1 Year-end banquets/functions honoring the accomplishments of Registered Student
Organizations.
0 An agenda stating the purpose of the meeting and a list of students in attendance
must be provided (According to the Board of Regents of the University System of
Georgia Business Procedures Manual8l9). Meals will need to stay within the
state per diem limit $6 breakfast, $7 lunch, and $15 dinner (According to the
Board of Regents of the University System of Georgia Business Procedures
Manual 198.1 and 4.3.
1 Meals/food served at official DSC student functions.
0 An agenda stating the purpose of the meeting and a list of students in attendance
must be provided (According to the Board of Regents of the University System of
Georgia Business Procedures Manual8l9). Meals will need to stay within the
state per diem limit $6 breakfast, $7 lunch, and $15 dinner (According to the
Board of Regents of the University System of Georgia Business Procedures
Manual 198.1and 4.3.
9 Flowers purchased for a decorative purpose at an official DSC function. Flowers may not
be purchased for an individual for any reason.
9 Purchases for supplies or items used to further the purpose of the RSO. Proper
documentation stating the price of items to be purchased and the name, address,
telephone number, fax number, and Federal ID number of the company from which to be
purchased must be submitted at least two weeks prior to expected purchase date.

UNALLOWABLE:
1 Gifts of any kind to anyone (includes students, faculty, staff, off-campus interested
parties, donors, etc.). The ter mgiieginf t o i n

any situation (ie. Plants, flowers, cash, silver bowls, food, stoles, etc.). Purchases of a
similar nature from the campus bookstore and charged back to the RSO are also
prohibited.

1 Food or meals served at any function that does not have an official DSC business purpose

(as supported by an agenda, etc.)

Door prizes (regardless of intent for giving)

Expenses associated with a purely social event

Alcohol is never an allowable expense (According to the Board of Regents of the

University System of Gggia Business Procedures Manual 19.8

1 No Student Activities Funds may be used for partisan political purposes or to support
political candidates to include those on a federal, state, local, or college level (According
to the Board of Regents of the Uniity System of Georgia Policy Manual 910.06).

= 4 =
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AGENCY ACCOUNTS:

1 Money fundraised or otherwise donated to a RSO will be deposited to an agency account.

1 Agency account money can be spent on gifts.

1 Purchases made from agency accounts are not tax exempt.

1 Meals purchased from agency account money must still follow meal guidelines for

student activities fee money.
o An agenda stating the purpose of the meeting and a list of students in attendance

must be provided (According to the Board of Regents of the UnitgrSystem of
Georgia Business Procedures Manual89). Meals will need to stay within the
state per diem limit $6 breakfast, $7 lunch, and $15 dinner (According to the
Board of Regents of the University System of Georgia Business Procedures
Manual 198.1 and 4.3. Alcohol is never an allowable expense.

MORE ON PER DIEMS:

Aln the event that an employee expends funds
BPM (Business Procedures Manual) 4.3, then the amount spent in excess should be

reimbursed by the employee making that expenditure,d (According to the Board of Regents

of the University System of Georgia Business Procedures Maaigd.)

AWhile the per diem I imits also apply to grou
(pizza parties, etc.), institutions are not required to document the actual numbers or names of

participants. However, institutions should require employees expending institutional funds for

those events to certify that t (Aecordipgporthepr i at e
Board of Regents of the University System of Georgia Business Procedures Ma8ugl

PURCHASING FOOD FOR CONTRACTED SPEAKERS/PERFORMERS:

Any food purchase such as a reception for a guest speaker must be available to all members of

the organization. Il f a meal i s required throu
limited to the performer and one host/hostess. This reimbursement is subject to the meal per

diem rates for our area (Breakfast $6, Lunch $7, Dinner $15).

PURCHASING FOOD FOR POTENTIAL STUDENTS:

APotential students and their guardians may b
the student t o @dcdordingihthe Board of Regents df the University &ystem

of Georgia Business Procedis Manuall9.8.1)

PURCHASING FOOD FOR STUDENT EVENTS:

Al nstitutional funds may be used to purchase
Sanctioned student events include events and travel sponsored by recognized student groups,

athletic team events, and other campus events open to the general student body and designed

to further the development and education of students,0 (According to the Board of Regents of

the University System of Georgia Business Procedures Maauall)
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WHO IS A VOLUNTEER AND IN WHAT CIRCUMSTANCES CAN FOOD BE

PURCHASED?

AVol unteers include individuals that provide
board, student mentor s, e t(Accojdingro thelBoatdtof r ec ei vi
Regents of the Uwersity System of Georgia Business Procedures Matfu8l2).i F o r

example, volunteers might include employees or students if the individual is operating in a

capacity separate from their employee or student role. An employee or volunteer attending a

student event in a capacity of a student would be considered a student. A student worker

participating in an event while being paid would be considered an employee. Note: Employees

working additional hours in their own area, using work time to provide volunteer service, or

otherwise participating in activities expected of employees, are not volunteers for the purpose of

t hi s pAcdordingyo,the Board of Regents of the University System of Georgia Business
Procedures Manual9.8) i For e x a mpctivay, feessnay bedugechtd purchase water for

a volunteer event sponsored by a student group. In this instance, students, volunteers, and

employees would presumably consume the water. However, student activity fees should not be

used to purchase water for employees conducting outside activities as part of their normal job,

e. g. gr oufccerding ® the Board ai Regents of the University System of Georgia
Business Procedures Manu#.8) il nst i t uti onal funds may be use
volunteers in those instances where a quid pro quo relationship exists. For example, an academic

unit might form an advisory unit for the purpose of receiving advice, support, and expertise from

members of the community as it relates to an academic program. It would be allowable to

provide food to those volunteers as part of the advisory board meeting. However, food

purchased solely in connection with volunteer appreciation or recognition events would not

be allowable under this policy. While not necessarily in a travel status, the per diem in BPM
(Business Procedures Manual) Section 4.3 shou
(According to the Board of Regents of the University System of Georgia Business Procedures
Manual19.8.2).

PURCHASING FOOD FOR EMPLOYEES:

AEmpl oyees i nc |-tumd and fulktimgpsaff, faculty, admipisrators, Resident

Assi stants, student as s i(Ac¢odingttesthe B@arl df Regents®fr st u
the University System of Georgia Business Proceddessial19.8.3)i When conducti ng
program, event, or meeting involving predominantly non-employees (of any institution of the

Board of Regents) where attendance by the employee is essential and in furtherance of an

official institutional program, and the meal is an integral part of the meeting, an employee can

partake in the meal and be reimbursed for his or her actual meal cost up to the per diem limits

established in BPM (Business Procedures Manual) Section 4.3. An employee will not be paid a

reimburseme nt unl ess t he empl ¢Acmrdingdodhe Baald bf Regentsc ur s ¢
of the University System of Georgia Business Procedures Mafi&aB.2)

CONTRACTS:

Sometimes a purchase requires a contract to be signed. All contracts should be reviewed by the
faculty/staff member requesting the purchase. After review, the contract should be forwarded to
the Office of Student Activities for final signature. Contracts must be submitted two months in
advance.
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MOVIE VIEWINGS:

Movies that are shown as part of an RSO event must have the rights purchased prior to viewing.
Please contact the Office of Student Activities with questions about this process at least one
month in advance of proposed movie viewing date.

TRAVEL PURCHASES:

All travel, whether local or long distance, during which students are functioning as
representatives of the Registered Student Organization, must be approved in advance. Any
request for funds while in travel will be requested on the Travel Form rather than through
channels used for making a purchase.

Any request for reimbursement for approved travel must be submitted on a Travel Form and
approved by the organization advisor prior to submitting the form to the Office of Student
Activities. The form can be found at

http://www.daltonstate.edu/businessoffice/pdf/ TRAVEL_REQUEST.pdf. All travel
reimbursements must adhere to the State of Georgia travel regulations. These rules can be found
at http://www.usg.edu/fiscal_affairs/bpm_acct/bpm-sect19.pdf (students) and
http://www.usg.edu/fiscal_affairs/lbpm_acct/bpm-sect04.pdf (faculty/staff).

REIMBURSEMENT FOR EXPENDITURES:

When expenditures arise for your organization, if you choose to spend your personal money, you
will need to be reimbursed. Purchases should be planned in advanced so that this option is
used infrequently. Please be advised that you run the risk of your purchases not being
reimbursed if no approval is given prior to purchase.

There are several ways to obtain reimbursement:

Petty Cash
If your transaction is less than $100, you may be reimbursed through petty cash. To utilize the

petty cash reimbursement option submit original, paid, itemized receipts and obtain an
authorized signature from the organization advisor, president, or other preapproved organization
officer. Be sure to list each item individually if not clear on the receipt. Please describe the
purpose of your purchase and that this is a request for petty cash reimbursement. Submit the
name, email address, and phone number of the person to be reimbursed, receipt, and additional
supporting materials to the Assistant Director of Student Activities for approval. If you created
something with materials, send us a photograph; if an event was hosted, send in fliers advertising
the event; etc. (According to the Boardf Regents of the University System of Georgia Business
Procedures Manual 19.8.49lease allow two weeks for approval through DSC channels and
obtainment of petty cash. To ensure you will be reimbursed, before making a purchase, make
sure your purchases are approved by Student Activities. It is your responsibility to contact the
Business Office (-4435) to ensure your reimbursement has been processed and is available for
pick up.

Check

If your transaction is over $100, you will be reimbursed through a check request. A check will
be processed and be available for pick up in the Business Office by the payee. Follow the same
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steps as for petty cash reimbursement, but ask for a check reimbursement. It is your
responsibility to contact the Business Office (-4435) to ensure your reimbursement has been
processed and is available for pick up.

FUND RAISING AND DONATIONS:

The Dalton State Student Handbook ASection V.
provide more details on fund raising policies. Please refer to it for more details. The Fundraising
request form must be submitted two weeks in advance of when the proposed fundraiser is to
take place. Only after receiving approval can an organization promote said fundraiser.
Therefore, if the RSO would like to advertise the two weeks prior to a fundraising event, they
will need to submit the fundraising request four weeks in advance of the proposed event date.
Within five days of the completion of a fundraiser, all receipts and the appropriate completion
form are due to the Office of Student Activities. RSOs can only hold three fundraisers per year
with a maximum of two per semester. Anything purchased for the fundraiser, must come out of
the profits, and they cannot account for more than 20% of the profits.

Donations of money or items from individuals or organizations must be approved prior to asking
for donations. Since the Dalton State Foundation collects donations from various people and
organizations, often the donor will lessen their donation to the college and justify that they
donated to your RSO to make up for the loss. We would like to prevent this from happening as
much as possible. Please schedule an appointment to meet with Donna Lee Davis to discuss
donation plans before approaching anyone about a donation.

MISUSE OF FUNDS:

The Office of Student Activities is I mplement
misuse of funds or improper timing on use of funds occurs three times within one school year,

the violating RSO loses the privilege to request funds for the following fiscal year.
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STEPS TO MAKING A PURCHASE:

1. Review your budget. Check to see what amount you can spend, what was spent last year,
and how many items were purchased last year.

2. Submit supporting materials for purchase. Paperwork stating reason for purchase, the
price of items to be purchased (tax exempt), the name, address, telephone number, fax
number, and Federal ID number of the company from which to be purchased must be
submitted at least two weeks prior to expected purchase date. State whether you would like to
check out petty cash, have a check cut, or receive a PO#.

3. Wait two weeks before contacting the Business Office (-4435) to see if your form of
payment is ready.

4. Make the purchase. Donét f or getthetavexempt formjotusethe Wale py o f
mart tax exempt number (18027).

5. Submit itemized receipt after making purchase. Please attach an additional sheet of paper
describing any items not easily identified on the receipt. (Do not make purchases from
businesses that will not provide an itemized receipt e.g. thrift stores, some Mexican
restaurants, etc.)

6. Submit proof of use of funds for requested purchase. If you created something with
materials, send us a photograph; if an event was hosted, send in fliers advertising the event;
etc. (According to the Board of Regents of the University System of Georgia Business
Procedures Manual 19.8.4).

7. Logthepurchasei n your RSOG6s budget so you wil!/| be
year.

All submissions should be made either via campus mail or via email to Donna Lee Davis in
Student Activities. (107 Pope Student Center, dldavis@daltonstate.edu)

***Do NOT spend your own money and expect to get reimbursed. Submitting requests in

advance for approval is the only wayednsure that your RSO funds can be used for your
purchase.
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