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Welcome Advisors,
I am thrilled that you have chosen to serve as an advisor for one of our outstanding
student organizations at Webster University. As strong as these organizations are
alone, they are all greatly improved by your role and service as Advisor. With your help
we all work toward our common goal of making involvement with campus life at Webster
as positive of an experience as possible.
A section for advisors has been added to the SGA homepage: www.webster.edu/sga
as well as a new Advisor Training program to help you better understand the policies
and procedures for student organizations. Through these resources I hope to help you
be the best possible advisor and be able to confidently support your organization(s).
As an advisor you will serve a multitude of purposes and roles within their organizations.
From mentoring members, assisting with budgets, being a sounding board for ideas,
and often a group historian, Advisors are called upon to wear many hats. While
Advisors may be asked to be friends, mentors, role-models, and resources for an
organization, Advisors must remember to establish and maintain healthy and
appropriate boundaries. Ensure that students understand it is their job to run their
organization, not the Advisors and that the success of the organization lies within them.
As an advisor be sure to encourage your students' involvement with the Webster
University Student Government Association to ensure their organization's interests are
represented and voices heard. The SGA Student Organization Liaison and the Director
of Student Engagement are both available to meet with organizations for any questions
that may arise.
Thank you for choosing to serve Webster students as an organization Advisor. Please
be on the lookout for more communication throughout the year. As an Advisor you play
an integral part of the many good things happening at Webster. We could not do it
without you!
Thank you,

Jennifer V. Stewart
Director, Office of Student Engagement
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STUDENT GOVERNMENT ASSOCATION

Officially registered student organizations report to the Student Government
Association (SGA). SGA Member responsibilities are outlined below. Current
elected members and contact information can be found at www.webster.edu/sga

President: Chairs the general body meetings and is the head of the Executive Board. The President is the primary
communicant with University Administrators on behalf of students and is the official representative of the Webster
University home campus student body.
.
Vice-President: Performs the duties of the President in their absence. Is the chairperson of the Student Grant Fund
committee and head of the Senate.

Comptroller: Chairperson of the Budget Committee and enforces the policies and procedures of the Budget
Committee, in the course of due process, in cooperation with the SGA advisors The Comptroller may not be a
treasurer of any student organization that receives funds from SGA.

Secretary: Records minutes of SGA General Body Meetings, establishes and maintains a library of minutes,
agendas, and a legislative history. Is a member of the SGA Constitution Committee.

Sergeant-at-Arms: Carries out the actions of enforcement of appropriate conduct at meetings and the laws of the
SGA in accordance with Roberts Rules of Order. Is the Chairperson of the Constitution Committee.
Ambassador for Student Inclusion: Shall pursue regular meetings with the Associate Vice President of Diversity,
Inclusion and Community Engagement. Is the Chairperson the SGA Diversity Committee, a member of the Webster
University Diversity Council and organizes and promotes student initiatives on topics of diversity and inclusion.
Student Organization Liaison (SOL): Identifies and resolves any communications issues between SGA and oncampus organizations. Facilitates officer transitions of on-campus organizations by educating and informing
organizations about officer transition and meeting with the presidents of the organizations once a semester to help
with officer transition as needed. The SOL will assist student groups throughout the process of becoming recognized
and be the chairperson of the Programming Pool Committee.

Senators: Each school/college has two Senators elected to represent the interests of that academic area. There are
also two Graduate Senators and four At-Large Senators.
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Frequently Asked Questions
REQUIREMENTS AND REGISTRATIONS:
Q: What are my responsibilities as an Advisor?
A: At a minimum, Advisors are required to complete an annual online training
course through WorldClassroom and be Webster University Faculty or Staff
members. There are many resources provided in this handbook to gauge how
much involvement if right for you and your organization. Advisors may also be
asked to help distribute information to students or help the Office of Student
Engagement collect data about student groups.
Q: What are the requirements for student officers in registered student
organizations?
A: Per the SGA Constitution officers of student organizations must be enrolled, in
good standing judicially and academically, and have a cumulative GPA of 2.5 or
greater or no less than 2 consecutive semesters below a 2.5 GPA.
Q: When can changes be made to organizations?
A: Changes to the organization constitution, officers or roster can be made at
any time during the academic year, but will not be considered valid until updated
on the groups Involved@Webster page.
FUNDING
Q: How do organizations get their funding?
A: Organization funding is approved through the SGA Budget Committee. The
detailed process can be found in the Budget Committee Bylaws. Groups can
request up to $1500.00 per semester.
Q: Does organization budget money roll over from one semester to another?
A: No. Unspent funds are returned to SGA at the end of each semester.
Q: Do organizations get penalized for not spending all of allocated money in the
budget?
A: No, as long as they provide an explanation for expenditures or lack of
expenditures (cancelled events, lower budget needed, etc.)

3

What is your Advising Style?

There are a variety of styles for advising student organization. Each style can be fluid and
changed based on the readiness of the organization leaders and members.
Here is a synopsis of different advising styles:

Developmental

Administrative

The advisor provides guidance in the
decision making process and opportunities
for growth.

The advisor provides the organizational
structure of events and focuses on policy
and budget.

Delegator

Director

The advisor empowers the students to
conduct their own decision making,
problem solving, and delegating.

The advisor provides specific
instructions and closely supervises
task accomplishments.

Supporter

Programmatic

The advisor facilitates and supports the
efforts toward task accomplishments, and
shares responsibilities for decision making
with students.

The advisor provides skill development for
students and event planning.

Coach
The advisor continues to direct and closely
supervise tasks, but also explains decisions,
solicits suggestions, and supports progress.
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Definitions
Allocation Fund- the SGA fund from which recognized clubs get funded.
Comptroller- The financial officer of SGA who chairs the SGA Budget Committee.
Funded – to be eligible for funding, groups must be non-exclusive, open to all students and
have no membership requirements.
INVOLVED@WEBSTER – The portal dedicated to student groups and ways for students to get
involved, stay connected, and find out about campus events. involved.webster.edu
Office of Student Engagement- the Webster University department that oversees SGA, Campus
Activities, and all registered student organizations.
Programming Pool – Fund overseen by SGA that is set aside for large-scale collaborative
programs, chaired by the SGA Student Organization Liaison.
Recognized Student Organization- A student group that has been approved by the Student
Government Association. Recognized clubs may be funded or unfunded.
Registered Student Organization- a student group that has all current information on file with
the Office of Student Engagement, and enjoys certain University privileges.
Semester Budget- Funds that registered student organizations may request from SGA each
semester, up to $1500 ($300 in start-up funds, plus $1200 in the request).
Student Bank- The University account through which all transactions occur related to the
Student Government Association. This includes the Allocation Fund, Programming Pool, Student
Grant Fund, and other Student Government Association expenses.
Student Government Association (SGA) - Webster University's student representative body.
This organization gives official recognition to student groups, allocates money to those groups,
and oversees the Student Grant Fund.
Student Grant Fund- Funds overseen by the Student Government Association that is available,
by application, for students to attend conferences, seminars, tournaments, or other cocurricular experiences. Chaired by the SGA Vice President.
Student Leadership Center (SLC) - The room, in the University Center where organization
mailboxes and where the SGA and Campus Activities offices are located.
Unfunded – A student group will not receive funding by SGA if they are selective or exclusive in
their membership.
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Student Organization Dates and Deadlines: 2016-2017
Attendance for Student Officers required at events listed in BOLD

DATE
TIME
EVENT
LOCATION
August 22-Sept. 7
Various
Student Organization Fundamentals
http://involved.webster.edu
August 29
By 12:00pm
Involvement & CS Fair Sign ups
http://involved.webster.edu
August 31
11:00am-2:00pm
Involvement & CS Fair
Quad (Grant Gymnasium Rain Site)
September 9
5:00pm
SGA Candidate Applications Due
http://involved.webster.edu
September 7
5:00pm
Fall Semester Budget Proposals Due
http://involved.webster.edu
September 7
5:00pm
Fall Semester Club Registration Due
http://involved.webster.edu
September 9-11
SGA Budget Committee Review Process
September 12
TBA
Semester Budget Appeals Meeting
Location TBA
September 13
3:30pm-5:00pm
SGA General Session – budget approval
Sunnen Lounge
September 19-22
SGA Fall Elections
http://involved.webster.edu
September 28
3:00pm-5:00pm
Delegate’s Agenda Presentation
Sunnen Lounge
October 5
By 5:00pm
Aug/Sept Monthly Budget Report Due
SGA Office – Comptrollers Box
November 5
By 5:00pm
Oct. Monthly Budget Report Due
SGA Office – Comptrollers Box
December 5
By 5:00pm
Nov. Monthly Budget Report Due
SGA Office – Comptrollers Box
December 16
By 5:00pm
Dec. & Final Fall Budget Report Due
SGA Office – Comptrollers Box
December 16
5:00pm
Fall SGA Accounts Close
Fall SGA General Body Meeting Dates (3:30pm Sunnen Lounge) – 8/30, 9/13, 9/27, 10/11, 10/25, 11/8, 11/22, 12/6
January 17-Feb 1
Various
Student Organization Fundamentals
http://involved.webster.edu
January 23
By 12:00pm
Involvement Fair Sign ups
http://involved.webster.edu
January 25
11:00am-1:00pm
Involvement Fair
Grant Gymnasium
February 1
5:00pm
Spring Semester Budget Proposals Due
http://involved.webster.edu
February 1
5:00pm
Spring Semester Club Registration Due
http://involved.webster.edu
February 3-5
SGA Budget Committee Review Process
February 6
TBA
Semester Budget Appeals Meeting
Location TBA
February 7
3:30pm-5:00pm
SGA General Session – budget approval
Sunnen Lounge
February TBA
3:00pm-5:00pm
Delegate’s Agenda Presentation
TBA
March 5
By 5:00pm
Jan/Feb Monthly Budget Report Due
http://involved.webster.edu
April 5
By 5:00pm
March Monthly Budget Report Due
http://involved.webster.edu
April 7
5:00pm
SGA Candidate Applications Due
http://involved.webster.edu
April 17-20
SGA Spring Elections
http://involved.webster.edu
April 28
TBA
Student Leadership Awards
TBA
May 5
By 5:00pm
April Monthly Budget Report Due
http://involved.webster.edu
May 12
By 5:00pm
May & Final Spring Semester Report Due http://involved.webster.edu
May 12
5:00pm
Spring SGA Accounts Close
Spring SGA General Body Meeting Dates (3:30pm Sunnen Lounge) – 1/24, 2/7, 2/21, 3/7, 3/21, 4/4, 4/18, 5/2
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Programming Pool and/or Student Grant Fund applications are due the Monday
prior to the Committee meeting by 12:00pm. Following recommendation by PP
or SGF committee, final approval will be voted at the next SGA General Body

Programming Pool Dates and Deadlines: 2016-2017

Advisors: View Section Six: Programming Pool, of the Advisor’s Handbook, to review the
application, approval, and post program processes

DATE
FALL 2016
Tuesday 9/6/2016
Tuesday 9/20/2016
Thursday 10/6/2016
Tuesday 11/1/2016
Tuesday 11/15/2016
Tuesday 11/29/2016
Tuesday 12/13/2016
SPRING 2017
Tuesday 1/17/2017
Tuesday 1/31/2017
Tuesday 2/14/2017
Tuesday 2/28/2017
Tuesday 3/28/2017
Tuesday 4/11/2017
Tuesday 4/25/2017

TIME

EVENT

LOCATION

4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm

Programming Pool Committee Meeting
Programming pool Committee Meeting
Programming Pool Committee Meeting
Programming Pool Committee Meeting
Programming Pool Committee Meeting
Programming Pool Committee Meeting
Programming Pool Committee Meeting

UC Presentation Room
UC Presentation Room
UC Presentation Room
UC Presentation Room
UC Presentation Room
UC Presentation Room
UC Presentation Room

4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm

Programming Pool Committee Meeting
Programming Pool Committee Meeting
Programming Pool Committee Meeting
Programming Pool Committee Meeting
Programming Pool Committee Meeting
Programming Pool Committee Meeting
Programming Pool Committee Meeting

UC Presentation Room
UC Presentation Room
UC Presentation Room
UC Presentation Room
UC Presentation Room
UC Presentation Room
UC Presentation Room

Student Grant Fund Dates and Deadlines: 2016-2016

Advisors: View Section Five: Student Grant Fund, of the Advisor’s Handbook, to review the
application, approval, and post program processes

DATE
FALL 2016
Tuesday 9/6/2016
Tuesday 9/20/2016
Thursday 10/6/2016
Tuesday 11/1/2016
Tuesday 11/15/2016
Tuesday 11/29/2016
Tuesday 12/13/2016
SPRING 2017
Tuesday 1/17/2017
Tuesday 1/31/2017
Tuesday 2/14/2017
Tuesday 2/28/2017
Tuesday 3/28/2017
Tuesday 4/11/2017
Tuesday 4/25/2017

TIME

EVENT

LOCATION

4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm

Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting

UC Conference Room
UC Conference Room
UC Conference Room
UC Conference Room
UC Conference Room
UC Conference Room
UC Conference Room

4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm
4:00pm-5:00pm

Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting
Student Grant Fund Committee Meeting

UC Conference Room
UC Conference Room
UC Conference Room
UC Conference Room
UC Conference Room
UC Conference Room
UC Conference Room
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Section 1: New Student Organizations
New advisors, read through the requirements outlined below for new student organizations to
be recognized by the Webster University Student Government Association. To view detailed
descriptions, view the Full Student Government Association Constitution and Bylaws. Students
may need advising assistance to aid in the development and review of the required documents
required by SGA.

Student Actions – What is needed to become a Recognized Student Organization
A. Mission Statement and Purpose – what is the purpose of my organization and how will
this benefit Webster University students?
a. How is this organization different from others that currently exist?
b. How will this supplement existing academic or social programs
c. If this group previously existed, what will be done differently to ensure success?

B. Constitution (see sample in appendix) – a governing document for your organization.
Think about the following:
a. How will your group make decisions?
b. Who will run your organization and how will those people be selected?
c. How will your organization select leadership and provide training to new officers?

C. Officers – roles can vary by organization

a. President (REQUIRED FOR ALL RECOGNIZED ORGANIZATIONS) – usually serves as the
primary representative for the group, sets goals and vision for the organization, leads
decision-making and meetings/events.
b. Vice-President - fills in when President is unavailable
c. Treasurer (REQUIRED FOR ALL RECOGNIZED/FUNDED ORGANIZATIONS) – manages
budget throughout the semester, submits semester budget requests for funding
allocations, submits monthly budget reports to SGA Comptroller
d. Secretary – keeps meeting minutes, manages advertising and marketing for the
organization
e. Advisor (REQUIRED FOR ALL RECOGNIZED ORGANIZATIONS) – Webster University
Faculty or Staff member, beneficial to the organization if this person has a relatable
interest to the mission of your group.
i. Advisors may:
• Consult with the officers and help with planning and activities.
• Add to continuity of a club, providing a historical reference of the
campus and the group.
• Help members develop leadership and life-learning skills.
• Serve as liaisons for the organization to other Webster departments or
the community.
• Review Party Permits
ii.
The role of the advisor depends largely on the needs of the group and the
advisor.
• See Advisor Expectations Worksheets in the appendix

D. Members

a. To be eligible for, or initial and continued recognition, a group must have and maintain
10 active members (including officers)
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Application Process to become a Recognized Student Organization
New Advisors, please meet with student leaders to review all the required application materials
before submitting the final application. It is important to familiarize yourself with the process to
clarify any questions that may occur.
A. Submitting application on Involved@Webster (http://involved.webster.edu)
Advisors: familiarize yourself with the required student actions to assist when needed. The steps
outlined in this section are to be taken by students.
1.
2.
3.
4.

Login to Connections and open Involved@Webster (located on the MyConnections tab)
Click on “Organizations” in the gold menu bar
Open the “Register a New Organization” button on the left side of the screen
Follow the instructions to complete your application for registration
o Tips for Registration:
 “Web Site Key” name as your club name with hyphens between words
 Use ONLY webster.edu e-mail addresses to avoid duplicate entries
 You must have a President, Treasurer, and a Webster staff/faculty Advisor
o Upload a copy of your group’s constitution. (see appendix A for sample)
o Enter general interests of your club to help prospective members find your club and get
involved.
5. Following submission you will be contacted by the Student Organization Liaison for a meeting.
6. You will meet with the Student Organization Liaison and the Director of Student Engagement
who will review your information and either recommends you to the SGA General Body or
request additional information.
o Bring your Petition for Recognition to this meeting.
o At this meeting you will review the recognition process at the SGA meetings and answer
questions you may have.

B. Attend a regularly scheduled SGA meeting to formally ask for recognition

1. Once recommended to move forward, your potential organization will be assigned a general
meeting to attend for a final vote before the SGA General Body
a. Meetings are every other Tuesday at 3:30pm in the Sunnen Lounge.
2. During the New Business section of the meeting, you will be asked to introduce your
organization and SGA Members will be given the opportunity to ask questions.
3. A vote will take place whether to recognize your club as either a Funded or Unfunded student
organization. Organizations with exclusive membership or membership requirements (i.e.
Fraternities, Sororities, Honor Societies) can only be recognized as unfunded per SGA Bylaws.
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Section 2: Elections and Officer Transition
Advisors: your role in election and officer transitions is critical. Ensure smooth elections and officer
transitions by having your student leaders follow the guidelines set out in the organization’s
constitution. It’s important to be familiar with the process and to make sure students are following
proper guidelines.

ADVISING STUDENTS DURING THE ELECTION PROCESS
•
•

•

Elections should occur early enough in the year to allow appropriate transition time
o As students get busier toward the end of a term, it’s important to allow enough
time at the start of a term, academic year for elections to occur.
Elections must be conducted according to the guidelines set out in your organization
constitution
o Review the organization election guidelines to ensure that all necessary protocol
is followed as outlined.
Elections can be conducted in person or online (via Involved@Webster), advertising for
candidates and elections is not required but encouraged
o Assist in the facilitation of the election process as appropriate. You’re not to
influence the process or show bias toward any specific candidate(s).

WHY A TRANSITION PROCESS IS ENCOURAGED
•
•
•
•
•
•

To prepare incoming officers for the responsibilities of their new positions.
To prevent incoming officers from "reinventing the wheel."
To instill a sense of comfort and pride with incoming officers' new positions.
To provide an opportunity for outgoing officers to reflect on their successes during their
administration.
A formal transition process helps formalize the end of the last administration, and provide
outgoing officers an opportunity to step down.
To introduce incoming officers to the advisor.

WHEN SHOULD AN OFFICER TRANSITION OCCUR?
•
•

Officer Transition should take place immediately after your elections. This means elections
must take place before the outgoing officers study abroad or graduate.
At Webster, there is a lot of transition among student organization officers because so many
students study abroad, and do so at various points through the year. Transition may need
to happen more than once a year.
o Learn about the academic goals of your officers – if it is their intention to study
abroad, ensure that the organization follows proper election and transition protocol
as established in the organization’s guidelines.

WHO SHOULD PARTICIPATE IN OFFICER TRANSITIONS?
•

All outgoing officers, all incoming officers, and the organization advisor.
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OFFICER TRANSITION CHECKLIST

Advisors: the list below may be a great agenda starter during an officer transition meeting/retreat. All of
the information included below is a great starting point for student leaders to review/familiarize
themselves with during the transition period. Your role as an advisor during the transition process will
be facilitating a smooth transition by exposing leaders of the organization to the resources below and
assisting with questions.
•
•
•
•
•
•

•
•
•
•
•

•

Complete ‘Officer Transition Worksheet’ (Appendix)
Update officer information on Involved@Webster
Spend time reviewing all aspects of Involved@Webster.
Review the Student Handbook under “Campus Links” on Involved@Webster
Create/update organization information from the previous year.
Treasurers & Presidents – Required to attend a Student Organization Fundamentals training
session each semester. If transition occurs mid-semester, new officers should contact the
Office of Student Engagement to complete this training.
o Discuss the budget process (advise to do so one-on-one outside of the group)
 Semester request
 Monthly budget reports
 Withdrawing and depositing funds
 Fundraising accounts (if applicable to your group)
Event Planning
o Review events from past semester
o Evaluate what went well and what did not
Review steps to planning an event (reserving a room, party permit, contracts, etc.)
o Review planning that has already been done for upcoming events
Goal Setting for upcoming year
Introduce new officers to advisor
o Review advisor roles if needed
Discuss “Who’s who” on campus that officers need to work with
 SGA officers
 Business Office & Accounts Payable
 Public Safety
 Dining Services
Team building exercise (encouraged, but not required)

HOW SHOULD A TRANSITION BE CONDUCTED?
•
•

There are many right ways that an officer transition can be conducted. Brainstorm ideas with
the student organization leadership, and support students with their decision (as appropriate).
Ideas for transition meetings include, but are not limited to the following list:
 A meeting with the entire membership, then a meeting of the officers
 A special meeting with just the officers
 One-on-one meetings with the outgoing officer, and newly elected officer to
review the ins and outs of their role
 Have an out-of-town/off campus retreat (note: SGA Budget Bylaws do not cover
these expenses).
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Section 3: Student Organization Finances
Advisors, familiarize yourself with general policies regarding organization finances. Student leadership
may come to you to clarify processes, procedures, and ethics. Ensure students come to you to clarify
information before asking the Director of Student Engagement, or SGA representatives.
For complete information on Student Organization finances visit the SGA Budget bylaws at
www.webster.edu/sga

The Student Government Association and the Student Bank

SGA’s Student Bank consists of funds for Organization semester budgets, the Student Grant Fund, and
the Programming Pool. SGA also has special accounts, including the US Today Readership Program and
the Elections Fund. Recognized funded organizations must apply to the student bank to access these
funds each semester.

Fundraising Accounts

Students may want to open a fundraising account to have extra funds for the club, or to make a
donation to a charity. Withdrawals from and deposits to the fundraising account utilize the same
processes as allocated funds. To open a fundraising account, advise students to see the Director of
Student Engagement.
Groups that disband or become defunct will have their fundraising accounts reclaimed by the Student
Bank if the group is not reformed within two years. Active groups that have a long-term goal for their
fundraising accounts should inform the Budget Committee of that goal. Groups may receive a smaller
allocation if they have an unused fundraising account with a large balance.

BUDGET PROPOSAL AND SEMESTER ALLOCATIONS
Budget Proposal and Semester Allocation Basics (please review complete bylaws – this is not
all-inclusive)
•
•
•
•

•
•
•

SGA-funded Organizations can receive up to $1500 per semester.
Funded Organizations automatically receive $300 in start-up funds upon registration at the
beginning of each semester (Deadline is Wednesday of Week 3 of Undergraduate Classes).
Organizations may request up to $1200 more (in addition to start-up funds) through a Semester
Budget Request. This request is always due the 3rd Wednesday of the semester by 5 p.m.
Organizations must shave submitted and been approved their semester online registration
form, in addition to the President and Treasurer completing the Student Organization
Fundamentals training before having access to funds. Note: SOF training attendance is required
by the organization’s President and Treasurer each semester.
Each semester the President & Treasurer must attend a Student Organization Fundamentals
session that will be held PRIOR to the budget deadline.
Organizations that do not submit a registration form by the 3rd Wednesday of the semester will
lose all funding for that semester.
All unpaid invoices or overdrawn account balances from the previous semester will be deducted
from the organization’s $300.00 startup funds the following semester.
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Preparing a Semester Budget Request

Advisors: Meet with club leadership (treasurer, president) to review required documents before
submission.
• Put together a document that outlines all of the Organization’s activities for the semester, along
with the anticipated expenses for those activities. See the end of this section for a sample
budget proposal.
• Proposals must include a detailed, itemized description of your activities - the more detail
provided, the easier it is for the SGA Budget Committee to determine how much is actually
needed for each event, and it helps them make their allocation decisions.
• There are rules and regulations governing how clubs are allowed to spend their SGA-allocated
funds. Please review carefully the Budget Committee Bylaws, especially Article III, Section 4:
https://involved.webster.edu/organization/SGA/DocumentLibrary/View/265303.

•

Advisors, please note:
o

o

Webster University policy prohibits the following:
 Purchase of gift cards or gift certificates
 Cash as payments to individuals or as a prize
All travel expenses MUST be arranged through the University travel agency TravelPlex,
and will not be reimbursed otherwise

How to Submit a Semester Allocation Request
•
•
•
•

Log into Involved@Webster using your Connections account.
Go to your organization’s page.
Click on Finance -> Click on “Create Funding Request”
Complete the information on this page, and upload your detailed budget request.

Accessing your Organization funds - withdrawing and depositing funds
•
•
•

•

All financial transactions for organizations are handled on Involved@Webster.
Only the President and the Treasurer of each organization are authorized to withdraw funds.
Purchase Requests are used to withdraw funds; Funding requests are used when
adding/depositing funds.
You will be able to monitor your club’s finances and all of the transactions in your club
account(s) using the Finance section of your club’s Involved@Webster page.

Withdrawing Funds:

Requests to Withdraw Funds:
•
•
•
•
•
•
•
•
•
•
•
•

Login to Connections and go to your organization’s Involved@Webster page
Click on Finance -> Click on “Create Purchase Request”
Enter the details of the withdrawal
From Account, select your appropriate club account.
Under “Category”, select whether this will be Petty Cash, Check Request, or Transfer
List who is receiving the funds -> If payee is a Webster student, enter their ID number
Enter your contact information
Identify whether this is reimbursement, advance, vendor payment, or transfer
o If check request, mark whether it is to be mailed (or otherwise picked up)
Upload the appropriate file(s) – scans of receipts, signed contracts, vendor invoices, etc.
Click “Submit request”
Your request is reviewed by Student Engagement staff for completion, accuracy, compliance
with budget requests/bylaws
When approved you will receive a message through Involved@Webster
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For Petty Cash Requests (amounts less than $50.00):
• Take the printed Purchase Request to the Business Office Cashier Window in Webster Hall. They will
give you the cash for your purchase. Be sure to keep all receipts and then return any unused change
back to the Business Office with a Deposit Slip.
• The Cashier's office is open 8:30am-5:30pm, Monday-Thursday, 8:30am-4:30pm, Friday.
• Petty Cash Vouchers are limited to one per organization per day, and are limited to $50.
For Check Requests (amounts over $50.00):
• Following receipt of the approved request in Involved@Webster, login to the Concur Invoice and
Expense system via your Connections account*.
• If the vendor has never been paid by Webster before – a completed copy of the W-9 form. This
form is on Involved@Webster under “Campus Links”
•

Contracts may ONLY be signed by the Director of Student Engagement, submit any unsigned
contracts to that office for signature.
• Checks are printed on Tuesdays and Fridays, and must be submitted by 5:00pm the prior
Wednesday or Friday.
• There is no limit to the number of reimbursements and/or contracts/invoices that a Student
Organizations can submit at a given time.
• Student Organizations and/or Individual Students may only have one $500.00 advance outstanding
at a given time.
**SEE SEPARATE INSTRUCTIONS FOR CREATING AND SUBMITTING REQUESTS VIA CONCUR**

•
•
•
•
•
•
•
•
•
•
•

To Deposit Funds:
Pick up a Deposit Slip from the SGA Office or Cashiers window
Take the funds to the Business Office Cashier Window in Webster Hall. Make sure you have the
proper account number.
Scan the receipt you are given at the Business Office.
On Involved@Webster go to the Finance section of your club’s page.
Click on “Create Funding Request”.
Enter the reason for deposit and the amount.
Enter more detail if necessary
Choose your club’s proper account
Select Category “Deposit”
Upload the scan of your receipt from the Business Office.
Hit “Submit Request”

Tax Exempt Status
Because student organizations are part of the University, a non-profit organization, club purchases are
exempt from Missouri state sales tax. Tax exempt letters are available in the Director's Office, and must
be presented to area vendors when making a purchase. Take this with you when making club
purchases. Because of this, organizations will not be reimbursed for Missouri State sales tax paid.
Exceptions do apply at some stores, such as Costco and Sam’s.
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Monthly Budget Reports

For complete information on Monthly Budget reports visit the Budget bylaws at www.webster.edu/sga
Monthly student organization budget reports are due on the 5th of each month for the previous month’s
expenditures (i.e. October monthly report is due November 5th). If the 5th of the month falls on a
weekend, the report is due the previous Friday.
Each month, all student organizations are required to complete a report of group expenses and deposits
accompanied by copies of receipts. These reports are submitted to the SGA Comptroller. Monthly
Reports are submitted electronically to the SGA Comptroller using an online form through
Involved@Webster. The link to each month’s report form will be sent approximately one week prior to
the due date.
•
•
•
•
•

•
•

Complete the report, indicating withdrawals, itemized expenses, and deposits.
Upload copies of your receipts and indicate on the receipts to which purchases they correspond.
o Receipts submitted as reimbursement requests do not need to be submitted in the report.
Receipts for funds received in advance need to be submitted in the report.
Keep a copy of the report for your records.
Submit the report by 5:00pm on the deadline date.
Groups who have not submitted reports by the deadline, will be penalized 15% of the remaining balance in
the organization's allocated account within 24 hours of the deadline, 20% within 48 hours and 25% within
72 hours.
Reports must be submitted even if a group has had no expenditures in a given month.
Reporting should be done for the Calendar month only (i.e. October 1-31)

The Student Grant Fund

The Student Grant Fund is a source of money that assists student groups or individual students to attend
off-campus conferences and leadership experiences.
See the Student Grant Fund Section of the handbook for more information.

Programming Pool Fund
•

•

The Programming Pool enables large-scale programming and cooperation between multiple
student groups and/or campus programming departments.
See the Programming Pool Request Section of the handbook for more information.

The Allocation Fund

If an organization has exhausted its semester allocation or a group gets recognized after the budget
allocation process, funding can be requested from the Allocation Fund.
•
•
•

Amounts up to $300.00 can be requested
Complete the Allocation Request form and submit to the Comptroller for review by the Budget
Committee (see appendix)
Allocations must be approved at an SGA General Body meeting
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Important Tax Issue for Non-Missouri Resident Entertainers - Withholding

Missouri regulations require that any individual or entity that pays compensation to a performer, who is
not a Missouri resident, is to withhold Missouri income tax in an amount equal to two percent (2%) of
the total compensation for entertainment performed in Missouri. No withholding is required if payment
to the entertainer are less than $300.
The regulations define an entertainer as “a person residing or registered as a corporation outside this
state who, for compensation, performs any vocal, instrumental, musical, comedy, dramatic, dance, or
other performance in this state before a live audience and any other person traveling with and
performing services on behalf of a nonresident entertainer.” The Missouri Department of Revenue
interprets a vocal performance as including public lectures or other speaking engagements as well as
singing. (This does not include seminars that are part of student educational programs.) The regulation
applies this definition to all performers even if they are individuals, incorporated, a partnership or
provided by another entity, such as an agent, a theatrical group or a traveling company.
All contracts by University venues with nonresident performers in excess of $300 must provide that they
University will withhold the 2% entertainment tax. Entertainers must be informed that any contract
provisions that prohibit withholding the Missouri 2% withholding tax will not be accepted. Penalties
incurred for failure to withhold will be passed through to the venue. The contract in the back of this
document takes this policy into account.
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Section 4: Event Planning
It is important for student organizations to be aware of both the intended audience and the costs
involved with campus events. Advise students to organize reasonable and realistic events and plan far
enough ahead, so as not to create a rush when it comes to implementation. The calendar can be
overloaded, and it is sometimes more effective for 2 or 3 groups to pool their resources for a
cooperative activity.

Contracts
Contract form can be found in the appendix of the Advisor’s manual.
• Only the Director of Student Engagement can sign contracts.
• A completed contract is needed to initiate payments.
• Contracts must include a completed W-9 for any non-Webster payees.
• Students cannot benefit financially from an organization that they hold membership in.
• Students who are employed on-campus will receive payments on next payroll check.

Reserving Space and Equipment on Campus

Students have access to the information organized in the table below in their handbook. The
information below is to aid in early planning for events. Emphasize the importance of learning outcomes
for events and early planning to ensure the venue is large enough to accommodate the organization and
its intended audience, and the event runs as expected. Manage student expectations, and use good
judgment when calendar/planning events that need a lot of logistic work.

•
•
•
•
•

Most Frequently Requested Rooms/Venues at Webster University

University Center – Sunnen Lounge, Presentation Room and Conference Room
Library Conference Room
University Center – Grant Gymnasium
East Academic Building Commons
Wini Moore Auditorium

Note: When reserving rooms in the University Center after regular operating hours, $15.00/hr will be
charged to the organization for staffing purposes. Student organizations can reserve spaces on campus
for free, but most buildings will not allow spaces to be reserved outside of their normal operating hours.

Location/Item
Campus Classrooms and
SV Lantern Lounge

Capacity
---

Community Music School
Room 10

122

Community Music School
Room 11

77

Contact Information
Denise Diehl, x7506
Registrar’s Office Department Assistant
Denisediehl23@webster.edu
Leigh Huckaby, x4454
CMS Scheduler
Leighhuckaby11@webster.edu
Jean Huber, x7032
Music Department Associate
huberje@webster.edu
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Computer and A/V
Equipment (Advisor has
to reserve)
Eden Fields

---

Desktop Technical Services, x8623
www.webster.edu/helpdesk

---

Emerson Library Study
Rooms
Library Conference Room
Loretto-Hilton Center
Mainstage

---

Kathleen Crabdree, x7498
crabdrak@webster.edu
Library Circulation Desk, x6952

Loretto-Hilton Center
Studio Theatre

125

Marletto’s Café

160

Music Building Recital
Room

100

Music Quad

400

Sverdrup Lounges
University Center Pool

--75

University Center
• Conference Room
• Presentation
Room
• Sunnen Lounge
• Commons
• Athletic Lobby
• Grant Gymnasium
• Quad
West Hall Multipurpose
Room
West Hall Classroom

85
900

17
40
120
300
150
900-1500
500
50
35
35

Library Circulation Desk, x6952
Art Lueking, x6933
Director, Loretto-Hilton Center
luekinar@webster.edu
Art Lueking, x6933
Director, Loretto-Hilton Center
luekinar@webster.edu
Octavio Pino, x6902
General Manager, Sodexo Dining Services
octaviopino09@webster.edu
Jenn Huber, x7032
Music Department Associate
huberje@webster.edu
Jenn Huber, x7032
Music Department Associate
huberje@webster.edu
Public Safety, x7430
Myrna Homm, x7732
Coordinator, Fitness Center and Aquatics
greermy@webster.edu
On-line Request From
www.webster.edu/uc
Click “Make a Reservation”

(whether bleachers are in/out)

http://www.webster.edu/housing/reservations.html
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Webster Village
Apartments Clubhouse
Winifred Moore
Auditorium
Stage III

250
125

x7505
Department Association, Leigh Gerdine College of
Fine Arts
Shannonbucklin38@webster.edu

Note: Personnel changes may occur throughout the academic year.

University Center Priority Scheduling

Each February, the University Center begins a process called Priority Scheduling for the following
academic year’s room requests. Priority Scheduling allows your group to get on the calendar early with
your large events or regular meetings. Once the process is complete in March, scheduling in the
University Center is open to all for the upcoming year. Note that outside of normal business hours, the
cost to reserve the University Center is $15/hour. Also, due to Athletic practices, unless an event is
booked through Priority Scheduling, the gym cannot be reserved until August 1st for Fall events and
December 1st for Spring events.

Campus Dining Service (Sodexo)
Catering: If you are planning an event with food, you may have your event catered by Sodexo, the
campus dining service (www.websterdining.com).
Alcohol: Student Organizations are required to complete training for hosting events with alcohol
through the Office of Counseling & Health Services. Groups hosting these events are REQUIRED to
order the alcohol and bartender through Sodexo ONLY; events longer than 2 hours may be CASH
BAR ONLY. Additional required charges associated with hosting an event with alcohol are:
bartenders, Party Manager and Public Safety Officers
See the Events with Alcohol Section for responsibilities of hosting an event with alcohol

Food Sales Permit
If your organization is planning to sell food of any kind you must complete a Food Permit
through the Office of Student Engagement. Completed permits should be displayed throughout
event and submitted for approval at least 24 hours in advance of your event.
Food Sales Permit form can be found on Involved@Webster Campus Links menu

Contracts and Contract Riders

If your group is paying to have a speaker, performer, musician, or other service-provider at your
event, you must complete a contract with the entertainer in advance of your event. Contracts place
your organization in better legal standing should any problems arise regarding the service. And, because
contracts provide a document in writing, you and the service-provider are less likely to get confused
about the details of the service.
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Many entertainers and agencies have standard contracts. If you use one of these contracts, it is
important that you and your advisor read the contract carefully. The Office of Student Engagement also
has generic contracts, and are able to assist you with any questions you have during the contract
process. (See appendix for a sample contract). Because the contract places representatives and funds
of Webster University in a binding agreement, all student organization contracts must be signed by the
Director of Student Engagement before they are considered valid. Club advisors or officers cannot
sign contracts for the group as they do not have authority over the budget. Check requests for
performers will not be authorized until a contract is signed by both the performer and the Student
Engagement staff member.
For performers not affiliated with the University, it is also necessary to include the Webster University
Contract Rider with your agreement, regardless of who provided the original contract. The Contract
Rider describes Webster University policies and regulations that must be followed by performers. This
document must be signed by the performer and a Student Engagement staff member.
Many artists require that you present payment to the performer at the time of the event. Be sure to
have the President or Treasurer complete the Purchase Request form on Involved@Webster and submit
the check request it to Accounts Payable in time to get the check.
Purchase requests must be submitted by 12:00pm on Mondays or Thursdays to receive the check on
Tuesday or Friday.

Important Tax Issue for Non-Missouri Entertainers - Withholding
Missouri regulations require that any individual or entity that pays compensation to a performer, who is
not a Missouri resident, is to withhold Missouri income tax in an amount equal to two percent (2%) of
the total compensation for entertainment performed in Missouri. No withholding is required if payment
to the entertainer is less than $300.
The regulations define an entertainer as “a person residing or registered as a corporation outside this
state who, for compensation, performs any vocal, instrumental, musical, comedy, dramatic, dance, or
other performance in this state before a live audience and any other person traveling with and
performing services on behalf of a nonresident entertainer.” The Missouri Department of Revenue
interprets a vocal performance as including public lectures or other speaking engagements as well as
singing. (This does not include seminars that are part of student educational programs.) The regulation
applies this definition to all performers even if they are individuals, incorporated, a partnership or
provided by another entity, such as an agent, a theatrical group or a traveling company.
All contracts by University venues with nonresident performers in excess of $300 must provide that they
University will withhold the 2% entertainment tax. Entertainers must be informed that any contract
provisions that prohibit withholding the Missouri 2% withholding tax will not be accepted. Penalties
incurred for failure to withhold will be passed through to the venue. The contract in the back of this
document takes this policy into account.

Special Audio/Visual Needs (when outside the scope of the event facility)
Requests for specialized Audio Visual equipment and support should be forwarded to IT Desktop
Technical Services (DTS) via a work order (www.webster.edu/helpdesk). DTS will be able to provide
simple setups such as laptops and projectors, microphones, wireless microphones, and speakers. Please
note that DTS will not provide on-site staffing support for any event. For setups requiring more
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sophisticated equipment and services, DTS will contract, at the requestor’s expense, with an external
vendor
All requests for equipment and support, whether in-house or contracted, will require a minimum of 48
hours notice prior to the event. Requests that do not provide the 48 hours notice will not be
guaranteed.
In some cases, specialized facilities (University Center, Loretto Hilton Center, Community Marletto’s
Marketplace, Winifred Moore Auditorium, Emerson Library Conference Room, Old Post Office may
require more complex setups. In those cases, the facilitator of the event or location may coordinate
directly with an external vendor for the needed equipment and services. Please note that if the event or
facility coordinator determines that on-site staffing from an external vendor will be required during an
event, they will require the Student Organization to cover that expense from their budget.

Off-campus events (Hosting):

Student organizations wishing to hold events at an off-campus location must have pre-approval from
the SGA budget committee if any expenditure will occur.
For Events to be eligible for SGA Funding when held off-campus they must:
• Provide transportation from campus to anyone wishing to attend
• Advertising publicly on-campus for the event/activity
Off-site events are held to all Webster University and Student Organization policies and procedures.

Off-campus events (Traveling to):

When traveling to an off-campus event, these items must be submitted to the Director of Student
Engagement AT LEAST 24 hours prior to travel. Please see Student Grant Fund bylaws for deadlines
specifically related to SGF travel.
1. Emergency Information Form (per student). These forms should be kept by the organization
member or advisor planning the travel. These forms help make members realize that risks are
inherent when traveling, and also that students need to be held responsible for their behavior when
representing Webster University.
2. Travel Waiver/Statement of Responsibility (per student)
3. Student Organization Travel Form (per organization)
4. Driver Approval form (per driver)
These forms can be found in the Campus Links menu on Involved@Webster or in the appendix of this
handbook
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Airline Travel & Booking Hotel Accommodations

THIS IS A REQUIRED PROCESS WHEN BOOKING AIR TRAVEL TO OR FROM CAMPUS
Webster University has an agreement to book all airline travel through TravelPlex. All travel must be
booked through TravelPlex. Travel booked elsewhere may not be reimbursed.
1. Select travel dates and times.
2. Call TravelPlex at 314-569-1900.
a. Identify yourself as a Webster University student representing a Student
Organization.
b. The Student Organization profile name is “SGA Traveler”.
3. Provide the travel agent with the following information (required)
• SGA Account Number (Programming Pool, SGF, etc.)
• Traveler’s Name
• Traveler’s Email Address
• Traveler’s Phone Number (Home, Work and/or Mobile)
• Traveler’s Date of Birth
• Traveler’s Gender
• Passport Number (for international travel only)
• Passport Country of Issue (for international travel only)
• Passport Full expiration date (for international travel only)

All bookings will then be approved through the Office of Student Engagement.
Hotel rooms and rental cars can also be booked through this process, but are not required per University
policy.

Travel booking information questions should be directed to:
Saa Meier, Coordinator – Administration

kitprasu@webster.edu

314-246-8265

Public Video Performances and Copyright Law
If your organization is intending to show a video for a social event, meeting, or other purpose, it is
necessary to have a public performance license for the film. Any showing outside of your private
residence for personal use requires a public performance license. Rentals, Library copies and personally
purchased copies DO NOT meet this criteria. Details about campus public use can be found at:
http://colleges.swankmp.com/understanding-copyright
You can check when the Emerson Library catalog when looking for a film. Search “Public Performance
License” in the catalog to see if the library owns a copy of the license.
The following is a list of companies that license public performances of films. You are encouraged to
explore your options, although Swank Motion Pictures (1-800-876-5445) is located here in St. Louis.
Note that rental costs for public performances are significantly higher than for home use, so you should
obtain estimates early in order to request enough money in your semester budget proposal.
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Criterion Pictures USA
Icarus Films
Hogan Communications
Kino International
Swank Motion Pictures
Villon Films
Women Make Movies

Non-theatrical Film licensing
Independent Films, documentaries
Premiere Film Screenings
World cinema
Non-theatrical Film licensing
Socio-politico documentary films
Films by and about women

www.criterionpicusa.com
www.icarusfilms.com
www.hogancommunications.com
www.kino.com
www.swank.com
www.villonfilms.com
www.wmm.com

See planetindie.com/distribution for more companies, and www.webster.edu/faculty/fairuse
for more information about copyright laws.

Events with Alcohol

Student-sponsored events at Webster University are for the benefit of Webster students.
Groups who sponsor such events assume the responsibility to plan and implement safe, wellordered events. Though alcoholic beverages may be served under the conditions described
below, the central purpose of these events is entertainment, not the consumption of alcohol.
•
•

•
•
•
•
•
•

•
•

An Event Permit must be completed, approved, and returned to the Director at least 72
hours in advance of the event.
Prior to starting the event permit, members of the organization must complete the
online Sober Monitor Training available through WorldClassroom. Groups must have
one trained monitor per estimated 50 people in attendance at the event (i.e. 200
people = 4 Monitors)
Alcohol may only be purchased through Campus Dining, and a licensed bartender must
also be hired through Campus Dining to serve alcohol. No alcohol may be brought into
or removed from the party.
The bartenders will stop serving alcoholic beverages 1/2 hour before the end of the
event, and will not serve past 1:00a.m. Sodexo staff also works the entrance to handle
check IDs, take cover charge (if any) and monitor the event for adherence to this policy.
The sponsoring group must provide an adequate amount of non-alcoholic beverages
and food, as specified in the Sober Monitor training. Food can be purchased through
Campus Dining, or from an off-campus source.
For events with alcohol, the group must hire a Public Safety officer. More officers may
be required at the discretion of the Public Safety Managers.
Sober Monitors will monitor the entrances and exits of the event, and inform the
Student Engagement staff or the Public Safety officer if any concerns arise. The group is
also responsible for clean-up of the party area.
Advertising for the event is to be limited to Webster University, unless authorization is
obtained from the Director of Student Engagement. Advertising for events with
alcoholic beverages must focus on the event, and not promote the usage of alcohol.
The Director must approve any advertisement that makes reference to alcohol.
Unless special permission is obtained, entrance to the event is limited to Webster
University community members and their guests. Webster University students, faculty,
and staff are responsible for their own behavior and for the behavior of their guests.
The sponsoring group is liable for damages and clean-up charges, to be assessed by the
departments of the University Center, Dining Services, Facilities Operations, and the
Dean of Student Affairs Office.
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•
•
•
•

Any group that violates these guidelines or whose events become chronic problems is
subject to suspension of party privileges and its members are subject to judicial
charges.
Open Bar events can be no longer than 2 hours in length; events can shift to having a
cash bar following the initial 2 hour open bar.
The number of drinks per patron will be limited to the number of hours for the event.
Outdoor events must end by 9:00 p.m. in deference to the neighborhood, unless
special permission is obtained from the Office of Student Engagement. Music at the
event must be kept at a volume level acceptable to University staff.

Event Permits
Event permits are required for events meeting at least one of the following criteria:
1.
2.
3.
4.

Alcohol being served
Anticipated attendance of over 100
Events using a non-traditional venue
Events using a venue in a non-traditional manner

To begin your Event Permit Process you must complete the online Sober Monitor training (if
necessary) and then meet with the Director of Student Engagement recommended at least 3
weeks prior to an event. Completed Event Permits must be submitted to the Director of
Student Engagement AT LEAST 72 hours prior to the event.
The Event Permit can be found in the appendix or online at http://webster.edu/sga

Webster University Alcohol Policy

Webster University expects its students to observe all federal, state, and local laws, including
those related to the possession and consumption of alcoholic beverages. Persons under the age
of 21 are prohibited from possessing or consuming alcoholic beverages. Students who are 21
years of age or older may consume alcoholic beverages only in the privacy of their own rooms
and at sanctioned events. Webster University students and their guests are expected to act
responsibly in their use of alcoholic beverages. Drinking games are prohibited on campus,
whether at events or in residential facilities. Additional University policies are in the Student
Handbook.

Sober Monitors

Sober monitors are responsible parties who will take a host role during the student
organization events. Requirements are to have 1 Sober Monitor per anticipated 50 people in
attendance. Sober Monitors work with Public Safety and Bartending staff to ensure a safe and
successful event.
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Bartenders/Sodexo Staff

Sodexo staff and bartenders will be responsible for checking IDs for party guests who wish to
drink alcohol and distributing bracelets or other indicators that someone may consume alcohol.
Arrangements are made in conjunction with alcohol orders through the Director of Catering.
There are setup charges and potential hourly staffing charges depending on the needs of the
event.

o Advisor Role

Club advisors should be involved in the planning and evaluation processes of all events,
including parties. It is recommended that the advisor will be present during the event.
Advisors who would like assistance when working with their organization should contact the
Director of Student Engagement

Cover Charges

Organizations have the option to charge an entrance fee for a party. If event costs are originally
paid from a club’s Allocation Account, profits (above and beyond party expenses) are deposited
into the group's Fundraising Account.
To charge a fee, the group needs to inform the Director of Student Engagement during the
Party Permit meeting. The club needs to withdraw funds from the Business Office to have a
start-up bank of small bills for the party. Student Organization Officers will handle all of the
cash taken in during the event. After the party, the money is secured in the University Center
safe. The following business day, the President or Treasurer should come and retrieve the
deposited funds to formally deposit at the Cashiers Windows.

Emergencies

Emergencies that occur during the party should be immediately reported to Public Safety
(x6911) and the Party Manager staff.

Party Clean-up

The party area must be returned to its original condition. Tables should be cleaned,
decorations removed, and trash taken out. The sponsoring group is liable for damages and
clean-up charges that may be incurred.
•
•

Loose balloons are charged at $5 each in the University Center
NO loose Glitter or Confetti is allowed in any campus venue

Event Permit – Event Assessment

Within 48 hours of the event end time, complete the final Event Assessment portion of the
Event Permit and submit to the Director of Student Engagement. This should include all final
logistical details of the event including detailed Incident Reports if necessary.
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Publicizing Events
Involved@Webster

Involved@Webster (involved.webster.edu) is the primary online platform that highlights student
involvement. Consult the Users’ Guide for instructions on using this resource, located on the main
Involved@Webster page under “Campus Links”.

Posting on Campus

Please see the Student Handbook calendar for complete information on posting notices, using sidewalk
chalk, hanging banners, and using staked signs.

Bulletin Board Posting Locations
University Center- bring 5 to Information Center (for UC, SV glass cases and outdoor kiosk)
Webster Hall- 8 in stairwells, 1 outside Business Office, 1 on ground floor
Sverdrup- 1 in stairwell near McDonnell-Douglas Lounge, 1 in hallway near Commuter Lounge,
1 across from Media Center, 1 in Commuter Lounge
Maria Hall- 2 in hallway by Marletto’s
Emerson Library- take 2 to circulation desk
H. Sam Priest House- 1 on 1st floor by entrance
Pearson House- 1 on 1st floor by entrance
Residence Halls – Take 11 to the Office in West Hall
Thompson Music Building – 2 on 1st floor near stairwell, 2 in basement
Visual Arts Studio- 1 in West Wing
WVA Clubhouse – Take 3 to the office
Garden Park Plaza Garage- 1 on ground floor by elevator
In brief, please note:
•
•
•
•
•
•
•

Posting is permitted on general University bulletin boards. Posting is prohibited from walls,
windows and doors.
Use of special area bulletin boards requires approval from the related department.
Sponsor, date, time, location and cost of the event must be identified on the poster.
To post in the University Center, the Sverdrup glass cases, and the outdoor kiosk between Sverdrup
and the Library, submit flyers to the University Center Information Desk. Please provide 5 copies of
each flyer.
Flyers will be posted up to 2 weeks. Outdated materials on public bulletin boards should be
removed by your organization.
The University Center monitors all bulletin boards and reserves the right to remove outdated or
inappropriate materials.
Posters making reference to alcohol must be approved by the Director of Student Engagement.

Table displays in Crossroads and Marletto’s

Advise students to bring 40 copies of 4x6 (only this size or smaller) flyers to the UC Information Desk no
earlier than 1 week prior to the event. They will be placed on the tables in Crossroads, unless the table
displays are already filled with current events. For Marletto’s, please also take 40 copies of 4x6 flyers to
the Dining Services office, and the staff will place the flyers on the tables.
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Section 5: Student Grant Fund
Visit www.webster.edu/sga to view the Student Grant Fund Committee Bylaws in full.
The Student Grant Fund (SGF) is a funding source that exists to assists student groups and individuals to
attend off-campus conferences and leadership experiences.

To apply for the Student Grant Fund, you will need to:
1. Submit Student Grant Fund application (4 weeks prior to event) to the Student Grant Fund
mailbox located outside the SGA office. The application is at the end of this document or on
Involved@Webster
2. Meet with the Student Grant Fund committee to discuss your request. The committee meets at
4pm on the opposite Tuesdays from full SGA meetings. The committee will make a
recommendation on your request to SGA the following week.
3. Submit all travel documents to Director of Student engagement at least 24 hours prior to the
SGA meeting. Required documents are:
a. Student Organization Travel Form (per organization – lists all travelers and student ID
numbers)
b. Emergency Information Form (per student)
c. Travel Waiver/Statement of Responsibility (per student)
d. Copy of each traveler’s health insurance card – University policy requires health
insurance for institutionally sponsored trips.
4. Attend a regular SGA meeting as assigned by the SGF Committee. The SGA Vice President will
make the SGF committee’s recommendation to the SGA body on your behalf, and you will be
asked to introduce yourself and speak about your request. SGA will vote on your request.

Once approved:
1. Set an appointment with the Director of Student Engagement
2. Arrange payments related to your trip. There are several ways to do this, which will include one
or more of the following:
a. You (and/or members of your group) will be reimbursed for your expenses. Keep all
receipts and meet with the Director after your trip to handle reimbursement(s).
Reimbursements must match the breakdown approved by SGA.
b. You (and/or members of your group) will receive an Advance, which is a check cut to
you prior to the trip. Accounts Payable will put a temporary hold on your personal
Webster account until all original receipts are submitted to them. Failure to submit
receipts could make you personally responsible for the expense(s).
c. Cut checks directly for the conference, lodging, etc. To do this, you will need a detailed
quote with the amount(s) due on letterhead from the company. You will also need to
submit to Accounts Payable with the check request and a copy of the vendor's W-9
form. This is available on the main Involved@Webster page under "Campus Links".
d. For airline travel, you MUST book tickets through the University’s travel agency,
TravelPlex, by calling them at 314-569-1900. Identify yourself as a Webster University
student representing a Student Organization. The profile name for student clubs is “SGA
Traveler. Note that there is a fee for this service that will come from your Fund
allocation. See Travel Policies section for more details.
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3. If a student drops out of a trip, the group contact person must notify the Vice-President
IMMEDIATELY of their decision and accept the financial responsibility for any SGF funds already
spent on their participation.
a. The individual dropping out of the trip and the group leader have until 48 hours prior to
the trip departure to find a replacement. They must notify the Vice-President
IMMEDIATELY and turn in all necessary paperwork for the new participant.

Upon return:
1. Meet with the Director of Student Engagement if you are to receive reimbursements for your
expenses (per above).
2. Submit copies of your receipts to SGA Vice President. If you received a travel advance, a travel
report and all original receipts will need to be submitted to Accounts Payable.
3. Attend the assigned SGA meeting to provide a brief report about your experience. It is also
recommended to bring items to share, such as brochures or electronic photos.
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Section 6: Programming Pool
Visit www.webster.edu/sga to view the Programming Pool Committee Bylaws in full.
The Programming Pool Committee provides funds for student organizations to hold large-scale
programs by encouraging collaboration between multiple student groups and/or campus programming
departments.

To apply for the Programming Pool, you will need to:
1. Submit Programming Pool application (4 weeks prior to event) to the SGA Sergeant at Arms. The
application is at the end of this document or on Involved@Webster
2. Meet with the Programming Pool committee to discuss your request. The committee meets at
4pm on the opposite Tuesdays from full SGA meetings. The committee will make a
recommendation on your request to SGA the following week.
3. Attend a regular SGA meeting as assigned by the Programming Pool Committee. The SGA
Sergeant at Arms will make the Programming Pool committee’s recommendation to the SGA body
on your behalf, and you will be asked to introduce yourself and speak about your request. SGA will
vote on your request.

Once approved:
1. Advise students to set an appointment with the Director of Student Engagement to setup the
Programming Pool Account for the event.
2. Assist in establishing who will be responsible for the finances of the event (President or
Treasurer)
• Policies and procedures related to Programming Pool expenses follow the same general
guidelines as the SGA Allocation Fund expenditures.

Following the Event:

1. Advise student leaders to meet with the SGA Student Organization Liaison to submit the
program evaluation and expense receipts.
2. Attend the assigned SGA meeting to provide a brief report about your event. It is also
recommended to bring items to share, such as event photos, articles or evaluation materials.
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Petition for Student Organization Recognition
Group of Intent: ___________________________________________________
Please obtain the signatures of 25 current students who support your club becoming
recognized by SGA as an official Registered Student Organization. Bring this completed petition
to your meeting with the Director of Student Engagement and the Student Organization Liaison.
We, the undersigned, support the recognition of the above named Group of Intent to become
an official Webster University student organization.
1.

Name

Signature

Student ID#

2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
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Constitution of ______ of Webster University (Sample)
Article I: Name
Section 1: The name of this organization shall be __________________________________
Article II: Purpose
Section 1: The purpose of the _________________ is to ______________________ ….
Article III: Officers
Section 1: Officers serving as the Executive Board shall be the President, Vice President, Secretary,
and Treasurer.
Section 2: The term of office for Executive Board members shall be one year or until successors of
such members are elected.
Section 3: Executive Board members must be in good standing with Webster University.
Section 4: The Advisor shall be a member of Webster’s faculty or staff. The advisor has no vote in
the organization.
Article IV: Membership
Section 1: Membership is open to any Webster student who has an interest in ________…
Article V: Election of Officers
Section 1: Election of officers will occur at the last meeting of the fall semester. Terms of office
shall begin at the first meeting of the spring semester, following a transition workshop of outgoing
and incoming officers.
Section 2: Each member in good standing at the time of election shall be accorded one vote per
office.
Section 3: All elections will be held by secret ballot.
Section 4: A simple majority vote will constitute an officer election.
Article VI: Meetings
Section 1: Meetings will be held twice per month at a time and place to be determined by the
organization.
Section 2: All members must attend a majority of the meetings held during the year, to remain in
good standing to be eligible to vote at officer elections.
Article VII: Amendments
Section 1: Amendments to this constitution shall be adopted by a 2/3-majority vote of the members
present at a regular meeting following the meeting at which the proposed amendment was
introduced.
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Advisor Role/Responsibilities
The role of an advisor varies, but it is always an important one. The scope and frequency of an
organization’s activities, the effectiveness of its officers, the time commitments of the advisor, and several other
factors determine the level of involvement the advisor will have with the organization. An advisor should be
committed to the group’s success, and may need to sometimes go above and beyond the call of duty. An advisor
should never be resigned to only serve as a signatory on forms.
This is designed to help advisors and students arrive at a mutually agreed-upon advisors role in a student
organization. The advisor and group officers should reflect on the following items, and compare answers to
discuss any differences. For some items, which are determined not to be the responsibility of the advisor, it would
be valuable to clarify who will assume the responsibility.
For each statement, respond on a scale of 1-5 how important this function is for the advisor:
1= essential
2=helpful
3= not necessary 4=prefer not to do
5=absolutely not

_____ Attend all general meetings
_____ Attend all executive committee meetings
_____ Call meetings of the executive committee when believed to be necessary.
_____ Explain University policy when relevant to the discussion.
_____ Explain University policy to the executive committee when believed to be necessary.
_____ Explain University policy to the entire membership at a general meeting once a year.
_____ Reserve an appointment with the President before each meeting.
_____ Help the President prepare the agenda before each meeting.
_____ Serve as parliamentarian for the group.
_____ Speak up during discussion when s/he has relevant information.
_____ Speak up during discussion when s/he believes the group is likely to make a poor decision.
_____ Be quiet during general meetings unless called upon.
_____ Take an active part in formulating the goals of the group.
_____ Be treated as a group member except for voting and holding office.
_____ Attend all group activities
_____ Require treasurer to clear expenses with advisor before financial commitments are made.
_____ Request to see the treasurer’s books at the end of each semester.
_____ Check all official correspondence before it is sent.
_____ Get a copy of all official correspondence.
_____ Inform the group of infractions of its bylaws, codes, and standing rules.
_____ Keep the group aware of its stated objectives when planning events.
_____ Veto a decision when it violates a stated objective, the bylaws, codes, standing rules, or
University policy.
_____ Mediate interpersonal conflicts that may arise.
_____ Be responsible for planning leadership skills workshops.
_____ Let the group work out its problems, including making mistakes and “doing it the hard way.”
_____ Insist on an evaluation of each activity by those students responsible for planning it.
_____ Represent the group in any conflicts with members of the University staff.
_____ Be familiar with University facilities, services, and procedures that affect group activities.
_____ Recommend speakers, programs, etc.
_____ Take an active part in the transition of responsibilities between old and new officers at the end of
each election cycle.
Participants:_________________________________________________ Date:___________________
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Advisor's Evaluation Checklist
Please answer the following questions about your organization's advisor:
Yes No
___ ___

The advisor provides motivation and encouragement to members.

___ ___

The advisor knows the goals of the organization.

___ ___

The advisor attends regularly scheduled executive board meetings.

___ ___

The advisor meets regularly with the officers of the organization.

___ ___

The advisor attends the organization's special events.

___ ___

The advisor assists with the orientation and training of new officers.

___ ___

The advisor helps provide continuity for the organization.

___ ___

The advisor confronts the negative behavior of members.

___ ___

The advisor understands principles of group members.

___ ___

The advisor understands how students grow and learn.

___ ___

The advisor understands the principles that lead to orderly meetings.

___ ___

The advisor has read the group's constitution and by-laws.

___ ___

The advisor understands the principles of good fundraising.

___ ___

The advisor attends conferences with the organization's students.

___ ___

The advisor knows the steps to follow in developing a program

___ ___

The advisor can identify what members have learned by participating in the
organization.

___ ___

The advisor knows the members.

Comments:
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Officer Transition Plan Worksheet
Items/information to Transition:
•
•
•
•
•
•
•

Involved@Webster information
Student Organization Handbook
Copies of past budgets
Contact information
Constitution
Student Leadership Center resources
Other:

Creating a timeline
Look into the future and envision when your organization is having its next elections, followed
by your Officer Transition event. Then, consider what you need to start doing TODAY to
prepare for transition at that time. One method is to start at the end and work your way
backwards.
Date
TODAY

Event
REALIZATION THAT
TRANSITION IS CRUCIAL TO
MY CLUB

Things to do

Elections

BEFORE THE END OF THE
SPRING SEMESTER

Transition Event
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TRANSITION: The 4 S’s for Outgoing Officers
When moving through transition, focus on the 4 S’s to assess how feeling throughout the
process. Take some time to reflect on your personal transition and write down your answers to
later be discussed with your partner.
Situation
What are you transitioning out of?
Is it an expected or unexpected transition?
Is it wanted or unwanted?
Is it voluntary or imposed?
Did the transition come at the worst or best time possible?
Is it proceeding “on time” or “off schedule”?
Self
What strengths and weaknesses do you bring to the situation?
Are you optimistic about this transition?
What are you most excited about in this transition?
What are you most nervous about in this transition?
Support
What kind of support do you need from the new officer to feel successful in this transition?
How will you provide support to the person coming into your previous position?
Who will you recommend new officers turn to for support for which areas of officer
responsibility?
Strategies
What kind of coping strategies will you use as you move on from your role in the organization
to not serving in your position?
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TRANSITION: The 4 S’s For Incoming Officers
When moving through transition, focus on the 4 S’s to assess how feeling throughout the
process. Take some time to reflect on your personal transition and write down your answers to
later be discussed with your partner.
Situation
What are you transitioning into?
Is it an expected or unexpected transition?
Is it wanted or unwanted?
Is it voluntary or imposed?
Did the transition come at the worst or best time possible?
Is it proceeding “on time” or “off schedule”?
Self
What strengths and weaknesses do you bring to the situation? Are you optimistic about this
transition? What are you most excited about in this transition? What are you most nervous
about in this transition?
Support
What kind of support do you need from the new officer to feel successful in this transition?
How will you provide support to the person coming into your previous position?
Who will you turn to for support, both inside and outside the organization? In what areas of
officer responsibility?
Strategies
What kind of coping strategies will you use as you move on from your role in the organization
to not serving in your position?
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OUTGOING OFFICER RESPONSIBILITIES FORM (pg. 1 of 2)
Name: ______________________________
Date: _________________________________
Position: ______________________________
Officer reports to:
____________________________________________________________________
How often:
______________________________________________________________________________
The general areas of responsibility for this office include:
1. _______________________________________
2. _______________________________________
3. _______________________________________
4. _______________________________________
5. _______________________________________
6. _______________________________________
The specific programs/events for which this office is responsible are:
1. _______________________________________
2. _______________________________________
3. _______________________________________
4. _______________________________________
5. _______________________________________
6. _______________________________________

37

OUTGOING OFFICER RESPONSIBILITIES FORM (pg. 2 of 2)
This is a typical week’s responsibilities for this office:
Monday

Tuesday

Wednesday

Thursday

Friday

Saturday/Sunday

What months/seasons/times of year are the most stressful for this office, explain:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

To effectively carry out the responsibilities of this office, someone must be:

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

What advice would be helpful for someone assuming this office:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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Webster University Student Organization
Allocation Fund Request Form
Guidelines
•Allocation Funds are restricted to Funded Student Organizations recognized by SGA.
•An organization may make one request annually for up to $300.
•Organizations whose requests are approved must submit a follow-up report of the event or service to SGA.
Criteria
•Existing Funded Student Organizations may request money if they have exhausted their allocated semester
account
•

•

Newly recognized organizations may request Allocation Funding if their recognition occurred after the semester
budget process outlined in Article III, Section 4 of the SGA Budget Bylaws.
The Allocation Fund request must follow the guidelines set out in the SGA Budget bylaws.

•The Organization requesting funding must respond to the questions on Page 2 of this application.
•The complete SGA budget bylaws are available at:
https://involved.webster.edu/organization/SGA/DocumentLibrary/View/265303

Process
Organizations requesting Allocation Funding must submit this Allocation Fund Request Form accompanied by a
thorough itemization of the event, to the SGA Comptroller by 5:00pm on the Monday prior to the Budget
Committee Meeting (weeks opposite of SGA General Body meetings)

Allocation Fund Request Form
Organization_________________________________________

Current Balance (if any)______

Treasurer:______ _______________________ E-mail _____________________ Phone___________
Check one:

Existing organization requesting funds____
New organization requesting funds____

Fundraising Balance (if any):_______

Requested amount: $_______
Reason for request: ___________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
Treasurer's Signature: _________________________________
Advisor's Signature:___________________________________

Date:______________
Date:______________

Comptroller's Signature (upon approval):____________________

Date:________________
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Allocation Fund Application:
What other avenues have you considered for assistance in financing your organization?

Who is the target audience for the events or services described in this form?

How will Webster University students benefit from the event or service you wish to present?

Have you actively sought co-sponsors for the events or services described? If so, who? If not, why?

Have you considered fundraising, or increasing the regular fundraising efforts of your organization?

Itemized Description of event(s) or service(s):
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Student Organization Food Sales Permit
Completion and approval of this permit is necessary
• if your organization is planning to sell food of any kind
This permit is needed to ensure 1) safety in the delivery and consumption of food, and 2) that the delivery or
selling of food does not interfere with contracts that Webster University maintains with its Dining Services and
vending machine providers. PERMIT MUST BE DISPLAYED AT EVENT.
Fundraising
Registered student organizations are allowed to sell food through activities such as bake sales in order to raise
funds for your group. There are several limitations to fundraising with food. Food-related fundraisers:
•
•
•
•

are limited to once per month per organization (exception: a fundraiser that lasts a few days, but is part
of the same fundraising activity)
cannot take place in Webster Hall 3rd floor, Maria Hall, or the Emerson Library
cannot involve cooking of food on-site or food that needs to be kept cold or hot. Selling cooked food
and cold food can take place during a group’s event (see below).
cannot sell pre-packaged foods such as potato chips or snacks that are sold by Dining Services or
vending machines.

Organization:

Representative:

Date(s)/Time(s) of Activity:
Name of Activity:

Location(s):

Food being served:

Approved by:

Date:

Return this permit to Director of Student Engagement. Meeting with the Director prior to your activity may be
necessary. Call 968-7105 or e-mail jstewart15@webster.edu to set up an appointment.

Webster University Performance Contract
Office of Student Engagement
470 E. Lockwood Ave.
St. Louis, MO 63119
PHONE: (314) 968-7106 FAX: (314) 968-7121

Agreement: This contract entered into as of this ________ day of ________, ______, by and between
Webster University____________ (hereafter referred to as Purchaser) and ______________(hereafter
referred to as Artist).
Engagement: Artist agrees to appear and perform at date(s) and time(s) herein.
Date(s): ______________ Venue:_____________________________________________________
Type of performance:_________________________________________________________________
Artist arrival time:_________ Performance start time: _________ Performance end time: ____________
Sound check time:____________Intermission length, if any: ___________
Technical and/or special needs, supplied by Artist and agreed to by Purchaser should be attached as an
addendum to this contract.
Payment: Purchaser will render compensation to Artist as follows:
Honorarium/Fee:________________________________________________________________________
Check Payable to:_______________________________________________________________________
Address:_____________________________________________________________________________
Federal ID Number/Social Security Number: ________________________________________________
Artist will receive payment in the form of a university check immediately following performance.
Additional Agreements: If Purchaser is to provide arrangements as part of this performance, details are
specified:
Transportation: ___________________________________________________________________
Lodging: ________________________________________________________________________
Meals: __________________________________________________________________________
Other: ___________________________________________________________________________
Artist agrees to hold harmless and indemnify Webster University, its officers, agents and employees, from
and against any and all actions suits, damages, liability or other proceedings which may arise as the result
of the negligence, misconduct, error or omission of any agency or employee of the Artist.
Section 143.183.1 of the Revised Statutes of Missouri provides for a 2% tax on compensation if the amount is in excess of $300 paid
by a venue in Missouri to a nonresident entertainer as defined in the statute. The statute requires the venue to withhold 2% of the
compensation as a prepayment of tax. Accordingly, and any other provision in this contract to the contrary notwithstanding, from the
compensation otherwise payable under this contract the University will withhold 2% and remit the same to the Department of
Revenue, and the compensation otherwise payable shall be reduced accordingly.

PURCHASER:
__________________________________
Printed Name/Title
__________________________________
Organization
__________________________________
Date

ARTIST/AGENT:
__________________________________
Signature
__________________________________
Printed Name
__________________________________
Address
__________________________________
Approved by (Student Engagement Staff only):
City, State, Zip
__________________________________
__________________________________
Signature/Date
Phone/Fax
Jennifer V. Stewart, Director of Student Engagement __________________________________
Date

Webster University
Contract Rider
1) ADDENDUM: This rider serves as an addendum to the contract made between
______________ (ARTIST) and Webster University (UNIVERSITY).
2) INCLUSIVITY: Webster University is an inclusive institution and committed to the
celebration of cultural diversity related to gender, race, creed, ethnic origin, sexual
orientation, age, and physical disability. UNIVERSITY does not support censorship, but
insists that ARTIST thoughtfully plan the performance to reflect sensitivity to all
UNIVERSITY constituents.
3) NOTIFICATION: The ARTIST or his/her representative must contact the UNIVERSITY
representative no later than two days prior to performance to confirm arrival times,
lodging arrangements, and other information pertinent to implementation of this
contract.
4) TRANSPORTATION and LODGING: Transportation and lodging arrangements shall be the
responsibility of the ARTIST, unless otherwise specified in the contract. In the event that
transportation is provided by the UNIVERSITY to the ARTIST, the ARTIST agrees to hold
harmless and indemnify the UNIVERSITY, its employees and representatives, from and
against any and all actions, suits, damages, liability or other proceedings which may arise
as a result of such transportation.
5) EQUIPMENT: Unless otherwise specified in this contract, the ARTIST is responsible for
providing his/her own equipment necessary to provide a quality performance. Such
equipment could include, but is not limited to, sound amplification, lighting, musical
instruments, and video equipment.
6) SMOKING: ARTIST agrees to abide by UNIVERSITY smoking policies. No smoking is
permitted within UNIVERSITY buildings, or within 30 feet of a building entrance.
7) ILLEGAL SUBSTANCES: ARTIST agrees not to possess illegal substances or firearms, nor
consume or encourage consumption of illegal substances, while on the campus.
8) ALCOHOL: ARTIST agrees to abide by UNIVERSITY alcohol policies. No alcohol may be
brought on campus.
9) BEHAVIOR: ARTIST will refrain from behavior that is unlawful, that threatens harm to
person or property, that is disruptive to the community, or that is otherwise contrary to
UNIVERSITY Student Life Policies. If, in the judgment of UNIVERSITY officials, any of these
have occurred, the ARTIST forfeits the performance fee, minus any deposit paid, and will
be removed from campus.
10) PUBLIC SAFETY: UNIVERSITY officials are entitled to make such announcements it may
deem necessary at any time in the interests of public safety. ARTIST agrees that it will
cooperate and will cause its agents and performers to cooperate with the delivery of
such announcements for public safety.

11) DELAY OF PERFORMANCE: The UNIVERSITY reserves the right to prorate and/or adjust
the cost of services rendered, or to nullify this contract, if in the judgment of a
professional staff member, ARTIST has caused unreasonable delay of the implementation
of services, regardless of cause.
12) INABILITY TO PERFORM: If, in the opinion of UNIVERSITY officials, the ARTIST is unable to
perform in a professional manner due to being under the influence of any intoxicating
beverage or drugs, the UNIVERSITY may cancel this agreement. In such an event, ARTIST
shall reimburse UNIVERSITY’s out-of-pocket expenses.
13) RESCHEDULING PERFORMANCE: If this contract is cancelled by either party for any
reason, and ARTIST and UNIVERSITY agree, an alternate performance date at the fee
contained in this contract will be scheduled at the earliest convenient date to both
parties.
14) CHOICE OF LAW: The validity, construction, and effect of this contract shall be governed
by the State of Missouri. This contract is also subject to the rules and regulations
pertaining to the City of Webster Groves and Webster University.
15) NON-RESIDENT TAX: Section 143.183.1 of the Revised Statutes of Missouri provides for a
2% tax on compensation if the amount is in excess of $300 paid by a venue in Missouri to
a nonresident entertainer as defined in the statute. The statute requires the venue to
withhold 2% of the compensation as a prepayment of tax. Accordingly, and any other
provision in this contract to the contrary notwithstanding, from the compensation
otherwise payable under this contract the University will withhold 2% and remit the
same to the Department of Revenue, and the compensation otherwise payable shall be
reduced accordingly.
Agreed to and Accepted:
For UNIVERSITY (Student engagement Staff only)

For ARTIST

Signed:

Signed:

Name: Jennifer V. Stewart

Name:

Title:

Title:

Date:

Director of Student Engagement

Date:
This rider is not valid unless signed by the Director of the Webster University Office of Student
Engagement.

Webster University Student Government Association

STUDENT GRANT FUND APPLICATION
Applications are due by 12pm Monday, prior to Student Grant Fund Committee Meetings

Primary Student Contact
Name: ____________________________

Event/Conference/Workshop
Name: ____________________________

Email: ____________________________

Location:___________________________

Cell: ______________________________

Dates: _____________________________

Number of Students Requesting Funds: ______________

Registration
No cap
Travel
No cap
Lodging
No cap
Other
No cap
Food
Maximum $25 per
student per day
Total

Requested Amount
Per Student
(max.$350 each)

Total Requested Amount Per
Group
(max. $2100 <20 Students or
$2800 >20 Students)

_________________

_________________

_________________

_________________

_________________

_________________

_________________

_________________

_________________

_________________

_________________

_________________

On a separate sheet of paper attach the following:
1. A brief summary of the conference/workshop/event.
2. How will Webster University students benefit from your attendance at this event?
3. How will you be funding your trip outside of Student Grant Fund?
4. For what other reasons should the Student Grant Fund support your attendance?
Other required documents:
1. Field Trip Data Form (one per group)
2. Activity Participation Certificate (one per person)
3. Waiver (one per person)
Signature of Applicant/Representative: _________________________________________
Signature of SGA Vice President: _____________________________________________
Upon recommendation and final vote, the SGA Vice President will make a copy of this
report. The recipients are then to schedule a meeting at least 72 hours prior to their
departure with the Director of Student Engagement to discuss the payment.

Return Completed Form to
Jennifer Stewart
Office of Student Engagement
Jstewart15@webster.edu

2016-2017
AUTHORIZED STUDENT ORGANIZATIONS ACTIVITIES AND INTRAMURAL SPORTS
ASSUMPTION OF RISKS, INFORMED CONSENT, WAIVER AND HOLD HARMLESS
AGREEMENT
I, ____________________________intend to participate in the ___________________________
which is an event funded and/or sponsored through Webster University, or an organization therein,
and is scheduled to take place on or during ___________________________________.
In consideration of Webster University making arrangements for permitting and assisting me in
participating in the above name activity, I hereby voluntarily accept and assume all risk of injury,
loss of life or damage to property arising out of participation in said activity, which risks shall
include, but not be limited to, transportation (when provided by Webster University), participation in
the various activities of the program, all risks incident to using any equipment provided for any use
as part of this activity, and all risks incident to my physical condition.

I acknowledge that I have a full understanding of the kinds of occurrences, perils, and hazards
which may exist during or as part of the above named activity in which I intend to participate. I
also acknowledge that I have had the opportunity to discuss the above named activities with the
appropriate people and to ask questions relative to the possible hazards and perils which may be
present during the activity. Accordingly, on behalf of myself, my heirs, personal representatives,
executors, administrators, successors, assigns, members of my family and anyone else who can
assert a claim on my behalf, do hereby release, waive and discharge Webster University from
liability from any and all claims arising from my participation in said activity. I and others listed
above agree to exempt, absolve, hold harmless and indemnify Webster University of and from any
and all current or future responsibility, liability, duty of care and/or claims arising from my
participation in said activity. Furthermore, I and others listed above covenant not to sue and agree
to never initiate or be a party to any lawsuit, claim, demand, prosecution or action of law against
Webster University for reasons of injury, loss of life or damages to property arising from my
participation in said activity.
CHOICE OF LAW: This Agreement to Assume Risks and Waive Claims shall be governed by and
construed under the laws of Missouri, without regard to conflicts of laws principles. I agree that
any dispute about the terms of this Agreement shall be presented to a court of competent
jurisdiction in St. Louis, County, Missouri.
PRINT PARTICIPANT NAME
DATE
PRINT PARENT/GUARDIAN NAME
(if participant is under the age of eighteen)

SIGNATURE

STUDENT ID

SIGNATURE

DATE

0

