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MEMORANDUM 

 
 
TO:  New and Perspect ive  Student  Organizat ion  

Members  and Advisors  
 
FROM: Miche l le  Fa lcon 
  Ass is tant  D i rector ,  S tudent  Act iv i t ies  & Events  
 
DATE:  August  2007  
 
The Of f ice  o f  S tuden t  Ac t i v i t i es  &  Even ts  wou ld  l i ke  to  
o f f i c ia l l y  we lcome you  to  the  Un ivers i t y  o f  Hous ton-  
Downtown!   We a re  a lways  exc i ted  to  meet  s tuden ts  and  
adv iso rs  l i ke  yourse l f  and  look  fo rward  to  he lp ing  you  to  
ach ieve  your  o rgan iza t ion ’s  goa ls .     
 
S tuden ts ’  f i r s t  p r io r i t y  here  a t  UHD shou ld  a lways  be  
academic  success .   However ,  the  S tuden t  Ac t i v i t i es  &  
Even ts  s ta f f  wou ld  l i ke  to  he lp  you  ge t  more  f rom your  
educa t iona l  exper ience !  
 
Ge t t ing  invo lved  in  ex t racur r i cu la r  ac t i v i t i es  as  we l l  as  
jo in ing  s tuden t  o rgan iza t ions  on  campus  i s  a  fun  way  to  
meet  new peop le  and  make  new f r iends .   S tud ies  have  
shown tha t  s tuden ts  invo lved  in  ac t i v i t i es  and  
o rgan iza t ions  on  campus  have  more  academic  success .   
Ex t racur r i cu la r  invo lvement  a lso  se rves  as  a  use fu l  too l  i n  
commun ica t ion  and  leadersh ip  deve lopment ;  essen t ia l  
sk i l l s  when ob ta in ing  a  job  and  succeed ing  in  l i f e  a f te r  
co l lege .  
 
Th is  hands-on  exper ience  wh i le  in  schoo l  l ooks  good  on  a  
résumé and  i s  an  essen t ia l  pa r t  o f  wha t  perspec t i ve  
emp loyers  look  fo r  in  the i r  cand ida tes .    
 
Th is  manua l  i s  des igned  to  in fo rm s tuden ts  and  adv iso rs  on  
po l i c ies  and  p rocedures  a l l  s tuden t  o rgan iza t ions  mus t  
adhere  to  and  to  p rov ide  a  gu ide  fo r  s tuden ts  and  adv iso rs  
who w ish  to  s ta r t  new organ iza t ions .   I f  you  have  add i t iona l  
ques t ions ,  comments  o r  concerns  p lease  fee l  f ree  to  
con tac t  the  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts  a t   
713-221-8573 ,  o r  jus t  fee l  f ree  to  s top  by  our  o f f i ce  loca ted  
in  S-204 .    
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We look  fo rward  to  work ing  w i th  you  in  the  fa l l !  



Section 2:  Getting Started 
 
The Reg is t ra t ion  Process  
 
The  Of f ice  o f  S tuden t  Ac t i v i t i es  &  Even ts  has  the  respons ib i l i t y  
o f  reg is te r ing  a l l  UHD s tuden t  o rgan iza t ions .   Throughout  the  
reg is t ra t ion  p rocess ,  the  s ta f f  o f  S tuden t  Ac t i v i t i es  &  Even ts  
w i l l  be  ava i lab le  to  lend  ass is tance  as  needed.  
 
Types  o f  S tuden t  Organ iza t ions  
 
S tuden t  Ac t i v i t i es  &  Even ts  houses  a  va r ie ty  o f  s tuden t  
o rgan iza t ions  inc lud ing  bu t  no t  l im i ted  to  the  fo l low ing :  
 
Academic     Greek    Honor  
 
In te rna t iona l /E thn ic   Po l i t i ca l    P ro fess iona l  
 
Recrea t iona l /Spor ts   Re l ig ious    Serv ice  
 
Spec ia l  In te res t   
 
 
Purposes  o f  Organ iza t iona l  Reg is t ra t ion  
 
The  Of f ice  o f  S tuden t  Ac t i v i t i es  &  Even ts  uses  severa l  c r i te r ia  
when  de te rmin ing  whether  to  g ran t  o rgan iza t iona l  reg is t ra t ion :  
 

 I t s  purpose  addresses  an  expressed  need  o f  s tuden ts  
 I t  i s  o rgan ized  in  a  manner  wh ich  can  be  ma in ta ined  
 There  a re  a  su f f i c ien t  number  o f  s tuden ts  in te res ted  in  

fo rming  the  o rgan iza t ions  
 I t  i n  one  o r  more  ways  fu l f i l l s  the  m iss ion  o f  the  Un ivers i t y .  

 
The  reg is t ra t ion  p rocess  a lso  enab les  the  Counc i l  o f  F inance  to  
de te rmine  whether  an  o rgan iza t ion  qua l i f i es  fo r  fund ing .    
 
Reg is t ra t ion  Process  
 
Every  s tuden t  o rgan iza t ion  i s  requ i red  to  reg is te r  w i th  the  
Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts  loca ted  in  Su i te  S-204 .   
App ly ing  fo r  o r  renewing  reg is t ra t ion  invo lves  the  fo l low ing  
s teps :  
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1.  A  s tuden t  o rgan iza t ion  mus t  submi t  to  the  Of f i ce  o f  
S tuden t  Ac t i v i t i es  &  Even ts  a  cons t i tu t ion  (as  we l l  as  the  



cons t i tu t ion  o r  char te r  o f  any  reg iona l  o r  na t iona l  
a f f i l i a tes ) ,  a  Studen t  Organ iza t ion  Reg is t ra t ion  Form 
l i s t ing  the  o f f i ce rs  o f  the  g roup ,  a  s igned  copy  o f  the  
Po l i cy  and  Procedure  Cont rac t ,  and  a  s igned  copy  o f  the  
Adv iso r  Con t rac t  w i th  the  names and  s igna tu res  o f  UHD 
facu l t y  o r  s ta f f  members  who w i l l  se rve  as  the  
o rgan iza t ion ’s  adv iso r (s ) .  
 
No te :  S tuden t  Organ iza t ion  Reg is t ra t ion  Forms must  
i nc lude  member  pos i t i ons ,  e -ma i l  addresses ,  te lephone  
numbers  and  s tuden t  ID  numbers .   Any  reg is t ra t ion  fo rms 
tha t  a re  incomple te  w i l l  be  re tu rned  to  the  s tuden t  
o rgan iza t ion  and  w i l l  on ly  be  rev iewed upon  comple t ion .  

 
2 .  The  Ass is tan t  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  Even ts  w i l l  

rev iew the  mate r ia l  and  may  reques t  the  o rgan iza t ion  to  
p rov ide  add i t i ona l  i n fo rmat ion .  

3 .  The  Ass is tan t  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  Even ts  w i l l  
i n fo rm the  o rgan iza t ion  o f  h is /her  dec is ion  by  e -ma i l  to  the  
o rgan iza t ion ’s  p res iden t  and  adv iso r .  

4 .  I f  necessary ,  the  o rgan iza t ion  shou ld  make  requ i red  rev is ions  
and  re -submi t  i t s  mate r ia l s  to  the  Ass is tan t  D i rec to r  o f  S tuden t  
Ac t i v i t i es  &  Even ts .  

5 .  A l l  o rgan iza t ions  a re  requ i red  to  a t tend  a t  l eas t  one  S tuden t  
Organ iza t ions  Gu ide l ines  workshop  and  a t  leas t  one  Counc i l  o f  
F inance  Gu ide l ines  workshop  dur ing  the  academic  year  ( fa l l  to  
sp r ing ) .  

6 .  A l l  o rgan iza t ions  a re  requ i red  to  a t tend  the  Counc i l  o f  
Organ iza t ions  meet ings  he ld  every  o ther  Wednesday  a t  noon  
(12 :00  pm)  in  room S-290 .    

7 .  A l l  Greek  o rgan iza t ions  ( f ra te rn i t ies  and  soro r i t i es )  a re  
requ i red  to  a t tend  the  Mu l t i cu l tu ra l  Greek  Counc i l  meet ings  
he ld  every  o ther  Wednesday  a t  1 :00  pm in  room S-290 .   
Meet ings  take  p lace  fo l low ing  each  Counc i l  o f  Organ iza t ions  
meet ing .  

 
S tuden t  Organ iza t ion  Membersh ip  
 

Gu ide l ines  
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 The  r igh t  o f  o rgan iza t ions  to  es tab l i sh  s tandards  fo r  membersh ip  
i s  acknowledged ,  p rov ided  tha t  a l l  s tuden ts  a re  g iven  equa l  
oppor tun i t y  to  meet  those  s tandards .   There fo re ,  d isc r im ina t ion  on  
the  bas is  o f  race ,  co lo r ,  age ,  sex ,  na t iona l  o r ig in ,  re l ig ion ,  sexua l  
o r ien ta t ion  o r  hand icap  i s  s t r i c t l y  p roh ib i ted .   The  p roh ib i t i on  
aga ins t  sex  d isc r im ina t ion  sha l l  no t  app ly  to  soc ia l  f ra te rn i t i es  



and soro r i t i es ,  wh ich  a re  exc luded  f rom the  app l i ca t ion  o f  the  
T i t l e  IX  o f  the  Educa t ion  Amendments  o f  1972 .  

 Membersh ip  in  reg is te red  s tuden t  g roups  i s  res t r i c ted  to  s tuden ts  
cu r ren t l y  enro l led  in  the  Un ivers i t y  o f  Hous ton-Downtown,  and  
facu l t y  and  s ta f f  cu r ren t l y  emp loyed  by  UHD.    

 
Grade  Po in t  Average  (GPA)  
 

 A l l  s tuden t  o rgan iza t ion  o f f i ce rs  mus t  ma in ta in  a  UHD cumula t i ve  
and  semeste r  g rade  po in t  average  (GPA)  o f  2 .5  and  be  ac t i ve  
members  o f  the  o rgan iza t ion .   S tuden ts  who w ish  to  be  members  
o f  the  o rgan iza t ion  mus t  ma in ta in  a  UHD GPA o f  2 .0 .  

 
 
Reg is t ra t ion  Dead l ines  
 
A l l  g roups  mus t  be  reg is te red  by  the  second  week  o f  the  fa l l  
semes te r  in  o rder  to  ma in ta in  the i r  o rgan iza t iona l  p r i v i l eges .   New 
organ iza t ions  mus t  be  reg is te red  by  the  th i rd  week  o f  the  semeste r  
to  earn  o rgan iza t iona l  p r i v i l eges .  
  
 
 
 
 
 
 
 
Appea ls  o f  Reg is t ra t ion  Dec is ions  
 
Dec is ions  regard ing  den ia l  o f  o rgan iza t iona l  reg is t ra t ion  may  be  
appea led  to  the  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  Even ts .    
 
Cond i t i ona l  Reg is t ra t ion  
 
Because  a  g roup  tha t  i s  no t  reg is te red  does  no t  have  access  to  
Un ivers i t y  fac i l i t i es  o r  se rv ices ,  i t  i s  poss ib le  fo r  a  new or  re - fo rming  
o rgan iza t ion  to  app ly  fo r  cond i t i ona l  reg is t ra t ion .    
 
Seek ing  cond i t iona l  reg is t ra t ion  invo lves  the  fo l low ing  s teps :  

1 .  A  s tuden t  o r  g roup  o f  s tuden ts  mus t  submi t  a  le t te r  o f  reques t  
to  the  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  Even ts .   Th is  le t te r  
shou ld  inc lude  the  fo l low ing :  

 
1 .  Names  
2 .  e -ma i l  addresses   
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Remember ,  the  las t  day to  reg is ter  your  organizat ion  
for  the  fa l l  2007  semester  is  Fr iday,  August  31!  



3.  te lephone  numbers   
4 .  s tuden t  ID  numbers  o f  the  in te res ted  s tuden t (s )  and  the  

p roposed  name and /o r  purpose  o f  the  o rgan iza t ion  and  
adv iso r .  

 
2 .  A f te r  consu l ta t ion  w i th  the  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  

Even ts ,  the  D i rec to r  may  g ran t  cond i t iona l  reg is t ra t ion  fo r  a                 
pe r iod  no t  to  exceed  one  semeste r .  

 
3 .  Once  g ran ted  cond i t i ona l  reg is t ra t ion ,  the  g roup  may  schedu le              

fac i l i t i es  and  have  pos t ing  p r i v i l eges  fo r  o rgan iza t iona l  
rec ru i tment  purposes  on ly .   P rograms,  even ts ,  o r  o ther  
ac t i v i t i es  may  no t  be  sponsored .    

4 .  By  the  end  o f  the  cond i t iona l  reg is t ra t ion  per iod ,  the  g roup  
mus t  in i t i a te  the  regu la r  reg is t ra t ion  p rocedures  p rev ious ly  
d iscussed .   I f  no t  ye t  p repared  to  do  so ,  the  g roup  mus t  re -
app ly  fo r  cond i t i ona l  reg is t ra t ion .  

5 .  Groups  tha t  a re  g ran ted  cond i t iona l  reg is t ra t ion  a re  no t  
e l ig ib le  fo r  fund ing  by  the  Counc i l  o f  F inance .    

 
 
Cons t i tu t ion  Gu ide l ines  
 
Every  s tuden t  o rgan iza t ion  i s  requ i red  to  submi t  a  cons t i tu t ion  
(by - laws  a re  op t iona l )  w i t h  i t s  S tuden t  Organ iza t ion  
Reg is t ra t ion  Form.   The  cons t i tu t ion  o f  an  o rgan iza t ion  i s  the  
o f f i c ia l  document  tha t  se ts  for th  the  p r inc ip les  upon  wh ich  the  
o rgan iza t ion  i s  founded .   Th is  document  shou ld  con ta in  a  c lear  
s ta tement  o f  the  purpose  o rgan iza t ion  and  de ta i l  the  
respons ib i l i t i es  o f  bo th  the  o f f i ce rs  and  the  members .   The  
fo l low ing  i s  a  genera l l y  recommended fo rmat  fo r  d ra f t i ng  a  
cons t i tu t ion :  
 
Art ic les  
 
A r t i c le  I .  Name o f  Organ iza t ion  
Ar t i c le  I I .  Purpose ,  Pr inc ip les ,  and  Ob jec t i ves  o f  Organ iza t ion  
Ar t i c le  I I I .  Qua l i f i ca t ions  o f  Membersh ip  
Ar t i c le  IV .  Of f i ce rs  and  E lec t ions  
Ar t i c le  V .  Meet ings  (essen t ia l  i n fo rmat ion  on ly )  
Ar t i c le  V I .  Amendment  Procedures  and  Requ i rements  
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Add i t iona l  a r t i c les  a re  o f  course  poss ib le ,  bu t  those  above  a re  
adequa te  fo r  mos t  s tuden t  o rgan iza t ions .   S tuden t  
o rgan iza t ions  tha t  a re  a t tempt ing  to  d ra f t  a  cons t i tu t ion  can  



reques t  cop ies  o f  the  cons t i tu t ions  o f  o ther  s tuden t  g roups  
whose  purposes  and  in ten t ions  may  be  s im i la r .  
 
By-Laws   
 
 
I f  a  g roup  chooses  to  wr i te  by - laws ,  they  shou ld  be  des igned  to  
govern  o r  gu ide  the  in te rna l  a f fa i r s  o f  the  o rgan iza t ion .   The  
more  permanent  de ta i l s  o f  o rgan iza t iona l  l i f e  shou ld  be  
con ta ined  in  the  cons t i tu t ion ,  wh i le  the  less  permanent  de ta i l s  
shou ld  be  inc luded  in  the  by - laws .   Ord inar i l y ,  the  by - laws  may  
be  amended by  a  two- th i rds  ma jo r i t y  o f  the  assembly ,  wh i le  the  
cons t i tu t iona l  amendments  a re  cons iderab ly  more  comp l i ca ted .   
I t  i s  essen t ia l  tha t  o rgan iza t ions  keep  the i r  cons t i tu t ion  and  by -
laws  cur ren t  th rough  per iod ic  rev iew.   The  by - laws  may  
con ta in :  
 
A r t i c le  I .  C lass i f i ca t ions  o f  Membersh ip  
Ar t i c le  I I .  O f f i ce rs  (e lec t ions ,  te rms  o f  o f f i ce ,  du t ies  and  

powers ,  e lec t ion  ru les ,  p rov is ions  fo r  f i l l i ng  un-
exp i red  te rms)  

 
A r t i c le  I I I .  Meet ings  ( t ypes ,  f requency ,  e tc . )  
 
 

CONSTITUTION OF SAMPLE ORGANIZATION 
 

Ar t ic le  I  –  Name 
The name o f  the  o rgan iza t ion  sha l l  be  the  Sample  
Organ iza t ion .  
 
Art ic le  I I  –  Purpose 
The Sample  Organ iza t ion  has  been  es tab l i shed  fo r  the  
expressed  purpose  o f .    
 
Art ic le  I I I  –  Qual i f ica t ions  for  Membership  
 
Sec t ion  A :  Membersh ip  i s  open  to  any  enro l led  UHD 

s tuden t  who :  
   1 .  _____________________________________ 
 
   2 .______________________________________  
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Sect ion  B :  Membersh ip  in  the  Sample  Organizat ion  may  
no t  be  den ied  because  o f  race ,  co lo r ,  age ,  sex ,  



nat iona l  o r ig in ,  re l ig ion ,  sexua l  o r ien ta t ion  o r  
hand icap .  

 
Art ic le  IV  –  Of f icers  and  E lect ions 
 
Sect ion  A :  The  o f f i ce rs  o f  the  Sample  Organ iza t ion  sha l l  cons is t  

o f  a  ____________________________.  
 These  o f f i ce rs  compr ise  the  Execu t i ve  Commi t tee .  
Sec t ion  B :  The  du t ies  o f  the  o f f i ce rs  sha l l  be  as  fo l l ows :  

1 .  _________________________________ 
2 .  _________________________________ 
3 .  _________________________________ 

Sec t ion  C:   The  te rm sha l l  be  f rom _______ to  ________.  
Sec t ion  D:  E lec t ion  o f  o f f i ce rs  sha l l  be  he ld  on  ___________.   

A t  l eas t  ___________________.    
No t i ce  sha l l  be  g iven  be fo re  the  e lec t ion  meet ing .   
Nomina t ions  sha l l  be  in i t i a ted  f rom the  f loo r  and  
e lec t ions  done  by  ba l lo t .   The  person  rece iv ing  a  
ma jo r i t y  vo te  w i l l  be  e lec ted .  

Sec t ion  E :  Any  o f f i ce r  may  be  removed f rom membersh ip  in  the  
Sample  Organizat ion  by  a  two- th i rds  vo te  o f  the  
Execu t i ve  Commi t tee .   Any  o f f i ce r  removed may  
appea l  to  the  genera l  membersh ip .   Sa id  o f f i ce r  sha l l  
be  cons idered  re ins ta ted  w i th  two- th i rds  approva l  o f  
the  members  o f  the  Sample  Organizat ion .    

Sec t ion  F :  Any  vacancy ,  wh ich  may  occur  in  an  o f f i ce ,  sha l l  be  
f i l l ed  by  an  appo in tment  by  the  rema in ing  members  
o f  the  Execu t i ve  Commi t tee  pend ing  ra t i f i ca t ion  a t  
the  nex t  g roup  meet ing .  

Art ic le  V  –  Meet ings  
Sect ion  A :  The  t imes  fo r  regu la r l y  schedu led  meet ings  sha l l  be  

________________ .  
Sec t ion  B :  A t  leas t  ______________ days  no t i ce  sha l l  be  g iven  

fo r  each  regu la r  bus iness  meet ing  o f  the  
o rgan iza t ion .  

Sec t ion  C:  Spec ia l  emergency  meet ings  may  be  ca l led  w i th  less  
than  ____  days  no t i ce  by  the  Execu t i ve  Commi t tee .  

Sec t ion  D:  The  meet ings  sha l l  i nc lude  a  quorum,  o rder  o f  
bus iness  and  d ispos i t i on  o f  m inu tes .  

 
Art ic le  V I  –  Amendment  Procedures  and Requi rements  
Sect ion  A :  Rober t ’ s  Ru les  o f  Order  (Rev ised  Ed i t ion )  sha l l  be  

fo l lowed by  the  o rgan iza t ion  in  a l l  cases  invo lv ing  
par l i amenta ry  p rocedure  when i t  does  no t  con f l i c t  
w i th  the  cons t i tu t ion .    
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Non-Discr iminat ion  Sta tement  
 
Al l  UHD s tuden t  o rgan iza t ion  cons t i tu t ions ,  w i th  the  excep t ion  o f  
Greek  o rgan iza t ions ,  mus t  con ta in  the  fo l low ing  s ta tement  in  the i r  
a r t i c le  on  membersh ip :  
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“Membership  may not  be  denied  
because of  race ,  co lor ,  age ,  
sex ,  nat iona l  or ig in ,  re l ig ion ,  
sexual  or ienta t ion  or  
handicap.”  



Section 3: Organization 
Responsibilities and Privileges 
 
Once you  have  rece ived  wr i t ten  no t i f i ca t ion  your  o rgan iza t ion  i s  
o f f i c ia l l y  reg is te red  a t  UHD,  your  g roup  has  cer ta in  respons ib i l i t i es  
as  we l l  as  p r i v i l eges .    
 
RESPONSIBIL IT IES 
 
Fami l ia r i za t ion  w i th  Depar tmenta l  Po l i c ies  and  Procedures  
I t  i s  the  respons ib i l i t y  o f  each  s tuden t  o rgan iza t ion  to  ob ta in  a  copy  
o f  the  S tuden t  Organ iza t ion  Handbook  tha t  inc ludes  the  Counc i l  o f  
F inance  Gu ide l ines  as  we l l  as  o ther  S tuden t  Ac t i v i t i es  &  Even ts  
pub l i ca t ions .   I t  i s  essen t ia l  tha t  s tuden t  o rgan iza t ions  be  aware  o f  
and  ab ide  by  the  po l i c ies  and  p rocedures  o f  the  Depar tment  and  the  
Un ive rs i t y .    
 
Upda ted  Ros te rs  
Each  reg is te red  s tuden t  o rgan iza t ion  i s  respons ib le  fo r  keep ing  an  
upda ted  ros te r  o f  o f f i ce rs  and  adv iso rs  names,  phone  numbers  and  
addresses  on  f i l e  in  the  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts .    
 
A t tendance  a t  a l l  Counc i l  o f  Organ iza t ions  Meet ings  
The  Counc i l  o f  Organ iza t ions  meets  every  two  weeks  dur ing  the  fa l l  
and  spr ing  semeste rs .   I f  the  p res iden t  o f  your  o rgan iza t ion  canno t  
a t tend ,  ano ther  UHD s tuden t  o r  any  facu l t y  o r  s ta f f  member  may  
represen t  the  o rgan iza t ion .   Attendance a t  Counci l  o f  
Organizat ions  meet ings  is  mandatory.   Fa i lu re  to  a t tend  Counc i l  o f  
Organ iza t ions  meet ings  w i l l  resu l t  i n  the  o rgan iza t ion  be ing  p laced  
on  p roba t ion  and  fund ing  w i l l  be  re fused .    
 
A t tend ing  S tuden t  Organ iza t ion  Even ts  
A t tend ing  campus  even ts  i s  a  key  component  in  rema in ing  an  ac t i ve ,  
v iab le  s tuden t  g roup  on  campus .   S tuden t  Ac t i v i t i es  &  Even ts  hos ts  a  
va r ie ty  o f  even ts  th roughou t  the  schoo l  year .   Each  s tuden t  
o rgan iza t ion  i s  requ i red  to  par t i c ipa te  in  a  m in imum o f  th ree  o f  the  
fo l low ing  even ts :  UHD Ac t i v i t i es  Day ,  S tuden t  Leadersh ip  
Confe rence ,  Commun i ty  Invo lvement  Day ,  Cross roads  Fes t i va l ,  
Spr ing  Fes t /Cu l tu re  on  the  Bayou  o r  S tuden t  Ac t i v i t i es  &  Even ts  
Mard i  Gras .   Par t i c ipa t ion  a t  the  fo l low ing  even ts  i s  a lso  
encouraged :  Add i t i ona l  Commun i ty  Invo lvement  Cen te r  even ts  as  
we l l  as  the  One Ma in  Even t .   
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Hos t ing  Organ iza t ion  Even ts  on  Campus  
In  add i t ion  to  par t i c ipa t ing  in  S tuden t  Ac t i v i t i es  &  Even ts  sponsored  
even ts ,  each  reg is te red  s tuden t  o rgan iza t ion  i s  requ i red  to  
coord ina te  and  hos t  a  m in imum o f  two  (2 )  even ts  on  campus  per  
semes te r  to  rema in  in  good  s tand ing .   Each  even t  mus t  las t  a t  l eas t  
one  hour  and  may  take  p lace  dur ing  the  day  o r  even ing .   Co-
sponsorsh ip  o f  an  even t  w i th  ano ther  s tuden t  o rgan iza t ion  i s  
encouraged .    
 
Types  o f  even ts  inc lude  soc ia l ,  cu l tu ra l  and  educa t iona l  even ts .   
Fundra isers  fo r  your  o rgan iza t ion  w i l l  no t  coun t  towards  the  
requ i rement .    
 
Fa i lu re  to  coord ina te  and  hos t  two  (2 )  even ts  per  semeste r  w i l l  
resu l t  i n  p roba t ionary  s ta tus  fo r  your  o rgan iza t ion .   Even ts  mus t  f i r s t  
be  approved  by  the  Coord ina to r  o r  Ass is tan t  D i rec to r  o f  S tuden t  
Ac t i v i t i es  &  Even ts .   Remember ,  S tuden t  Ac t i v i t i es  &  Even ts  s ta f f  i s  
ava i lab le  to  he lp  answer  any  ques t ions  to  he lp  w i th  the  success  o f  
your  even ts .    
  

 
 

 
 
  

 
   
 
 
PRIV ILEGES 
 
Meet ing  Rooms 
The  Of f ice  o f  S tuden t  Ac t i v i t i es  &  Even ts  o f fe rs  meet ing  space  
fo r  those  s tuden t  o rgan iza t ions  who w ish  to  ho ld  meet ings  
on  the  second  f loo r .   Rooms S-290  and  S-269  can  be  used  fo r  
o rgan iza t iona l  pu rposes .   Be  sure  to  reques t  the  room on l ine  
th rough  the  S tuden t  Ac t i v i t i es  &  Even ts  webs i te -  
www.uhd .edu /sae .   Jus t  c l i ck  on  the  reserva t ions  i con  and  then  
room reserva t ions .    
 
Check ing  ou t  Room Keys  
Rooms can  be  reserved  seven  days  a  week ,  and  can  be  used  
a f te r  no rma l  bus iness  hours .   I f  your  o rgan iza t ion  w ishes  to  
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Reminder :  Counci l  o f  
F inance funding 

approva l  is  
cont ingent  upon 

at tendance a t  these  
depar tmenta l  events .  

 
NEW! 



use  one  o f  the  meet ing  spaces  a f te r  norma l  bus iness  hours  be  
sure  to  s top  by  the  S tuden t  Ac t iv i t i es  &  Even ts  o f f i ce  be fo re  
5 :00  pm to  check  ou t  a  key  to  the  room.   On ly  o f f i ce rs  o f  
s tuden t  o rgan iza t ions  can  check  ou t  room keys .   The  s tuden t  
o rgan iza t ion  o f f i ce r  w i l l  be  asked  to  leave  h is  o r  her  UHD 
s tuden t  ID  to  check  ou t  the  key  and  w i l l  be  requ i red  to  s ign  a  
log  in /ou t  shee t  w i th  the  da te  and  t ime the  key  was  checked  ou t  
and  checked  in .   Keep  in  m ind  tha t  i f  your  o rgan iza t ion  w i l l  be  
check ing  ou t  the  key  overn igh t ,  the  key  mus t  be  re tu rned  to  the  
Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts  by  10 :00  am the  fo l low ing  
morn ing .   Fa i lu re  to  re tu rn  the  key  by  the  t ime ind ica ted  on  two  
separa te  occas ions  w i l l  resu l t  i n  the  loss  o f  key  p r i v i l eges  fo r  
the  rema inder  o f  the  semeste r .   No  excep t ions .    
 
Cub ic les  
Use  o f  cub ic le  space  i s  based  on  ava i lab i l i t y .   Cub ic le  
ass ignments  a re  made by  the  Coord ina to r  o f  S tuden t  Ac t i v i t i es  
&  Even ts .   Cr i te r ia  used  in  ass ign ing  cub ic les  inc ludes ,  bu t  i s  
no t  l im i ted  to  how ac t i ve  and  o rgan iza t ion  i s  on  campus ,  how 
many  members  a re  in  the  o rgan iza t ion ,  on -campus  even t  
par t i c ipa t ion ,  par t i c ipa t ion  in  Counc i l  o f  Organ iza t ions  
meet ings ,  and  the  na tu re  o f  the  o rgan iza t ion  i t se l f .   S tuden t  
o rgan iza t ions  mus t  be  reg is te red  fo r  two  consecu t i ve  long  
semeste rs  ( fa l l  and  spr ing )  be fo re  be ing  ass igned  a  cub ic le .   
Food  o r  d r ink  may  no t  be  ea ten  in  the  cub ic les .   Members  o f  
s tuden t  o rgan iza t ions  found  ea t ing  in  the  cub ic les  w i l l  resu l t  i n  
the  o rgan iza t ion  sanc t ioned .   An  o rgan iza t ion  found  in  v io la t ion  
o f  th i s  po l i cy  on  th ree  separa te  occas ions  w i l l  l ose  cub ic le  
p r i v i l eges .  
 
Webs i tes    
A l l  UHD reg is te red  s tuden t  o rgan iza t ions  can  work  w i th  the  
S tuden t  Ac t i v i t i es  &  Even ts  webmaste r  to  c rea te  an  
o rgan iza t ion  webs i te .   P lease  rev iew the  fo l low ing  gu ide l ines  
when reques t ing  upda tes  to  new and  ex is t ing  webs i tes :  
 

•  Reg is te red  g roups  can  reques t  a  new webs i te  by  f i l l i ng  
ou t  the  “New Webs i te  Reques t  Form”  

•  Upda tes  to  an  ex is t ing  webs i te  can  be  reques ted  by  
submi t t i ng  the  “Update  Webs i te  Reques t  Form”  

•  Forms can  be  ob ta ined  on l ine  th rough  the  S tuden t  
Ac t i v i t i es  &  Even ts  webs i te  (www.uhd .edu /sae)  o r  in  the  
Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts  
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•  A l l  accompany ing  mate r ia l s  such  as  pho tos ,  l ogos  o r  tex t  
mus t  be  submi t ted  in  e lec t ron ic  fo rmat  ( i .e .  e -ma i l ,  CD o r  
thumb dr i ve )  



•  Forms mus t  be  submi t ted  to  the  Of f i ce  o f  S tuden t  
Ac t i v i t i es  &  Even ts  

•  Reques ts  a re  p rocessed  on  a  f i r s t -come,  f i r s t -se rve  bas is  
•  S tuden t  g roups  a re  we lcome to  c rea te  the i r  own webs i te  

and  up load  i t  th rough  the  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  
Even ts .   No  dynamic  con ten t  such  as  da tabases  i s  
a l lowed.    

 
O f f i ce  Supp l ies  
Reg is te red  s tuden t  o rgan iza t ions  can  a lso  reques t  a  va r ie ty  o f  
o f f i ce  supp l ies  f rom the  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts .   
Con tac t  the  S tuden t  Ac t i v i t i es  &  Even ts  s ta f f  fo r  add i t i ona l  
de ta i l s .    
 
Phones /Compute rs /Fax  
S tuden t  o rgan iza t ions  have  f ree  use  o f  the  phone bank  and  
compute rs  and  p r in te rs  in  S-204 .   The  phones  and  compute rs  
a re  fo r  s tuden t  o rgan iza t ion  members  f i r s t .   I t ’ s  ok  to  do  
homework  on  the  compute rs  as  long  as  o ther  g roups  a re  no t  
wa i t ing  to  use  them fo r  s tuden t  o rgan iza t ion  bus iness .    
 
Faxes  loca l  and  long  d is tance  faxes  can  be  sen t  fo r  
o rgan iza t iona l  pu rposes  on ly .   P lease  see  a  p ro fess iona l  
S tuden t  Ac t i v i t i es  &  Even ts  s ta f f  member  fo r  ass is tance .    
 
Copy  Mach ine /Pos te r  Mach ine  
A  reg is te red  s tuden t  can  o rgan iza t ion  can  make  up  to  2 ,000  
f ree  cop ies  per  semes te r  fo r  o rgan iza t ion  bus iness  in  S-204 .  
There  w i l l  be  a  $ .05  charge  per  copy  once  an  o rgan iza t ion ’s  
quo ta  has  been  reached .   No  persona l  cop ies  a re  permi t ted .   
The  p res iden t  o f  your  o rgan iza t ion  w i l l  be  g iven  a  copy  
mach ine  code .   The  copy  code  shou ld  on ly  be  used  by  tha t  
o rgan iza t ion  fo r  o rgan iza t iona l  pu rposes  ONLY.   No  persona l  
cop ies  o r  cop ies  o f  schoo lwork  w i l l  be  a l lowed.   S tuden t  
o rgan iza t ions  and /o r  members  found  to  be  v io la t ing  th is  po l i cy  
w i l l  be  sanc t ioned .   Th is  inc ludes  loss  o f  copy  mach ine  
p r i v i l eges  fo r  the  rema inder  o f  the  semes te r .    
 
Organ iza t ions  can  reques t  two  f ree  co lo r  pos te rs  per  semes te r .   
Pos te r  reques ts  mus t  be  fo r  o rgan iza t ion  purposes .   Be  sure  to  
have  a  copy  o f  your  f i l e  on  d isk  to  p rov ide  to  the  depar tment  
webmaste r .    
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Add i t iona l  pos te rs  may  be  purchased  fo r  $10 .00 ,  $15 .00  and  
$20 .00  each  depend ing  on  s ize  and  paper  qua l i t y .   



Section 4:  Greek Organizations 
 
The recogn i t ion  o f  each  Greek  o rgan iza t ion  a t  the  Un ive rs i t y  o f  
Hous ton-Downtown mus t  be  ma in ta ined  by  adherence  to  a l l  
po l i c ies  and  p rocedures  ma in ta ined  by  the  Un ivers i t y ,  i nc lud ing  
bu t  no t  l im i ted  to  the  S tuden t  Ac t i v i t i es  &  Even ts  S tuden t  
Organ iza t ion  Handbook  and  the  Mul t i cu l tu ra l  Greek  Counc i l  and  
by laws .    
 
Un ivers i t y  o f  Hous ton-Downtown Greek  o rgan iza t ions  mus t  f i l e  
a l l  s tuden t  o rgan iza t ion  reg is t ra t ion  fo rms w i th  the  Of f i ce  o f  
S tuden t  Ac t i v i t i es  &  Even ts  by  the  pos ted  dead l ine .   A  cur ren t  
and  upda ted  ros te r  mus t  be  on  f i l e  a t  a l l  t imes .    
 
The  Un ivers i t y  o f  Hous ton-Downtown may  suspend  o r  remove  
the  recogn i t i on  o f  any  f ra te rn i t y  o r  so ro r i t y  as  necessary .   
Suspens ion  o r  remova l  o f  recogn i t ion  sha l l  mean the  loss  o f  a l l  
r i gh ts  and  p r i v i l eges  fu r ther  exp la ined  in  th i s  document .   The  
Un ivers i t y  o f  Hous ton-Downtown may  suspend cer ta in  
p r i v i l eges  o f  recogn ized  Greek  o rgan iza t ions  as  necessary  and  
appropr ia te .  
 
A l l  f ra te rn i t i es  and  soro r i t i es  a re  requ i red  to  app ly  fo r ,  ob ta in  
and  re ta in  membersh ip  in  the  Mu l t i cu l tu ra l  Greek  Counc i l .   
Membersh ip  requ i res  tha t  the  o rgan iza t ion  i s  in  comp l iance  
w i th  a l l  ru les  and  regu la t ions  o f  tha t  body  and  fu l l y  invo lved  in  
ALL  ac t i v i t i es  o f  tha t  body .    
 
Greek  o rgan iza t ions  whose  chap te r  Grade  Po in t  Average  (GPA)  
fa l l s  be low a  2 .0  in  any  g iven  academic  semeste r  w i l l  be  p laced  
on  p roba t ion  and  mus t  b r ing  tha t  cumu la t i ve  GPA up  to  a  2 .0  
be fo re  the  sanc t ion  can  be  l i f ted .    
 
Annua l  Chap te r  Rev iew (ACR)  
Greek  o rgan iza t ions  a re  requ i red  to  conduc t  a  mandato ry  
annua l  rev iew o f  opera t ions  th rough  comple t ion  o f  the  Annua l  
Chap te r  Rev iew Packe t  p rov ided  each  year  by  the  Mu l t i cu l tu ra l  
Greek  Counc i l .   The  Annua l  Chap te r  Rev iew packe ts  w i l l  be  
due  on  the  las t  c lass  day  be fo re  Spr ing  Break .    
 
F ra te rn i t i es  o r  so ro r i t i es  who  fa i l  to  submi t  an  ACR packe t  by  
the  las t  c lass  day  be fo re  Spr ing  Break  w i l l  no t  be  acc red i ted  
fo r  the  upcoming  academic  year .  
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The chap te r  mus t  be  in  good  s tand ing  w i th  the  Un ivers i t y ,  the  
Mu l t i cu l tu ra l  Greek  Counc i l ,  and  the  f ra te rn i t y /so ro r i t y  na t iona l  
headquar te rs  in  o rder  to  be  e l ig ib le  fo r  re -acc red i ta t ion .    
 
 
 
 
 
 
Counc i l  o f  Organ iza t ions  and  Mu l t i cu l tu ra l  Greek  Counc i l  
Meet ings  
 
A t tendance  a t  bo th  the  Counc i l  o f  Organ iza t ions  meet ings  as  
we l l  as  the  Mu l t i cu l tu ra l  Greek  Counc i l  meet ings  i s  mandato ry .   
A t  l eas t  one  member  o f  the  o rgan iza t ion  mus t  a t tend  these  
meet ings .      
Fa i lu re  to  a t tend  bo th  o f  these  meet ings  w i l l  resu l t  i n  the  
o rgan iza t ion  be ing  p laced  on  p roba t ion  and  fund ing  w i l l  be  re fused .   
 
A t tendance  a t  MGC Sponsored  Even ts  
 
Par t i c ipa t ion  in  MGC sponsored  even ts  i s  a lso  an  in tegra l  pa r t  o f  
rema in ing  an  ac t i ve  Greek  o rgan iza t ion  on  campus .   The  fo l low ing  
MGC even ts  a re  mandato ry :  
 
Fa l l :        Spr ing :  
We lcome Week  Even t    We lcome Week  Even t  
Greek  Showcase     Greek  Showcase  
Greek  Week  Even ts     Greek  Week  Even ts  
Serv ice  Pro jec t      Serv ice  Pro jec t  
 
*Fa i lu re  to  par t i c ipa te  in  the  above  ment ioned  even ts  w i l l  resu l t  i n  
the  immed ia te  den ia l  o f  fund ing  f rom the  Counc i l  o f  F inance .    
 
 
One  Ma in  Even t  
The  Of f ice  o f  S tuden t  Ac t i v i t i es  &  Even ts  sponsors  the  One 
Ma in  Even t  awards  ga la  each  spr ing  semeste r .   Awards  a re  
p resen ted  to  those  Greek  o rgan iza t ions  who demons t ra te  
exce l lence  and  ou ts tand ing  per fo rmance  in  the  var ious  
ca tegor ies  o f  the  ACR packe t .   ACR packe ts  mus t  be  submi t ted  
by  the  dead l ine  in  o rder  to  be  e l ig ib le  fo r  Greek  awards .    
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NEW! 



Rev iew o f  Recogn i t ion  
The  Un ivers i t y  o f  Hous ton-Downtown may  de te rmine ,  as  a  
resu l t  o f  annua l  rev iews ,  academic  repor ts  o r  d isc ip l ina ry  
s i tua t ions ,  to  rev iew the  appropr ia teness  o f  con t inu ing  
recogn i t i on  o f  any  reg is te red  Greek  o rgan iza t ion .    
 
I f  the  Un ive rs i t y  de te rmines  tha t  the re  i s  cause  fo r  rev iew o f  
recogn i t ion ,  the  reg is te red  Greek  o rgan iza t ion  w i l l  be  
schedu led  to  meet  w i th  the  s ta f f  o f  the  Of f ice  o f  S tuden t  
Ac t i v i t i es  &  Even ts ,  a long  w i th  represen ta t i ves  f rom the  
Mu l t i cu l tu ra l  Greek  Counc i l ,  a t  wh ich  t ime they  may  p resen t  
any  ev idence  tha t  m igh t  jus t i f y  the i r  con t inued  recogn i t ion  by  
the  Un ivers i t y .   Add i t i ona l l y ,  the  chap te r ’ s  na t iona l  
headquar te rs  and  UHD s ta f f  adv iso r  w i l l  be  no t i f i ed  o f  the  
rev iew.    
 
The  rev iew o f  recogn i t ion  w i l l  i nc lude ,  bu t  w i l l  no t  be  l im i ted  to  
cons idera t ion  o f  the  fo l low ing  per fo rmance  ind ica to rs :  
 

 Responses  to  and  con ten t  o f  the  p rev ious  two  annua l  
rev iews  

 The  d isc ip l ina ry  t rack  record  o f  the  o rgan iza t ion  f rom the  
p rev ious  two  academic  years  

 The  academic  t rack  record  o f  the  o rgan iza t ion  fo r  the  pas t  
two  academic  years  

 
Commun i ty  Expans ion  
When dec id ing  to  expand ,  the  Un ivers i t y  and  the  Mu l t i cu l tu ra l  
Greek  Counc i l  w i l l  cons ider  the  fo l low ing :  
 

 Need  fo r  expans ion  on  campus  
 Pos i t i ve  a t t r i bu tes  tha t  a  new organ iza t ion  may  b r ing  
 Probab i l i t y  o f  g rowth  fo r  a  new Greek  o rgan iza t ion  
 Ev idence  o f  the  ab i l i t y  to  es tab l i sh  a  coopera t i ve  

re la t ionsh ip  be tween the  chap te r ’ s  na t iona l  headquar te rs ,  
reg iona l  adv iso rs ,  Un ivers i t y  admin is t ra t ion  and  the  
Mu l t i cu l tu ra l  Greek  Counc i l .    

 
In  a r r i v ing  upon  a  f ina l  dec is ion  on  expans ion ,  the  Un ivers i t y  
th rough  the  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts  w i l l  de te rmine  
i t s  pos i t i on  on  the  add i t ion  o f  a  new Greek  g roup .  
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Befo re  any  f ra te rn i t y  o r  so ro r i t y  may  co lon ize  and  be  o f f i c ia l l y  
recogn ized  as  a  UHD s tuden t  o rgan iza t ion ,  i t  mus t  f i r s t  submi t  
a  reques t  in  wr i t i ng  express ing  i t s  des i re  to  co lon ize  a t  UHD.   
A  le t te r  f rom the  na t iona l  o rgan iza t ion  mus t  a lso  be  submi t ted  



i nd ica t ing  approva l  fo r  the  g roup  to  beg in  the  co lon iza t ion  
p rocess .   The  g roup  w i l l  a l so  need  to  schedu le  a  meet ing  w i th  
the  Mu l t i cu l tu ra l  Greek  Counc i l  Adv iso r  to  go  over  po l i c ies ,  
p rov ide  add i t i ona l  i n fo rmat ion  and  answer  any  ques t ions .    
 
Once  the  g roup  has  comple ted  a l l  S tuden t  Ac t i v i t i es  &  Even ts  
requ i rements  and  i s  approved ,  the  g roup  may  beg in  the  
reg is t ra t ion  p rocess .  
 
I f  the  g roup  does  no t  have  the  e igh t  members  necessary  to  
rece ive  fu l l  reg is t ra t ion  s ta tus  a  Greek  in te res t  g roup  may  
app ly  fo r  cond i t i ona l  s ta tus .   P lease  re fe r  to  sec t ion  1  o f  th i s  
handbook  fo r  add i t i ona l  i n fo rmat ion  on  cond i t iona l  reg is t ra t ion  
s ta tus .    
 
I f  a  g roup  i s  g ran ted  cond i t iona l  s ta tus ,  the  g roup  may  reserve  
meet ing  space  in  room S-290  o r  S-269  and  pos t  approved  
f l ye rs  th roughou t  the  campus  for  rec ru i tment  purposes .   Keep  
in  m ind  tha t  cond i t iona l  s ta tus  i s  good  fo r  one  long  semeste r  
(sp r ing  to  fa l l ) .  
 
Once  the  g roup  i s  work ing  to  ob ta in  char te r  s ta tus ,  the  
f ra te rn i t y  o r  so ro r i t y  mus t  p repare  a  p resen ta t ion  fo r  the  
Mu l t i cu l tu ra l  Greek  Counc i l  (MGC) .   The  MGC w i l l  then  vo te  on  
the  g roup ’s  s ta tus .    
 
The  new group  mus t  meet  a l l  i n i t i a l  requ i rements  fo r  
membersh ip  in  the  MGC and  have  sa t i s f ied  a l l  S tuden t  
Ac t i v i t i es  &  Even ts  requ i rements  be fo re  o f f i c ia l  Un ive rs i t y  
recogn i t ion  i s  f i na l i zed .    
 
Upon  comple t ion  o f  a l l  requ i rements  in  th i s  sec t ion ,  o f f i c ia l  
recogn i t i on  may  be  g ran ted  to  the  Greek  o rgan iza t ion  by  the  
Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts  and  the  Mu l t i cu l tu ra l  
Greek  Counc i l .    
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Section 5:  Hazing 
 
Any  ac t i v i t y  tha t  endangers  the  phys ica l  o r  menta l  hea l th  o r  
sa fe ty  o f  a  s tuden t  i s  p roh ib i ted .   The  S ta te  o f  Texas  Po l i cy  
Proh ib i t i ng  Haz ing  i s  as  fo l lows :  
 
Haz ing  on  the  par t  o f  s tuden ts ,  facu l t y  o r  s ta f f  i s  s t r i c t l y  
fo rb idden  whether  on  o r  o f f  campus .   The  s ta te  law p rov id ing  
pena l  sanc t ions  in  the  even t  o f  a  conv ic t ion  o f  haz ing  i s  sec t ion  
4 .19 ,  Texas  Educa t ion  Code,  and  p rov ides  in  par t ,  as  i t  
pe r ta ins  to  s tuden ts ,  as  fo l lows :  
 

a .  No  s tuden t  o f  the  Un ivers i t y  o f  Hous ton-
Downtown,  o r  any  s ta te  schoo l  o f  Texas ,  o r  
any  o ther  s ta te -suppor ted  ins t i tu t ion  o f  
h igher  educa t ion ,  sha l l  engage  in  wha t  i s  
common ly  known and  recogn ized  as  haz ing ,  
o r  encourage ,  a id  o r  ass is t  any  o ther  person  
thus  o f fend ing .  

b .  “Haz ing”  i s  de f ined  as  fo l lows :  
(1 )  Any  w i l l f u l  ac t  by  one  s tuden t  a lone  

o r  ac t ing  w i th  o thers ,  d i rec ted  
aga ins t  any  o ther  s tuden t  o f  such  
educa t iona l  i ns t i t u t ion ,  done  fo r  the  
purpose  o f  submi t t i ng  the  s tuden t  
made the  sub jec t  o f  the  a t tack  
commi t ted ,  to  ind ign i t y  o r  
humi l ia t ion ,  w i thou t  h is  consen t :  

(2 )  Any  w i l l f u l  ac t  o f  any  one  s tuden t  
a lone ,  o r  ac t ing  w i th  o thers ,  
d i rec ted  aga ins t  any  o ther  s tuden t  
o f  such  educa t iona l  i ns t i t u t ion ,  
done  fo r  the  purpose  o f  i n t im ida t ing  
the  s tuden t  w i th  soc ia l  o r  o ther  
os t rac ism,  o r  o f  submi t t i ng  such  
s tuden t  to  ignominy ,  shame,  o r  
d isg race  among h is  fe l l ow s tuden ts ,  
and  ac ts  ca lcu la ted  to  p roduce  
such  resu l t s :  
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(3 )  Any  w i l l f u l  ac t  o f  any  one  s tuden t  
a lone ,  o r  ac t ing  w i th  o thers ,  
d i rec ted  aga ins t  any  o ther  s tuden t  
o f  such  educa t iona l  i ns t i t u t ion ,  
done  fo r  the  purpose  o f  humbl ing ,  
o r  tha t  i s  reasonab ly  ca lcu la ted  to  



humble  the  p r ide ,  s t i f l e  the  
amb i t ion ,  o r  b l igh t  the  courage  o f  
the  s tuden t  a t tacked ,  o r  to  
d iscourage  any  such  s tuden t  f rom 
longer  rema in ing  in  such  
educa t iona l  i ns t i t u t ion  o r  
reasonab ly  to  cause  h im to  leave  
the  ins t i tu t ion  ra ther  than  submi t  to  
such  ac ts ;  o r  

(4 )  Any  w i l l f u l  ac t  by  any  one  s tuden t  
a lone ,  o r  ac t ing  w i th  o thers ,  i n  
s t r i k ing ,  bea t ing ,  b ru is ing ,  o r  
ma iming ;  o r  se r ious ly  o f fe r ing ,  
th rea ten ing ,  o r  a t tempt ing  to  s t r i ke ,  
bea t ,  b ru ise ,  o r  ma im,  o r  to  do  so  
ser ious ly  o f fe r ,  th rea ten ,  o r  a t tempt  
to  do  phys ica l  v io lence  to  any  
s tuden ts  o f  any  such  educa t iona l  
i ns t i tu t ion  o r  any  assau l t  upon  any  
such  s tuden ts  made fo r  the  purpose  
o f  commi t t i ng  any  o f  the  resu l t s ,  to  
such  s tuden ts  as  de f ined  in  th i s  
sec t ion .    
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(c )  No  teacher ,  i ns t ruc to r ,  o r  
member  o f  any  facu l t y ,  o r  any  
o f f i ce r  o r  d i rec tor ,  o r  a  
member  o f  any  govern ing  
board  o f  any  s ta te -suppor ted  
educa t iona l  ins t i t u t ion  sha l l  
knowing ly  permi t ,  encourage ,  
a id ,  o r  ass is t  any  s tuden t  in  
commi t t ing  the  o f fense  o f  
haz ing ,  o r  w i l l f u l l y  acqu iesce  
in  the  commiss ion  o f  such  
o f fense  o r  fa i l  to  repor t  
p rompt l y  h is  knowledge  o f  the  
p resence  and  p rac t i ce  o f  
haz ing  in  the  ins t i tu t ion  in  
wh ich  he  may  be  serv ing  to  
the  execu t i ve  head  o r  
govern ing  board  o f  such  
ins t i tu t ion .   Any  ac t  o f  
omiss ion  o r  commiss ion  sha l l  
be  deemed “haz ing”  under  the  
p rov is ions  o f  th is  sec t ion .  



(d )  Any  s tuden t  o f  any  s ta te -
suppor ted  educa t iona l  
i ns t i tu t ion  o f  th i s  s ta te  who 
sha l l  commi t  the  o f fense  o f  
haz ing  sha l l  be  f ined  no t  less  
than  $25  nor  more  than  $250  
o r  sha l l  be  con f ined  in  ja i l  no t  
less  than  10  days  nor  more  
than  th ree  months ,  o r  bo th .  

 
Haz ing  and  Harassment  Q &  A   
Haz ing  i s  aga ins t  the  laws  o f  the  S ta te  o f  Texas  and  the  
Un ivers i t y  o f  Hous ton-Downtown.   The  Of f i ce  o f  S tuden t  
Ac t i v i t i es  &  Even ts ,  the  D iv is ion  o f  S tuden t  A f fa i rs  and  the  
Un ivers i t y  w i l l  en fo rce  a l l  l eg is la t ion ,  laws  and  regu la t ions  
per ta in ing  to  the  issue .   P lease  read  a l l  o f  the  fo l low ing  
in fo rmat ion  care fu l l y  be fo re  p lann ing  your  o rgan iza t iona l  
ac t i v i t i es .  
 
On  Augus t  31 ,  1987  a  law went  in to  e f fec t  in  the  S ta te  o f  Texas  
regard ing  haz ing .   Be low i s  an  abbrev ia ted  summary ,  in  
ques t ion  and  answer  fo rm,  o f  the  con ten ts  o f  tha t  law and  the  
app l i cab i l i t y  and  imp l i ca t ions  fo r  s tuden ts ,  facu l t y  and  s ta f f  a t  
UHD.   THIS  IS  ONLY A SUMMARY.   Cer ta in  po in ts  have  been  
omi t ted  fo r  ed i to r ia l  pu rposes .    
 

How do  I  commi t  a  haz ing  o f fense?   A  person  commi ts  an  
o f fense  i f  he /she… 
 

A .  Engages  in  haz ing :  
B .  So l i c i t s ,  encourages ,  d i rec ts ,  

a ids  o r  a t tempts  to  a id  ano ther  
in  haz ing ;  

C .  In ten t iona l l y ,  knowing ly  o r  
reck less ly  permi ts  haz ing  to  
occur ;  
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D.  Has  f i r s t -hand  knowledge  o f  the  
p lann ing  o f  a  spec i f i c  haz ing  
inc iden t  invo lv ing  a  s tuden t  o f  
UHD,  o r  f i r s thand  knowledge  
tha t  a  spec i f i c  inc iden t  has  
occur red ,  and  knowing ly  fa i l s  to  
repor t  sa id  knowledge  in  
wr i t i ng  to  the  Of f i ce  o f  S tuden t  
Ac t i v i t i es  &  Even ts .  



Are  there  s ta te  pena l t ies  fo r  haz ing?  Yes ,  they  a re  l i s ted  
be low:  
  

A .  Fa i l i ng  to  repor t  haz ing .   F ine  up  to  $1000  and  o r  
up  to  180  days  in  ja i l .  

 
B .  Haz ing  resu l t i ng  in  no  ser ious ly  bod i l y  in ju ry :  F ine  

o f  $500-$1000  and /o r  90-180  days  in  ja i l .  
 
C .  Haz ing  resu l t i ng  in  se r ious  bod i l y  in ju ry :  F ine  o f  

$1000-$5000  and /o r  180  days  to  1  year  in  ja i l .  
 

D .  Haz ing  resu l t i ng  in  dea th :  F ine  o f  $5000-$10 ,000  
and /o r  1 -2  years  in  ja i l .  

 
E .  Excep t  where  haz ing  resu l t s  in  dea th ,  the  s tuden t  

may  be  requ i red  to  per fo rm commun i ty  se rv ice  in  
l i eu  o f  con f inement  in  ja i l .    

 
Can  an  o rgan iza t ion  be  found  gu i l t y  o f  haz ing?  Yes .   An  
o rgan iza t ion  commi ts  an  o f fense  i f  the  o rgan iza t ion  
condones  o r  encourages  haz ing  o r  i f  an  o f f i ce r  o r  any  
combina t ion  o f  members ,  p ledges  o r  a lumn i  o f  the  
o rgan iza t ion  commi ts  o r  ass is ts  in  the  commiss ion  o f  
haz ing .    
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Section: 6 Fundraising Guidelines 
 
Fundra is ing  can  p lay  an  impor tan t  par t  i n  s tuden t  
o rgan iza t ions .   P lease  rev iew the  gu ide l ines  care fu l l y .  
 

 On ly  reg is te red  s tuden t  o rgan iza t ions  a re  e l ig ib le  to  
ho ld  fundra is ing  ac t i v i t i es  on  campus ,  inc lud ing  the  
co l lec t ion  o f  dues .  

 
 Fundra is ing  ac t i v i t i es  a re  res t r i c ted  to  the  t ime,  p lace  

and  manner  approved .   Persona l  so l i c i ta t ion  o f  
i nd iv idua ls  i s  p roh ib i ted .    

 
 S tuden t  o rgan iza t ions  a re  permi t ted  2  on-campus  food  

fundra is ing  sa les  per  semes te r .  
 
Ra f f les  
 

 S ta te  law now a l lows  reg is te red  s tuden t  o rgan iza t ions  
an  oppor tun i t y  to  conduc t  2  ra f f l es  o r  lo t te r ies  in  
fundra is ing  even ts  dur ing  a  ca lendar  year ;  exempt ing  
f rom s ta te  sa les  taxes  the  f i r s t  $5000  in  taxab le  i tems 
so ld  by  a  qua l i f i ed  s tuden t  o rgan iza t ion  a f f i l i a ted  w i th  
an  ins t i tu t ion  o f  h igher  educa t ion .   
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 Fa i lu re  o f  a  s tuden t  o rgan iza t ion  to  comp ly  w i th  any  o f  
the  p rocedures  ou t l i ned  may  resu l t  i n  the  den ia l  o f  
pe rmiss ion  fo r  fundra is ing .  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Section 7: Council of Finance 
 
The  Counc i l  o f  F inance  (COF)  serves  as  the  govern ing  
body  fo r  d is t r ibu t ing  funds  to  reg is te red  s tuden t  
o rgan iza t ions  a t  UHD.   The  Counc i l  o f  F inance  Commi t tee  
i s  made up  o f  fou r  s tuden ts ,  one  s tuden t  cha i r  and  the  
Coord ina to r  o f  S tuden t  Ac t i v i t i es  &  Even ts  who  serves  as  
the  adv iso r .    
 
Fund ing  Gu ide l ines  &  App l i ca t ion  Process  
 

1 .  The  Counc i l  o f  F inance  (COF)  on ly  a l loca tes  
funds  to  reg is te red  s tuden t  o rgan iza t ions ,  no t  
ind iv idua ls  o r  depar tments .   Fund ing  i s  
a l loca ted  fo r  two  a reas :  p rograms on  the  UHD 
campus  and  a t tendance  a t  o f f - campus  
con fe rences .   S tuden t  o rgan iza t ions  mus t  be  
reg is te red  and  in  good  s tand ing  w i th  the  Of f i ce  
o f  S tuden t  Ac t i v i t i es  &  Even ts  in  o rder  to  app ly  
fo r  and  rece ive  fund ing .   The  COF Budget  
Reques t  fo rm must  be  typed,  submit ted  and 
heard  a t  least  4  weeks pr ior  t o  the  
p rogram/con fe rence .  

2 .  A l l  budge t  reques ts  mus t  be  rev iewed by  the  
COF Adv iso r  be fo re  be ing  submi t ted  to  the  
COF.   The  o rgan iza t ion ’s  s tuden t  
represen ta t i ve  mus t  be  p resen t  fo r  th i s  rev iew.   
Do NOT “drop of f”  your  request  w i thout  
hav ing i t  s tamped rece ived,  rev iewed and 
s igned by the  COF Advisor .   Fa i lu re  to  do  so  
w i l l  de lay  your  fund ing  reques t  f rom be ing  
heard .   In  cases  where  the  COF Adv iso r  i s  
unava i lab le ,  the  Bus iness  Manager  o f  S tuden t  
Ac t i v i t i es  &  Even ts  may  rev iew and  s ign  o f f  on  
reques ts .  

3 .  In  o rder  fo r  a  budge t  to  be  heard  dur ing  the  
nex t  schedu led  meet ing ,  i t  mus t  be  tu rned  in  no  
la te r  than  5 :00  pm the  Monday  be fo re  the  
meet ing .   A  max imum o f  5  budge ts  w i l l  be  
heard  per  meet ing  on  a  f i r s t  come,  f i r s t  se rve  
bas is .  

4 .  Al l  budget  requests  must  be  turned in  no  
la ter  than 4  weeks pr ior  to  the  scheduled 
t rave l  or  program.  
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5 .  Two Trave l  and Funding  sess ions w i l l  be  
he ld  a t  the  beginning of  each semester .   



Studen t  o rgan iza t ions  who fa i l  to  a t tend  one  o f  
the  t ra in ing  sess ions  he ld  dur ing  the  semeste r  
in  wh ich  t rave l  i s  schedu led  to  take  p lace  w i l l  
au tomat ica l l y  be  den ied  fund ing .  

6 .  An author ized s tudent  representat ive  f rom 
the  organizat ion  must  a t tend the  COF 
hear ing  to  p resen t  the  A l loca t ion  Reques t .   
Th is  person  mus t  be  knowledgeab le  abou t  the  
p rogram or  con fe rence .   I f  i n fo rmat ion  i s  
inaccura te  and /o r  inadequa te ,  the  COF may  
deny  the  reques t  o r  tab le  i t  ( to  be  re -heard  the  
fo l l ow ing  week ,  t ime  permi t t i ng ) .   Meet ings  a re  
he ld  week ly  in  room S-290 .   Con tac t  the  
Counc i l  o f  F inance  Adv isor  o r  S tuden t  
Ac t i v i t i es  &  Even ts  s ta f f  member  fo r  the  
schedu le .    

7.  Once  a  budge t  reques t  has  been  approved  fo r  a  
par t i cu la r  p rogram or  con fe rence ,  a  s tuden t  
o rgan iza t ion  canno t  re -app ly  fo r  add i t i ona l  COF 
funds  fo r  the  same program or  con fe rence .  

 
Fund ing  L im i ts   
 

 Each  s tuden t  o rgan iza t ion  reg is te red  w i th  the  Of f i ce  o f  
S tuden t  Ac t i v i t i es  &  Even ts  au tomat ica l l y  rece ives  a  fund ing  
a l loca t ion  o f  $100  per  long  semeste r .    

 
 Beyond  the  $100  au tomat ic  a l loca t ion ,  the  COF w i l l  fund  a  

max imum o f  up  to  75% o f  any  p rogram,  and /o r  up  to  75% o f  
t rave l  fo r  up  to  3  members  o f  a  s tuden t  o rgan iza t ion .   
Approved  t rave le rs  w i l l  rece ive  100% on  a i r fa re .   Cos t  o f  
a i r fa re  coun ts  towards  an  o rgan iza t ion ’s  $2000  cap .   Ra te  
reduc t ions  w i l l  be  taken  f rom o ther  a reas  o f  t rave l  ( l odg ing ,  
mea ls  and  reg is t ra t ion  fees) .   Reques ts  a re  accep ted  on ly  
fo r  even ts  tak ing  p lace  dur ing  the  cur ren t  semeste r .   To ta l  
fund ing  per  s tuden t  o rgan iza t ion  in  a  g iven  year  ( fa l l  and  
spr ing )  w i l l  no t  exceed  a t  to ta l  o f  $2000 .  

 
Co-sponsorsh ip  Caps  
 
A l l  g roups  co-sponsor ing  a  p rogram must  a t tend  the  same COF 
hear ing  &  p resen t  the i r  reques ts  to  the  COF toge ther .   Each  
g roup  mus t  comp le te  and  tu rn  in  a  separa te  COF A l loca t ion  
Reques t .    
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Each g roup  shou ld  inc lude  the  TOTAL cos ts  fo r  the  en t i re  
p rogram on  each  reques t .   The  COF is  capp ing  the  amount  o f  
money  to  a  s ing le  p rogram sponsored  by  more  than  two  g roups .    
 
 
See the  cap in format ion  l is ted  be low:  
  
 # o f  Groups  
 

1 -2  May  app ly  fo r  and  rece ive  up  to  $500 .00  each .   
Reminder ,  th i s  w i l l  coun t  towards  your  year l y  to ta l .    

 
3 -4  May  app ly  fo r  and  rece ive  up  to  $1200 .00  to ta l ,  

d i v ided  be tween the  3 -4  g roups  ($300-$400  per  
o rgan iza t ion ) .  

 
Th is  cap  a l lows  the  COF to  l im i t  the  amount  o f  funds  to  
one  p rog ram wh i le  s t i l l  p rov id ing  ass is tance  fo r  the  
p rogram to  con t inue .   The  cap  a lso  encourages  s tuden t  
g roups  to  seek  o ther  funds  and /o r  fundra ise  on  the i r  own.  

 
Addi t iona l  In format ion  of  Impor tance 
 

1.  COF works  in  some cases  on  a  re imbursement  bas is ;  
funds  a re  re imbursed  on ly  a f te r  the  p rogram or  
con fe rence  takes  p lace .   In  some cases  COF may  pay  
d i rec t l y  fo r  the  fo l low ing :  speakers  who a re  be ing  pa id  
f rom a  Un ivers i t y  con t rac t ;  Un ive rs i t y  t rave l  booked  by  the  
UHD t rave l  o f f i ce .  

 
2 .  S tuden t  o rgan iza t ions  mus t  have  been  reg is te red  fo r  a t  

l eas t  one  long  semeste r  ( fa l l  to  sp r ing )  to  rece ive  fund ing  
beyond  the  in i t i a l  $100  a l loca t ion .   S tuden t  g roups  mus t  
be  reg is te red  by  the  dead l ine  to  be  e l ig ib le  fo r  the  $100  
a l loca t ion .   Wi th  the  excep t ion  o f  newly  c rea ted  s tuden t  
o rgan iza t ions ,  Counc i l  o f  Organ iza t ions  a t tendance  w i l l  be  
cons idered  when a l loca t ing  $100  funds .    
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3 .  Receipts  must  be  in  the  name of  the  s tudent  
organizat ion  member(s )  approved for  funding by COF.   
Rece ip ts  a re  non  t rans fe rab le  to  o ther  o rgan iza t ions  o r  
members .   I t  i s  the  o rgan iza t ion ’s  respons ib i l i t y ,  no t  the  
COF’s ,  to  ve r i f y  the  accuracy  and  adequacy  o f  the  
rece ip ts  and  fo rms submi t ted .    

 



4.  Programs and  t rave l  schedu led  to  take  p lace  dur ing  the  
summer  mus t  be  submi t ted  fo r  approva l  fo r  fund ing  no  
la te r  than  3  weeks  p r io r  to  the  c lose  o f  the  spr ing  
semeste r .  

 
5.  Fund ing  fo r  con fe rences  w i l l  on ly  be  cons idered  fo r  

cu r ren t l y  reg is te red  UHD s tuden ts  who a re  members  o f  
reg is te red  s tuden t  o rgan iza t ions ,  ma in ta in  a  2 .0  
(cumu la t i ve  and  cur ren t  semeste r  GPA)  and  who have  a t  
leas t  2  semeste rs  o f  academic  coursework  rema in ing .  

 
6.  Any  o rgan iza t ion  o r  o rgan iza t ion ’s  represen ta t i ves  

submi t t i ng  fa l se  o r  f raudu len t  rece ip ts ,  s ta tements ,  o r  
requ i red  fo rms w i l l  face  UHD d isc ip l ina ry  charges  and /o r  
c r im ina l  charges .   Fa i lu re  to  fo l l ow any  o f  the  COF 
requ i rements  can  and  w i l l  vo id  the  o rgan iza t ion ’s  
a l loca t ion  and  re imbursements .  

 
7.  I f  you  have  any  ques t ions  regard ing  COF po l i c ies  and  

p rocedures  p lease  ask  fo r  ass is tance  f rom the  COF Cha i r ,  
the  COF Adv iso r  o r  the  S tuden t  Ac t i v i t i es  &  Even ts  
Bus iness  Manager .   Do  no t  make  assumpt ions  abou t  
a l loca t ions ,  rece ip ts  o r  re imbursements .   

 
8.  Add i t i ona l  c r i te r ia  fo r  fund ing :  

 
 A t tendance  a t  a l l  Counc i l  o f  Organ iza t ions  meet ings .   

Absence  f rom 2  o r  more  meet ings  w i l l  resu l t  i n  
immed ia te  den ia l  o f  fund ing  fo r  the  cu r ren t  semes te r .   
No  excep t ions .  

 
 Par t i c ipa t ion  in  S tuden t  Ac t i v i t i es  &  Even ts  depar tmenta l  

even ts  inc lud ing  bu t  no t  l im i ted  to  Ac t i v i t i es  Day ,  
S tuden t  Leadersh ip  Con fe rence ,  Cross roads  Fes t i va l ,  
S tuden t  Ac t i v i t i es  &  Even ts  Mard i  Gras  and  Cu l tu re  on  
the  Bayou .   Fa i lu re  to  par t i c ipa te  in  a t  l eas t  3  S tuden t  
Ac t i v i t i es  &  Even ts  depar tmenta l  even ts  w i l l  resu l t  i n  
immed ia te  den ia l  o f  fund ing .   

 
 The  hos t ing  o f  a t  l eas t  two  (2 )  on  campus  even ts  dur ing  

the  cur ren t  semeste r  o r  p rev ious  semeste r  depend ing  
upon  the  t ime o f  the  reques t .     
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 Ac t i ve  vo lun teer  par t i c ipa t ion  w i l l  be  taken  in  to  
cons idera t ion .   Oppor tun i t i es  fo r  o rgan iza t ions  to  



vo lun tee r  may  be  secured  th rough  the  UHD Communi ty  
Invo lvement  Cen te r  loca ted  in  S-204 .  

 
 A  s t rong  e f fo r t  i n  fundra is ing  w i l l  i nc rease  the  chances  

fo r  ob ta in ing  fund ing  f rom the  COF.   P roo f  o f  e f fo r ts  may  
be  reques ted  by  the  COF.  

 
 Respons ib le  usage  o f  p r io r  COF fund ing  w i l l  be  taken  

in to  cons idera t ion  when cons ider ing  fund ing  a l loca t ion  
fo r  the  cur ren t  semeste r .   Cop ies  o f  f i sca l  ac t i v i t y  
repor ts  may  be  reques ted  by  the  COF.    

 
 
Common Cr i te r ia  Commi t tee  Uses  in  De te rmin ing  Fund ing  
 
1 .  The  COF Commi t tee  sha l l  cons ider  cos t ,  overa l l  impac t  

on  the  UHD commun i ty ,  ta rge t  aud ience ,  even t  
par t i c ipa t ion ,  the  o rgan iza t ion ’s  pas t  p rogramming  
success ,  scope  o f  even t ,  t im ing ,  ab i l i t y  to  ca r ry  ou t  the  
p rogram and  miss ion  o f  the  o rgan iza t ion .    

 
2 .  The  COF sha l l  ab ide  by  a l l  the  S tuden t  Organ iza t ion  

handbook ,  Un ive rs i t y  and  S tuden t  Ac t i v i t i es  &  Even ts  
po l i c ies  regard ing  the  use  o f  fac i l i t i es  and  the  
d is t r ibu t ion  o f  S tuden t  Serv ice  Fees  as  we l l  as  loca l ,  
s ta te  and  federa l  l aws .    

 
3 .  Fund ing  w i l l  no t  be  g ran ted  fo r  even ts / t rave l  sponsored  

by  UHD s tuden t  g roups  who a l ready  rece ive  a  S tuden t  
Serv ice  Fee  o r  o ther  budge ts .   Organ iza t ions  inc lude  
CAB,  SGA,  Da te l ine  and  Bayou  Rev iew) .  

 
Even ts  tha t  w i l l  NOT be  funded :  

 
 P rograms tha t  a re  no t  open  to  a l l  UHD s tuden ts .  
 P rograms tha t  a re  no t  he ld  on  the  UHD campus  

(exc lud ing  a t tendance  a t  con fe rences)  
 Even ts  sponsored  in  con junc t ion  w i th  UHD 

depar tments .  
 Fundra isers /p romot iona l  sa les  o f :  a  se rv ice  ( i .e .  t yp ing ,  

accoun t ing ,  and  no te  tak ing) ,  baked  goods ,  t - sh i r t s ,  
cups ,  e tc .  

 Ren ta l  ca rs  o r  vans  to  be  d r i ven  by  the  o rgan iza t ion  
adv iso r  
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 Ren ta l  ca rs  to  be  d r i ven  by  s tuden ts  under  spec ia l  
c i r cumstances  on ly .  



 P rograms tha t  suppor t  a  cand ida te  fo r  pub l i c  o f f i ce ,  the  
ou tcome o f  leg is la t ion  o r  g roup(s )  ac t ing  as  a  “ f ron t ”  
fo r  e i the r .   Peop le  par t i c ipa t ing  in  in fo rmat ion  
exchange ,  p resen ta t ions  o r  fo rums a re  no t  cons idered  
“ f ron ts . ”  

 
 
I tems tha t  w i l l  NOT be  funded :  
 

 A lcoho l i c  beverages  
 

 Equ ipment  o r  any  i tems an  o rgan iza t ion  w ishes  to  keep  
a f te r  an  even t  i s  he ld .  

 
 Char i t i es ,  scho la rsh ips ,  ph i lan th rop ic  e f fo r t s  o r  any  

fo rm o f  o rgan iza t iona l /persona l  ga in .  
 

 In te rna t iona l  t rave l  
 

 
REIMBURSEMENT GUIDELINES 
 
The organizat ion ’s  representat ive  must  meet  w i th  the  COF 
Advisor  or  Student  Act iv i t ies  & Events  Business  Manager  
when submit t ing  rece ipts .   Do NOT “d rop them o f f . ”   ALL  
rece ip ts  fo r  the  g roup  mus t  be  tu rned  in  a t  the  same t ime w i th in  
7  bus iness  days  o f  t rave l  o r  even t .   Do  no t  tu rn  in  rece ip ts  in  
ba tches  o r  on  d i f fe ren t  days .    
 
For  a l l  i t ems approved  fo r  fund ing  by  the  COF,  o r ig ina l  rece ip ts  
w i th  method  o f  payment  ( i .e .  c red i t  ca rd  number  on  rece ip t ,  o r  
cash  tendered ,  e tc . )  mus t  be  p rov ided .   In  some cases ,  
cance led  checks  o r  bank  imag ing  s ta tements ,  and /o r  c red i t  
ca rd  s ta tements  showing  tha t  payment  has  been  made w i l l  be  
accep ted .    
 
Cash  rece ip ts  w i l l  on ly  be  accep ted  fo r  up  to  $200 .00 .   
Any th ing  above  $200 .00  mus t  be  pa id  by  c red i t  ca rd  o r  check  
(o rgan iza t iona l ,  pe rsona l  o r  cash ie r ’ s  check) .    
 
I f  more  than  one  s tuden t  a t tends  a  t r ip ,  each  ind iv idua l  i s  
respons ib le  fo r  purchas ing  the i r  own goods  and  serv ices .   COF 
w i l l  no t  accep t  one  rece ip t  w i th  purchases  fo r  the  en t i re  g roup .    
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Remember ,  the  o rgan iza t ion  mus t  submi t  o r ig ina l  rece ip ts  (no t  
invo ices)  a long  w i th  a  comple ted  A l loca t ion  Form w i th in  7  
bus iness  days  o f  the  p rogram or  con fe rence .    
 
Fa i lu re  to  meet  the  dead l ine  w i l l  resu l t  i n  the  loss  o f  fund ing  
(no  re imbursement ) .   In  ex tenua t ing  c i rcumstances ,  a  wr i t ten  
reques t  fo r  a  one-week  ex tens ion  may  be  g ran ted  by  the  COF 
Cha i r ,  Adv iso r ,  o r  Bus iness  Manager  p rov ided  tha t  the  reques t  
i s  made p r io r  to  the  due  da te .  
 

 In  some cases  wr i t ten  reques ts  to  t rans fe r  approved  funds  
f rom Ledger  9  accoun ts  among l i ne  i tems may  be  g ran ted .   
The  reques t  may  be  made p r io r  to  the  p rogram/con fe rence  o r  
upon  tu rn ing  in  rece ip ts  and  shou ld  be  submi t ted  to  the  COF 
Cha i r  o r  Adv iso r .   However ,  approva l  o f  such  reques ts  i s  no t  
guaran teed .  

 
 Re imbursement  checks  w i l l  on ly  be  made ou t  to  the  

sponsor ing  reg is te red  s tuden t  who  has  been  approved  fo r  
fund ing  and  has  comple ted  h is /her  t rave l .   I t  usua l l y  takes  6 -
8  weeks  to  rece ive  a  re imbursement  check  a f te r  ALL  p roper  
rece ip ts  and  fo rms have  been  submi t ted .   See  
Re imbursement  A l loca t ion  Form fo r  more  de ta i l s .    

 
 In  o rder  to  rece ive  a  re imbursement  fo r  a  speaker /per fo rmer  

(an  ind iv idua l )  the  s tuden t  o rgan iza t ion  mus t  submi t  a  
wr i t ten  le t te r  o f  i n ten t  to  the  COF be fo re  the  even t  wh ich  
spec i f i es  the  fo l low ing :  

 
♦  T i t l e  o f  even t /p rogram 
♦  Da te  o f  even t  
♦  Speaker /Per fo rmer  Fee  (Do  NOT use  the  te rm 

honora r ium)  
♦  T rave l /ho te l  accommodat ions  &  who made 

payment  
♦  Le t te r  mus t  be  s igned  &  da ted  by  the  per fo rmer  &  

an  au thor i zed  represen ta t i ve  o f  the  s tuden t  
o rgan iza t ion  

♦  Mus t  be  s igned  &  da ted  by  an  emp loyee  o f  the  
company  

♦  Quan t i t y /descr ip t ion  o f  i t ems/serv ices  be ing  pa id  
fo r  

♦  Amount  method  o f  payment  (ex .  Pa id  $50 .00  cash ,  
check  # )  
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♦  Rece ip ts  mus t  say  “Pa id  in  Fu l l ”  and /o r  “Ba lance  
Due 0 ”  



♦  Upon approval ,  the  organizat ion  is  responsib le  
for  complet ing  a l l  Univers i ty  contract ing  
documents  as  spec i f ied  in  the  Student  
Organizat ion  Handbook 

 
 For  con fe rences ,  in  add i t i on  to  the  above  requ i rements ,  

s tuden t  o rgan iza t ions  mus t  submi t  an  o f f i c ia l  
agenda /schedu le  fo r  the  en t i re  even t ,  a  l i s t  o f  UHD s tuden ts  
a t tend ing  the  con fe rence ,  appropr ia te  a i r l i ne  t i cke t  s tubs ,  
ho te l  and /o r  reg is t ra t ion  rece ip ts  ( inc lud ing  a  copy  o f  the  
invo ice ) .    

 
 YOU WILL NEED TO COMPLETE A TRAVEL REQUEST AND 

INDEMNIFICATION RELEASE FORM PRIOR TO TRAVEL OR 
YOU FORFEIT  FUNDING.  
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 ANY STUDENT ORGANIZATION NOT FOLLOWING ANY OF 
THESE GUIDELINES CAN AND WILL BE DENIED FUNDING 
OR REIMBURSEMENT!  

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



Section 8: Student Travel 
Guidelines 
 
Approva l  fo r  T rave l  
For  s tuden t  o rgan iza t ions ,  t rave l  approva l  i s  a  fou r -s tep  
approva l  p rocess .   The  approva l  mus t  be  g ran ted  f rom the  
Counc i l  o f  F inance  Commi t tee  and  the  D i rec to r  o f  S tuden t  
Ac t i v i t i es  &  Even ts .   T rave l  fund ing  i s  no t  approved  un t i l  t he  
Execu t i ve  D i rec to r  fo r  S tuden t  A f fa i rs  and  the  V ice -Pres iden t  
fo r  S tuden t  Serv ices  has  s igned  o f f  on  the  S ta te  o f  Texas  
Trave l  Reques t  (TR) .   Organ iza t ions  shou ld  f i r s t  work  w i th  the  
Counc i l  o f  F inance  Adv isor  and  the  Counc i l  o f  F inance  
Commi t tee  Cha i rperson  to  submi t  the i r  fund ing  reques t .    
 
T imef rame fo r  Submi t t i ng  T rave l  Reques ts  
T rave l  reques ts  mus t  be  submi t ted  a t  l eas t  fou r  weeks  p r io r  to  
t rave l  dur ing  each  long  semeste r  ( fa l l  and  spr ing) .   No  
excep t ions .    
 
T rave l  reques ts  mus t  be  submi t ted  a t  l eas t  th ree  weeks  p r io r  to  
the  end  o f  the  spr ing  semeste r  fo r  t rave l  tha t  w i l l  take  p lace  
dur ing  the  summer  months .  
 
CONFERENCE REGISTRATION 
 
Pay ing  fo r  the  con fe rence  
The  S tuden t  Ac t i v i t i es  &  Even ts  Bus iness  Manager  w i l l  work  
c lose ly  w i th  you r  o rgan iza t ion  and  the  UHD Trave l  Of f i ce  to  
make  payment  a r rangements .   In  mos t  cases  con fe rence  
reg is t ra t ion  and  ho te l  fees  w i l l  be  pa id  fo r  by  the  Of f i ce  o f  
S tuden t  Ac t i v i t i es  &  Even ts  p r io r  to  t rave l .   In  the  even t  tha t  
your  o rgan iza t ion  has  pa id  con fe rence  o r  ho te l  fees  p r io r  to  
approva l  fo r  fund ing  i t  i s  the  o rgan iza t ion ’s  respons ib i l i t y  to  
work  w i th  the  Counc i l  o f  F inance  Adv iso r  and  the  S tuden t  
Ac t i v i t i es  &  Even ts  Bus iness  Manager  regard ing  
re imbursements .    
 
 
Requ i rements  fo r  UHD s tuden t  t rave l  
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A s tuden t  t rave l ing  and  represen t ing  a  s tuden t  o rgan iza t ion  
mus t  meet  the  m in imum requ i rements  fo r  membersh ip  in  a  
reg is te red  UHD s tuden t  o rgan iza t ion .   A l l  s tuden ts  t rave l ing  
mus t  be  cu r ren t l y  reg is te red  UHD s tuden ts  w i th  a  m in imum 



UHD grade  po in t  average  o f  2 .0 .   S tuden ts  mus t  a lso  be  in  
good  s tand ing  w i th  the  Un ivers i t y .    
 
S tuden ts  w ish ing  to  a t tend  con fe rences  he ld  dur ing  the  summer  
mus t  be  reg is te red  fo r  a t  l eas t  one  summer  sess ion .    
 
 
 
FOOD 
 
Pay ing  fo r  mea ls  when t rave l ing  
The  Un ivers i t y  sys tem works  on  a  re imbursement  p rocess .   You  
w i l l  be  respons ib le  fo r  pay ing  fo r  your  own mea ls  and  the  
Un ivers i t y  w i l l  re imburse  you  fo r  a  p re -de te rmined  amount .    
 
Per  D iem 
Th is  i s  based  on  the  c i t y  you  a re  t rave l ing  to  and  how much the  
Counc i l  o f  F inance  Commi t tee  a l loca tes  fo r  food .   Per  D iem 
ra tes  may  va ry  by  c i t y ;  some ra tes  may  be  h igher  than  o thers .   
You  w i l l  be  to ld  your  cos t  per  day  fo r  food  p r io r  to  your  t rave l .   
I t  i s  your  respons ib i l i t y  to  meet  w i th  the  S tuden t  Ac t i v i t i es  &  
Even ts  Bus iness  Manager  p r io r  to  the  o rgan iza t ion ’s  t rave l  to  
ge t  the  Per  D iem ra te  fo r  the  c i t y  you  w i l l  be  t rave l ing  to .    
 
Sav ing  your  Per  D iem on  one  day  fo r  use  on  ano ther  day 
For  example ,  i f  your  food  a l lowance  i s  $30 .00  per  day ,  you  
canno t  spend  $20 .00  one  day  and  $40 .00  ano ther  day .   The  
rece ip ts  mus t  show the  da te  and  cos t  o f  each  mea l  ea ten .    
 
Mea ls  a l ready  inc luded  in  con fe rence  reg is t ra t ion  
Your  mea ls  per  day  w i l l  be  p ro - ra ted  based  on  how many  mea ls  
the  con fe rence  reg is t ra t ion  covers .    
 
Un ive rs i t y  re imbursement  o f  tax  and  g ra tu i t y  o f  mea ls  
The  Un ivers i t y  w i l l  re imburse  you  fo r  the  tax  and  g ra tu i t y  o f  
mea ls .   Be  sure  to  tu rn  in  your  rece ip ts .    
 
Hav ing  one  person  in  the  g roup  pay  fo r  everyone ’s  mea l  
Each  person  t rave l ing  mus t  pay  fo r  h is  o r  her  own mea ls .   
Rece ip ts  mus t  be  b roken  down by  each  person .   One person  
canno t  pay  fo r  the  en t i re  g roup ’s  mea ls .  
 
Re imbursement  fo r  los t  rece ip ts  
S tuden ts  w i l l  no t  be  re imbursed  fo r  los t  rece ip ts .    
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Reimbursement  fo r  a lcoho l  and  tobacco  p roduc ts  
The  Un ivers i t y  w i l l  no t  re imburse  s tuden ts  fo r  a lcoho l  and  
tobacco  purchases .    
LODGING 
 
Payment  op t ions  fo r  lodg ing   
Once  t rave l  has  been  approved  by  a l l  pa r t ies ,  the  Bus iness  
Manager  o f  S tuden t  Ac t i v i t i es  &  Even ts  w i l l  work  w i th  the  UHD 
Trave l  O f f i ce  to  make  the  o rgan iza t ion ’s  ho te l  a r rangements .    
 
Dec id ing  where  to  s tay  
The  Un ivers i t y  expec ts  s tuden ts  to  s tay  a t  the  con fe rence  ho te l  
s i te  even  i f  i t  i s  more  expens ive  than  o ther  ho te ls  in  the  a rea .   
The  p r imary  reason  fo r  th i s  i s  tha t  the  t rave l  i s  fo r  educa t iona l  
purposes .   You  w i l l  be  be t te r  ab le  to  ne twork  and  lea rn  w i th  
o ther  s tuden ts  s tay ing  a t  the  con fe rence  s i te .   I t  i s  a l so  sa fe r  
s ince  you  w i l l  no t  have  to  t rave l  to  and  f rom the  con fe rence .   
Th i rd ly ,  you  w i l l  no t  have  to  wor ry  abou t  add i t i ona l  
t ranspor ta t ion  cos ts  when t rave l ing  to  and  f rom the  con fe rence  
s i te  to  the  ho te l .    
 
Number  o f  peop le  ass igned  to  a  room 
Th is  depends  on  the  s ize  and  bedd ing  accommodat ions  o f  the  
room.   In  o rder  to  save  money ,  a t  leas t  two  s tuden ts  w i l l  be  
ass igned  to  a  room.   I f  your  g roup  has  s tuden ts  w i th  
d isab i l i t i es ,  the  ho te l  w i l l  need  to  know a t  the  t ime  o f  the  
reserva t ion .    
 
Ass ign ing  s tuden ts  to  ho te l  rooms and  regu la t ions  on  co-ed  
rooms 
For  your  own sa fe ty ,  the  Un ivers i t y  w i l l  on ly  ass ign  co-ed  
rooms to  s tuden ts  who  a re  mar r ied  to  each  o ther .  
 
Long  d is tance  phone  ca l l s ,  room serv ice ,  in - room mov ies  and  
o ther  charges  to  the  room 
The Un ivers i t y  w i l l  on ly  pay  fo r  lodg ing  and  the  taxes  
assoc ia ted  w i th  the  lodg ing .   Add i t iona l  charges  a re  your  
respons ib i l i t y .  
 
DRIVER’S L ICENSE AND AUTOMOBILE INSURANCE 
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UHD s tuden ts  who w i l l  be  d r i v ing  the i r  pe rsona l  veh ic les  o r  
ren ta l  ca rs  to  the  con fe rence  s i te  mus t  p resen t  a  va l id  s ta te  
d r i ve r ’ s  l i cense ,  copy  o f  the i r  au tomob i le  insurance ,  and  
depar tment  t rave l  comp l iance  fo rm to  the  D i rec to r  o f  S tuden t  
Ac t i v i t i es  &  Even ts  p r io r  to  t rave l .   A  copy  o f  the  fo rm can  be  



found  on  the  S tuden t  Ac t i v i t i es  &  Even ts  webs i te :  
www.uhd .edu /sae  o r  in  our  o f f i ce .  
 
TRANSPORATION 
 
Gaso l ine  re imbursement  when d r i v ing  persona l  ca rs  to  
con fe rences  
You  w i l l  be  re imbursed  .45  cen ts  per  m i le  regard less  o f  how 
much  gaso l ine  you  use .   Be  sure  to  keep  a l l  gaso l ine  rece ip ts .    
 
 
De te rmin ing  mi leage  
UHD computes  your  m i leage  based on  the  d is tance  to  and  f rom 
the  con fe rence  c i t y  and  Hous ton .   The  d is tance  i s  se t  by  the  
S ta te  o f  Texas .    
 
Add i t iona l  m i leage  o ther  than  d i s tance  to  and  f rom con fe rence  
c i t y  
You  w i l l  on ly  be  re imbursed  fo r  m i leage  to  and  f rom Hous ton  
and  the  con fe rence  s i te .  
 
 
Pay ing  fo r  your  gaso l ine  
You  w i l l  have  to  pay  fo r  the  gas  ou t  o f  your  own pocke t .   
Remember  to  save  a l l  gas  rece ip ts .   You  w i l l  be  re imbursed  fo r  
the  gas  a f te r  you  re tu rn  to  campus  and  have  tu rned  in  a l l  o f  
your  rece ip ts .  
 
F l igh t  Reserva t ions  
UHD works  w i th  the  s ta te -con t rac ted  t rave l  agency .   The  
S tuden t  Ac t i v i t i es  &  Even ts  Bus iness  Manager  w i l l  work  w i th  
you  and  the  t rave l  agency  to  f i nd  the  bes t  ra tes  and  t imes .  
 
T ranspor ta t ion  when a r r i v ing  to  your  des t ina t ion  a i rpor t  and  
ge t t ing  to  the  ho te l  
You  w i l l  have  to  pay  fo r  your  g round  t ranspor ta t ion  (a i rpor t  
shu t t les ,  tax is )  wh i le  you  a re  a t  the  con fe rence  c i t y .   UHD w i l l  
on ly  re imburse  you  fo r  t rave l ing  to  and  f rom the  a i rpor t .    
 
Re imbursements  when park ing  your  ca r  a t  Hobby  o r  
In te rcon t inen ta l  a i rpor t  wh i le  a t  the  con fe rence 
The  Un ivers i t y  w i l l  no t  re imburse  you  fo r  any  fees  assoc ia ted  
w i th  long- te rm a i rpor t  pa rk ing .   These  fees  a re  your  
respons ib i l i t y .    
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EMERGENICES 
 
The  hea l th  and  sa fe ty  o f  the  s tuden ts  i s  a lways  the  f i r s t  
p r io r i t y .   P lease  read  the  fo l low ing  s teps  to  be  p repared  in  the  
even t  o f  an  in ju ry  o r  i l l ness  wh i le  t rave l ing  to  o r  wh i le  a t  a  
con fe rence .    
 
Med ica l  a t ten t ion  fo r  in ju red  o r  s i ck  s tuden ts  shou ld  be  your  
immed ia te  concern .   Your  f i r s t  con tac t  shou ld  be  your  
facu l t y /s ta f f  adv iso r .   I f  your  adv iso r  i s  no t  t rave l ing  w i th  you ,  
someone in  the  g roup  w i l l  need  to  con tac t  h im/her  immed ia te ly .   
The  h ighes t - rank ing  s tuden t  member  o f  the  o rgan iza t ion  
t rave l ing  shou ld  have  the i r  adv iso r ’ s  o f f i ce  and  home phone  
numbers .   I f  the  adv iso r  canno t  be  reached,  UHD Po l i ce  can  
con tac t  a  member  o f  the  S tuden t  Ac t i v i t i es  &  Even ts  s ta f f .   A  
S tuden t  Ac t i v i t i es  &  Even ts  s ta f f  member  can  a lso  be  con tac ted  
d i rec t l y  a t  713-221-8573  dur ing  norma l  bus iness  hours .    
 
De te rmin ing  wh ich  hosp i ta l  to  go  to  
I f  i t  i s  a  l i f e - th rea ten ing  s i tua t ion ,  go  to  the  neares t  hosp i ta l .   
In  the  even t  o f  an  au tomob i le  acc iden t ,  the  emergency  
personne l  (po l i ce ,  f i remen,  e tc . )  shou ld  t ranspor t  o r  d i rec t  the  
in ju red  to  the  appropr ia te  hosp i ta l .   I f  the  in ju r ies  a re  non- l i f e -
th rea ten ing ,  the  s tuden t ’ s  med ica l  i nsurance  company  shou ld  
d i rec t  you  to  the  appropr ia te  hosp i ta l  o r  c l i n i c .    
 
Insurance  coverage  when d r i v ing  your  own persona l  ca r  and  
you  a re  invo lved  in  an  acc iden t  
The  Un ivers i t y  w i l l  no t  pay  fo r  damage to  persona l  veh ic les  o r  
veh ic les  invo lved  in  the  acc iden t .   Your  persona l  insurance  w i l l  
be  respons ib le  fo r  cover ing  tha t  damage.    
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Please refer to Section 
6 of this handbook for 
addit ional information 
on travel pol ic ies and 

procedures.  



What  to  do  i f  you  have  an  acc iden t  in  your  persona l  ca r  
The  f i r s t  s tep  i s  to  insure  the  sa fe ty  and  we l l  be ing  o f  the  
s tuden ts  t rave l ing .   I f  anyone  t rave l ing  i s  in ju red ,  the  f i r s t  
p r io r i t y  i s  ge t t ing  immed ia te  med ica l  a t ten t ion .    
 
Med ica l  i nsurance  coverage  i f  you  a re  in ju red  o r  become i l l  
wh i le  t rave l ing  
Med ica l  i nsurance  i s  your  respons ib i l i t y .   The  Un ivers i t y  i s  no t  
respons ib le  fo r  your  med ica l  i nsurance  coverage  wh i le  
t rave l ing .    
 
What  to  do  i f  your  persona l  ca r  i s  d isab led  and  canno t  be  
d r i ven  
The  Un ivers i t y  w i l l  exp lo re  the  mos t  reasonab le  op t ions  in  
o rder  fo r  you  to  comple te  the  con fe rence  and  re tu rn  home.  
 
 
MISCELLANEOUS 
 
Mak ing  a r rangements  w i th  p ro fessors  p r io r  to  t rave l  (a t tend ing  
con fe rences ,  compet i t i ons ,  e tc . )  
I t  i s  your  respons ib i l i t y  to  make  a r rangements  w i th  your  
teachers  i f  you  p lan  to  m iss  c lass ,  tes ts  o r  ass ignments  wh i le  
t rave l ing .   In  many  cases ,  your  facu l t y /s ta f f  adv iso r  may  want  
to  t ype  up  a  le t te r  fo r  you  to  g ive  to  your  teachers  exp la in ing  
the  purpose  o f  your  t r i p .  
 
Inab i l i t y  to  t rave l  due  to  work  o r  schoo l  ob l iga t ions  
Fami ly  emergenc ies  such  as  ser ious  i l l ness  o r  a  dea th  in  the  
fami l y  a re  beyond  your  con t ro l .   No t  p lann ing  ahead  w i th  your  
work  o r  s tudy  schedu le  i s  w i th in  your  con t ro l  and  there fo re  no t  
a  va l id  excuse  fo r  no t  t rave l ing .    
 
Mak ing  subs t i tu t ions  fo r  ano ther  s tuden t  to  t rave l  
The  approva l  fo r  t rave l  has  been  g ran ted  fo r  spec i f i c  s tuden ts .   
On ly  the  p res iden t  o f  the  o rgan iza t ion  can  approve  subs t i tu t ing  
ano ther  s tuden t .   S ince  each  s tuden t  t rave l ing  mus t  have  
h is /her  e l ig ib i l i t y  ve r i f i ed ,  even  the  subs t i tu te  t rave le r  mus t  be  
ver i f i ed  and  approved .    
 
F inanc ia l  respons ib i l i t y  when you  a re  unab le  to  f i nd  an  
approved  subs t i tu te  to  t rave l  
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We unders tand  tha t  c i r cumstances  a re  somet imes  beyond  your  
con t ro l  and  tha t  the re  may  be  ins tances  in  wh ich  you  o r  
ano ther  member  o f  your  o rgan iza t ion  may  be  unab le  to  t rave l .  



Some o f  these  ins tances  may  inc lude  a  dea th  in  the  fami l y  o r  
se r ious  i l l ness .   I f  you  a re  unab le  to  t rave l  due  to  an  exam or  
c lass  p ro jec t  and  a re  unab le  to  f i nd  an  approved  subs t i tu te ,  
f i nanc ia l  respons ib i l i t y  may  l i e  w i th  your  o rgan iza t ion .   
Depend ing  on  how much  o f  the  t r ip  can  be  cance led  w i thou t  
pena l t y ;  the  amount  o f  f i nanc ia l  respons ib i l i t y  may  vary .   For  
example ,  i f  the  a i r l i ne  t i cke ts  and  con fe rence  reg is t ra t ion  a re  
non- re fundab le ,  then  UHD wou ld  have  to  charge  your  s tuden t  
accoun t  fo r  these  cos ts .    
 
The  Un ivers i t y  o f  Hous ton  Sys tem Trave l  Po l i cy  i s  ava i lab le  in  
the  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts .  
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Section 9: Events and Activities  
 
The Of f ice  o f  S tuden t  Ac t i v i t i es  &  Even ts  hos ts  a  number  o f  
even ts  th roughout  the  schoo l  yea r  and  g ives  UHD s tuden t  
o rgan iza t ions  the  oppor tun i t y  to  hos ts  va r ious  even ts  as  we l l .   
Here  a re  a  few he lp fu l  h in ts  to  keep  in  m ind  when coord ina t ing  
an  even t  on  campus .    
 
Con t rac ts  
Any  t ime a  s tuden t  o rgan iza t ion  p lans  to  en te r  in to  an  
agreement  w i th  an  o f f - campus  vendor  fo r  the  purchase  o f  
goods  o r  se rv ices  us ing  Un ivers i t y  funds ,  tha t  ag reement  mus t  
be  submi t ted  to  the  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts  fo r  
approva l .   UHD s tuden ts  a re  no t  au thor i zed  to  en te r  in to  
b ind ing  agreements  on  beha l f  o f  the  Un ivers i t y .   The  s igna tu res  
o f  bo th  the  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  Even ts  and  the  
V ice -Pres iden t  fo r  S tuden t  Serv ices  a re  requ i red  fo r  the  
con t rac t  to  be  b ind ing .   The  Un ivers i t y  w i l l  no t  be  respons ib le  
fo r  con t rac ts  s igned  by  the  s tuden ts  
 
S tuden ts  may  ob ta in  a  copy  o f  the  o f f i c ia l  Un ivers i t y  con t rac t ,  
and  gu ide l ines  fo r  i t s  comp le t ion  f rom the  Of f i ce  o f  S tuden t  
Ac t i v i t i es  &  Even ts  o r  f rom the  Un ivers i t y  D i rec to r  fo r  Con t rac ts  
and  Compl iance ,  Mary  Cook .   I t  i s  the  s tuden t  o rgan iza t ion ’s  
respons ib i l i t y  to  ensure  tha t  the  con t rac t  i s  comp le ted  in  fu l l  
and  to  ob ta in  a l l  the  requ i red  s igna tu res .    
 
Gu ide l ines  fo r  con t rac t  execu t ion  

1 .  A t  leas t  fou r  weeks  p r io r  to  the  even t ,  ob ta in  a  copy  
o f  the  o f f i c ia l  Un ive rs i t y  con t rac t  re levan t  to  the  t ype  
o f  se rv ice  be ing  p rov ided ,  Con t rac t  Covershee t ,  and  
a  W-9  fo rm f rom the  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  
Even ts .    

2 .  Ob ta in  the  in fo rmat ion  needed fo r  the  con t rac t  
covershee t .   P lease  see  the  D i rec to r  o r  Ass is tan t  
D i rec to r  o f  S tuden t  Ac t i v i t i es  &  Even ts  (SAE)  fo r  
add i t i ona l  he lp .   The  Cont rac t  Covershee t  mus t  be  
comple ted  in  o rder  to  rece ive  a  con t rac t  number  
f rom the  D i rec to r  o f  Con t rac ts  and  Compl iance .    
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3.  Work  w i th  the  D i rec to r  o r  Ass is tan t  D i rec to r  o f  SAE 
to  comp le te  the  con t rac t  and  any  add i t i ona l  fo rms .   
Have  the  vendor  (person  o r  bus iness)  you  a re  
con t rac t ing  s ign  a l l  fou r  cop ies  o f  the  con t rac t  and  
any  necessary  fo rms .  



4.  Submi t  a l l  o r ig ina l  cop ies  o f  the  con t rac t  to  the  
Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts  fo r  approva l  
and  s igna tu res .    

5 .  Re tu rn  one  comple ted  copy  to  the  per fo rmer  o r  
lec tu re r .    

6 .  I f  you  w i l l  need  to  pay  fo r  the  con t rac t  se rv ices  w i th  
a  purchase  o rder ,  p lease  see  the  SAE Bus iness  
Manager .  

7 .  Forward  one  copy  o f  the  comple ted  con t rac t  to  the  
D i rec to r  o f  Con t rac ts  and  Compl iance ,  room S910.    

 
S tuden t  Ac t i v i t i es  &  Even ts  s ta f f  w i l l  work  c lose ly  w i th  
you  on  the  con t rac t ing  p rocess .   Con tac t  a  S tuden t  
Ac t i v i t i es  &  Even ts  p ro fess iona l  s ta f f  member  fo r  
in fo rmat ion  and  ass is tance  a t  713-221-8573 .  

 
Schedu l ing  Un ivers i t y  fac i l i t i es  
Reserva t ion  reques ts  can  on ly  be  submi t ted  by  reg is te red  
s tuden t  o rgan iza t ions  and  w i l l  be  accep ted  on  a  f i r s t -come,  
f i r s t -se rve  bas is .   Reques ts  mus t  have  the  adv iso r ’ s  s igna tu re  
and  be  s igned  by  an  o f f i ce r  o f  the  o rgan iza t ion .   Reques ts  by  
o rgan iza t ions  tha t  a re  no t  cur ren t ly  reg is te red  w i l l  no t  be  
accep ted .    
 
P rocedures  
Reserva t ion  fo rms fo r  use  o f  Un ive rs i t y  fac i l i t i es  a re  ava i lab le  
in  the  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts  o r  th rough  the  
Of f i ce  o f  Commun i ty  Re la t ions  and  Confe rence  Serv ices  
loca ted  in  room S621.    
 
In  add i t i on  to  reserva t ion  fo rms,  a l l  o rgan iza t ions  mus t  submi t  
an  Even t  Approva l  Reques t  Form when submi t t i ng  reserva t ions  
fo r  even ts .   The  Even t  Approva l  Reques t  Form mus t  be  s igned  
by  the  o rgan iza t ion ’s  adv iso r ,  o f f i ce r  and  the  Ass is tan t  D i rec to r  
o r  D i rec to r  o f  S tuden t  Ac t i v i t ies  &  Even ts .   Approva l  reques t  
fo rms a re  a lso  ava i lab le  in  the  S tuden t  Ac t i v i t i es  &  Even ts  
o f f i ce .    
 
 
Fac i l i t i es  tha t  can  be  reserved  
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The fo l low ing  i s  a  l i s t  o f  fac i l i t i es  tha t  can  be  reserved  th rough  
the  Of f i ce  o f  Commun i ty  Re la t ions  and  Confe rence  Serv ices .  
P lease  s top  by  room S621 o r  ca l l  713-221-8580 ,  i f  you  wou ld  
l i ke  to  reques t  add i t i ona l  i n fo rmat ion  on  the  fac i l i t i es  ava i lab le .   
Your  reques t  w i l l  be  con f i rmed upon  con f i rmat ion  f rom the  
Of f i ce  o f  Commun i ty  Re la t ions  and  Confe rence  Serv ices .   Keep  



i n  m ind  tha t  a l l  tab le  reserva t ions  mus t  be  made a t  leas t  f ive  
(5 )  bus iness  days  in  advance .   Room reserva t ions  mus t  be  
reserved  th ree  weeks  p r io r  to  even t .      
 

 Spec ia l  Even ts  Room 
 Cof feehouse  Area  
 Room N1099 
 Tab les  on  3 r d  F loo r  
 Nor th  and  South  Decks  
 Lec tu re  Ha l l s  

 
C lass room reserva t ions  
P lease  con tac t  Ch loe  Tran  in  room N330 o r  a t  713-222-5394  in  
o rder  to  reserve  a  c lass room.  
 
Se tup  
I f  your  even t  requ i res  spec ia l  se tup  a r rangements  you  mus t  
submi t  a  d iagram a long  w i th  your  reserva t ion  reques t .    
 
Mul t imed ia  equ ipment  ren ta l  
I f  you  wou ld  l i ke  to  ren t  mu l t imed ia  equ ipment ,  p lease  con tac t  
N ikh i l  Bha t t  l oca ted  in  the  TTLC (A729) ,  phone  number  713-
221-8244 .   Keep  in  m ind  tha t  a l l  mu l t imed ia  reques ts  mus t  be  
made a t  l eas t  24  hours  p r io r  to  your  even t .   The  s tuden t  
o rgan iza t ion  adv iso r  mus t  be  p resen t  th roughou t  the  even t  in  
o rder  to  reserve  mu l t imed ia  equ ipment .   I t  is  the 
responsib i l i ty  o f  the  organizat ion  to  pay for  mul t imedia  
reservat ion  equipment .   The  fo l low ing  i s  a  l i s t  o f  mu l t imed ia  
equ ipment  tha t  can  be  ren ted  and  ren ta l  p r i ces .  
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Equ ipment  Type  UHD C l ien t  -  Ra te  2  
  
Aud io  Equ ipment   
M ic rophone  (w i red  hand-he ld  o r  
desk )  w /s tand                $15 .00   
M ic rophone  (Lava l ie r )                $15 .00   
M ic rophone -  Wi re less  (hand-
he ld )                $20 .00   
M ic rophone  -  Wi re less  (Lava l ie r )                $20 .00   
M ic rophone  S tand  (desk)                $3 .00   
M ic rophone  S tand  ( f l oo r )                $5 .00   
Aud io  Casse t te  Recorder                $15 .00   
Aud io  Casse t te  P layer  on ly                $10 .00   
C .D.  P layer /Boom Box                $15 .00   
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4-  channe l  aud io  m ixer  (shure  
M268)  $20 .00   
8 -  channe l  aud io  m ixer  $30 .00   
Por tab le  PA Sound Sys tem $30 .00   
w /2  -  speakers ,  2  -  s tands  &  1  -  
hand-he ld  m ic   
  
Pro jec t ion  Equ ipment   
LCD XGA V ideo /Data  p ro jec to r  
(1024  x  768  )  ca r t                 $175   
LCD XGA V ideo /Data  p ro jec to r  
(po r tab le  )                 $175   
LCD SVGA V ideo /Data  p ro jec to r  
(  800  x  600  )                 $150   
35mm S l ide  Pro jec to r                 $20   
2  Pro jec to r  D isso lve  Cont ro l                 $20   
Med ia  Car t  (  PC & LCD Pro jec to r  
)                 $200   
Overhead  Pro jec to r  on  car t                 $15   
Document  Camera  (  po r tab le  )                 $30   
Large  Document  Camera                 $50   
  
Equ ipment  Type  UHD C l ien t  -  Ra te  2  
  
TV Mon i to rs  and  VCRs  
27  Inch  TV/Mon i to r  $25   
27  Inch  TV w i th  VCR $35   
27  Inch  TV w i th  DVD/VCR combo $50  
20  Inch  TV w i th  VCR $20   
13  Inch  TV w i th  VCR $15   
4  head  VHS VCR $15   
DVD P layer  (s tand  a lone  )  $30   
DVD/VCR combo un i t  ( s tand  
a lone  )  $30   
SVHS Camcorder  on  s tand  $35   
D ig i ta l  M in iDV Camcorder  on  
s tand  $50   
  
Screens   
T r ipod  Screen  (60"  x  60" )  $10   
T r ipod  Screen  (70"  x  70" )  $15   
Tab le  top  por tab le  pu l l -up  
sc reen  $30   
Fas t  Fo ld  Screen  (6 '  x  8 '  )  
F ron t /Rear  Ca l l  fo r  p r i ces  
Fas t  Fo ld  Screen  (7 .5 '  x  10 '  )  Ca l l  fo r  p r i ces  



 43

Fron t /Rear  
Fas t  Fo ld  Screen  (9 '  x  12 '  )  
F ron t /Rear  Ca l l  fo r  p r i ces  
Fas t  Fo ld  Screen  (10 .5 '  x  14 '  )  
F ron t /Rear  Ca l l  fo r  p r i ces  
  
Misc i lonus  I tems   
Lap top  w i th  case  and  cab les  $50   
Smal l  Boom Box  w i th  CD p layer  $15   
Large  Boom Box  w i th  
CD/Casse t te  p layer  $20   
N ikon  D ig i ta l  camera  $30   
M ino l ta  D ig i ta l  camera  $30   
T r ipods  $10   
Compute r  speakers  $2   
B lank  Aud io  Tapes  -  60min .  $1 .50   
B lank  Aud io  Tapes  -  90min .  $1 .75   
B lank  Aud io  Tapes  -  120min .  $2 .00   
VHS 30  min .  v ideo  casse t te  $2 .00   
VHS 60  min .  v ideo  casse t te  $2 .75   
VHS 120  min .  v ideo  casse t te  $3 .75   
VHS 180  min .  V ideo  casse t te  $4 .50   
M in iDV 60  min .  V ideo  casse t te  $6 .00   
B lank  CD $1   
B lank  DVD $2   
  
Lec tu re  Ha l l  Mu l t imed ia  
Equ ipment   
Opt ion  1   
Inc ludes :  Pod ium w i th  sound  $150   
                  PC Compute r  w i th  
in te rne t  connec t ion   
                  VCR/DVD combo  
                  Document  Camera   
                  LCD Pro jec to r  -  
Da ta /V ideo   
Opt ion  2   
Inc ludes :  I tems f rom Opt ion  1  
p lus  $175   
                 S l ide  p ro jec to r   
                 W i re less  m ic   
                 CD P layer   
                 Aud io  Casse t te  
recorder   
  
Aud i to r ium Equ ipment   
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Opt ion  1   
Inc ludes :  Pod ium w i th  sound  $175   
                  Pod ium w i red  
mic rophone   
                  VCR/DVD combo  
                  Document  Camera  
on  pod ium  
Opt ion  2   
Inc ludes :  I tems f rom op t ion  1  
p lus  $275   
*Aud i to r ium s tage  l i gh ts   
                  Use  o f  Lap top  
compute r   
                 CD P layer   
                 *Wi re less  
M ic rophone   
                 Aud io  Casse t te  
Recorder   
*  AV techn ic ian  requ i red  w i th  
op t ion  2   
  
Labor  &  Techn ic ians   
AV Techn ic ian  (M-F ,  8am -  5pm)  $25 /h r .  
AV Techn ic ian  (Even ings  and  
Weekends)  $35 /h r .  
Aud i to r ium Sound &  L igh t  
Techn ic ian  $35 /h r .  
V ideo  Confe rence /Sa te l l i t e  
Down l ink  $30 /h r .  
IT  S ta f f  Suppor t  $70 /h r .  
  
Dig i ta l  Pho tography    
Monday  -  F r iday ,  8am -  5pm $25 /h r .  
Even ings  (a f te r  5pm)  and  
Weekends  $35 /h r .  
  
Video tap ing  Cal l  fo r  p r i ces  
  
Sate l l i t e  
Down l ink /V ideocon fe rence  
Charges  $50 .h r .  
(Add  te lephone l i ne  charges  and  
p rogram l i cens ing  fees)  Ca l l  fo r  p r i ces  
  
Elec t ron ic  C lass rooms  (mus t  be  reserved  th rough  TTLC)  
TTLC -  C lass room A  $100 /h r .  



(40  compute r  works ta t ions  w i th  
ITV capab i l i t y )   
TTLC -  C lass room B  $80 /h r .  
(34  compute r  works ta t ions  w i th  
ITV capab i l i t y )   
TTLC -  C lass room C $70 /h r .  
(40  compute r  works ta t ions )   
TTLC -  C lass room D $70 /h r .  
(40  compute r  works ta t ions )   
TTLC -  T ra in ing /V ideo  
Confe rence  Room $50 /h r .  
( sea ts  30  w/aud io  and  v ideo  
record ing  capab i l i t y )   
TTLC -  S tud io  Ca l l  fo r  p r i c ing  
(Mu l t i - v ideo  camera  record ing  
capab i l i t y )   

 
 
Secur i t y  
UHD po l i ce  serv ices  a re  ava i lab le  th rough  the  UHD Po l i ce  
Depar tment .   Organ iza t ions  reques t ing  po l i ce  serv ices  a re  
respons ib le  fo r  payment .   A  reques t  fo r  se rv ices  can  be  made 
th rough  the  Of f i ce  o f  Commun i ty  Re la t ions  and  Confe rence  
Serv ices .    
 
Food  &  Food San i ta t ion  Gu ide l ines  
I f  your  o rgan iza t ion  wou ld  l i ke  to  ca te r  an  even t ,  the re  a re  a  
number  o f  op t ions  ava i lab le .   A ramark  serves  as  the  food  
serv ice  fo r  UHD.   Con tac t  F rank  B lanchard  a t  713-221-8462  o r  
v ia  e -ma i l  a t  b lanchard - f rank@aramark .com fo r  in fo rmat ion  on  
ca te r ing  poss ib i l i t i es .   Food  may  a lso  be  ca te red  f rom o f f -
campus ,  bu t  a l l  food  mus t  be  f rom an  es tab l i shed  res tauran t .   
Food  tha t  i s  no t  f rom a  res tauran t  may  no t  be  ca te red  o r  so ld .        
 
Any  s tuden t  o rgan iza t ion  tha t  p lans  to  ca te r  o r  se l l  food  a t  an  
even t  sha l l  now be  cons idered  a  Temporary  Food  Dea le r .   Th is  
w i l l  requ i re  your  o rgan iza t ion  to  ob ta in  a  temporary  l i cense  to  
buy  o r  se rve  food .   The  o rgan iza t ion  mus t  a lso  fo l low the  ru les  
se t  fo r th  by  the  UHD Safe ty  Of f i ce r .   
 
The  UHD Safe ty  Of f i ce r ,  Edward  Ar ias  may  be  con tac ted  
d i rec t l y  a t  713-221-8040  in  room S101.   A  comp le te  copy  o f  the  
UHD Food San i ta t ion  Manua l  may  be  ob ta ined  in  the  Of f i ce  o f  
S tuden t  Ac t i v i t i es  &  Even ts .    
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The fo l low ing  i s  an  excerp t  f rom the  UHD Food San i ta t ion  
Manua l  
 

TEMPORARY FOOD DEALERS 
POLICIES AND PROCEDURES 

 
1 .  A l l  ou ts ide  ca te re rs  o r  con t rac to rs  p rov id ing  food  fo r  

sa le  a t  the  Un ivers i t y  o f  Hous ton-Downtown mus t  be  in  
possess ion  o f  a  va l id  Food  Permi t  i ssued  by  the  C i ty  o f  
Hous ton ,  Har r i s  Coun ty  o r  the  S ta te  o f  Texas  and  mus t  
a lso  emp loy  a  Cer t i f i ed  Food  Serv ice  Manager .  

2 .  Facu l t y ,  s ta f f  o r  s tuden ts  in tend ing  to  use  a  ca te re r  o r  
an  ou ts ide  con t rac to r  to  ca te r  an  even t  on  campus  mus t  
fo l low a l l  ru les  and  regu la t ions  mandated  by  the  UHD 
Safe ty  Depar tment .    

3 .  Facu l t y ,  s ta f f  o r  s tuden ts  sha l l  submi t  a  reques t  fo r  a  
Temporary  Food  Dea le r ’ s  Permi t  a t  l eas t  5  work ing  
days  p r io r  to  the  p roposed  even t .  

4 .  Temporary  Food  Dea le r ’ s  Permi ts  exp i re  upon  
comple t ion  o f  the  even t .    
* I f  the  even t  i s  fo rced  to  be  pos tponed ,  p lease  con tac t  
the  UHD Safe ty  o f f i ce  fo r  a  permi t  ex tens ion .  

5 .  Facu l t y ,  s ta f f  o r  s tuden ts  p rov id ing  temporary  food  
serv ice  es tab l i shments  on  campus ,  sha l l  comp ly  w i th  
the  requ i rements  o f  the  Texas  Depar tment  o f  Hea l th ,  
Ru les  on  Food  Serv ice  San i ta t ion ,  Sec t ion  229 .170  and  
the  C i ty  o f  Hous ton  Food  Ord inance ,  Ar t i c le  I I  Chap te r  
20 .   Fa i lu re  to  comply  w i th  these  ru les  and  regu la t ions  
w i l l  resu l t  i n  the  revoca t ion  o f  the  Temporary  Food  
Dea le r ’ s  Permi t .    

6 .  There  a re  some res t r i c ted  opera t ions  and  the  
Un ivers i t y  may  impose  add i t iona l  requ i rements  to  
p ro tec t  aga ins t  hea l th  hazards  re la ted  to  the  conduc t  o f  
the  temporary  food  dea le r .   The  Un ivers i t y  may  a lso  
p roh ib i t  the  sa le  o f  some or  a l l  po ten t ia l l y  hazardous  
foods .  

7 .  Those  temporary  food  es tab l i shments  p lann ing  to  use  
barbecue  p i t s ,  rehea t ing  o r  ho t  ho ld ing  dev ices  tha t  
requ i re  and  open  f lame,  mus t  ob ta in  a  Burn  Permi t  f rom 
the  UHD Safe ty  Depar tment .  

 
REQUIREMENTS FOR TEMPORARY FOOD DEALERS 
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Each food  s tand  o r  boo th  temporar i l y  se l l i ng  food  a t  the  
Un ivers i t y  o f  Hous ton-Downtown requ i res  a  Temporary  



Food Dea le r ’ s  Permi t .   Permi ts  a re  i ssued  by  the  Sa fe ty  
Inspec to r  o f  the  UHD Safe ty  Depar tment .    
 
The  fo l low ing  l i s t  i den t i f i es  gu ide l ines  tha t  mus t  be  met  
wh i le  opera t ing  a  temporary  food  es tab l i shment .   I f  you  
have  any  ques t ions ,  con tac t  the  Sa fe ty  Inspec to r ,  UHD 
Safe ty  Depar tment  a t  713-221-8040 .  
 
 FOOD AND PREPARATION 
 
1 .  Food  sha l l  be  ob ta ined  f rom approved  sources  and  be  

in  sound  cond i t i on .   I ce  used  fo r  human consumpt ion  
mus t  be  f rom an  approved  source  and  he ld  in  bags  un t i l  
used  and  d ispensed  p roper l y .   Do  no t  s to re  any  food  in  
con tac t  w i th  wa te r ,  cubed  i ce  o r  i ce  in tended fo r  human 
consumpt ion .  

2 .  Meat  and  pou l t r y  p roduc ts  sha l l  be  cooked  to  the  
fo l low ing  min imum in te rna l  tempera tu res :  pou l t r y=165°  
F ,  g round  meats  and  pork=  155°F  and  o ther  
meats=145°F .  

3 .  Po ten t ia l l y  hazardous  foods  (e .g .  foods  wh ich  cons is t  
i n  who le  o r  in  par t  o f  meat  pou l t r y ,  sea food ,  da i ry ,  
cooked  beans ,  r i ce ,  po ta toes  o r  pas ta ,  e tc . )  mus t  be  
ma in ta ined  a t  one  hundred  fo r ty  (140° )  degrees  F  o r  
g rea te r  o r  fo r t y -one  (41° )  degrees  F  o r  be low.  

4 .  A  p roper l y  sca led ,  meta l  s tem- type  thermometer  sha l l  
be  used  to  mon i to r  the  p roper  in te rna l  cook ing  and  
ho ld ing  tempera tu res  o f  po ten t ia l l y  hazardous  foods .  

5 .  Po ten t ia l l y  hazardous  foods  need ing  to  be  rehea ted  
p r io r  to  the  s ta r t  o f  the  even t  mus t  by  done  rap id ly  to  
one  hundred  (165° )  F  o r  above  fo r  a t  l eas t  15  seconds .   
M ic rowave  oven ,  conven t iona l  oven ,  s tove  o r  e lec t r i c  
sk i l l e t  may  be  used .   Crockpo ts ,  cha f ing  d ishes  o r  food  
warmers  canno t  be  used  to  rap id ly  rehea t  foods .  

6 .  S to re  a l l  food ,  u tens i l s ,  p la tes ,  cups  and  napk ins  a t  
l eas t  6  inches  above  the  g round .  

 
EQUIPMENT 

 
1 .  Food  con tac t  su r faces  o f  equ ipment  sha l l  be  p ro tec ted  

f rom con tamina t ion  by  consumers  us ing  separa t ing  
coun te rs ,  tab les ,  sneeze  guards ,  e tc .  
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2.  Prov ide  on ly  s ing le -serv ice  a r t i c les  (e .g .  p las t i c  kn ives ,  
fo rks  and  spoons )  to  consumers .  



3.  Prov ide  th ree  con ta iners  ( la rge  enough  to  comple te ly  
immerse  the  la rges t  u tens i l )  fo r  u tens i l  wash ing  w i th  
the  fo l low ing  con ten ts :  

 
•  Conta iner  number  one-  po tab le  wa te r  and  soap  

mix tu re  
•  Conta iner  number  two-  c lean  po tab le  wa te r  
•  Conta iner  number  th ree-  san i ta t ion  so lu t ion :  2  caps  

fu l l  o f  b leach  to  1  ga l lon  o f  wa te r .  
4 .  U tens i l s ,  i nc lud ing  i ce  scoops ,  sha l l  be  p rov ided  to                           

m in im ize  hand l ing  o f  foods .  
 
PERSONAL HYGIENE 

 
1 .  P rov ide  po tab le  wa te r ,  soap  and  paper  towe ls  fo r  hand  

wash ing .   Po tab le  wa te r  mus t  be  kep t  in  a  c lean  g rav i t y  
t ype  d ispenser  (e .g .  i ce  ches t  w i th  sp igo t  o r  f i ve  ga l lon  
wate r  jug  w i th  sp igo t ) .   P rov ide  a  ca tch  bas in  fo r  fa l l i ng  
was tewate r .    

2 .  Personne l  sha l l  ma in ta in  a  h igh  degree  o f  persona l  
c lean l iness  and  con fo rm to  good  hyg ien ic  p rac t i ces .   They  
sha l l  be  f ree  o f  in fec t ions ,  wh ich  may  t ransmi t  food  borne  
i l l ness .  

3 .  Hands  mus t  be  washed  a f te r  us ing  to i le t  fac i l i t i es ,  ea t ing ,  
d r ink ing  o r  smok ing .    

4 .  A l l  i nd iv idua ls  work ing  in  the  boo th  sha l l  wear  an  e f fec t i ve  
ha i r  res t ra in t  (e .g . ,  ba l l  cap ,  ha i rne t ,  scar f ,  e tc . )   In  
add i t ion ,  those  ind iv idua ls  w i th  ha i r  pas t  the i r  shou lders  
sha l l  pu l l  i t  back  o r  wear  i t  up  under  the  ha i r  res t ra in t .  

5 .  Do  no t  ea t ,  d r ink  o r  smoke  ins ide  the  food  p repara t ion  
a rea .  
 
BOOTH CONSTRUCTION 

 
1 .  P rov ide  a  ce i l i ng  in  food  p repara t ion  and  serv ice  a reas  

(wood ,  canvas  o r  o ther  mate r ia l  tha t  p ro tec ts  the  in te r io r  
o f  the  es tab l i shment  f rom weather  and  o ther  po ten t ia l  
con tamina t ing  agen ts ) .  

2 .  Dus t  sha l l  be  con t ro l led .   F loors  sha l l  be  cons t ruc ted  o f  
concre te ,  aspha l t ,  t i gh t  wood ,  ta rps ,  ou tdoor  ca rpe t  o r  
o ther  c leanab le  mate r ia l  approved  by  the  hea l th  au thor i t y .  
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3.  Pes ts  ( f l i es ,  roaches  o r  roden ts )  sha l l  be  con t ro l led .   
Doors ,  wa l l s ,  sc reen ing  and  o ther  measures  may  be  
requ i red  when necessary  to  res t r i c t  the  en t rance  o f  f l y ing  
insec ts .    

 



Check l i s t  fo r  Even ts  
P lease  a l low fo r  a t  l eas t  24  hours  fo r  paperwork  to  be  s igned  
by  the  Ass is tan t  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  Even ts .   A l l  
paperwork  fo r  the  Of f i ce  o f  Commun i ty  Re la t ions  and  
Confe rence  Serv ices  as  we l l  as  Temporary  Food  Dea le r  
Permi ts  mus t  be  submi t ted  accord ing  to  dead l ines  (see  page  
40) .  
 
For  ANY even t  hos ted  on  campus  

S tuden t  Ac t i v i t i es  &  Even ts  S tuden t  Organ iza t ion  Even t  
Approva l  Reques t  Form 

 S igned  by  S tuden t  Organ iza t ion  Adv iso r  
 S igned  by  Ass is tan t  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  

Even ts  (SAE)  
 
    Even ts  mak ing  tab le  reques ts  on ly  

S tuden t  Ac t i v i t i es  &  Even ts  S tuden t  Organ iza t ion  Even t  
Approva l  Reques t  Form 

 S igned  by  S tuden t  Organ iza t ion  Adv iso r  
 S igned  by  Ass is tan t  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  

Even ts  
 Or ig ina l  copy  kep t  on  f i l e  by  SAE 
 Copy  taken  to  S621 ,  Of f i ce  o f  Commun i ty  Re la t ions  and  

Confe rence  Serv ices  
   
    Reques t  fo r  Tab le /D isp lay  Area  

 S igned  by  S tuden t  Organ iza t ion  Adv iso r  
 S igned  by  Ass is tan t  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  

Even ts  
 Cop ies  made fo r  SAE f i l es  and  your  records  
 Or ig ina l  taken  to  S621 ,  Of f i ce  o f  Commun i ty  Re la t ions  

and  Confe rence  Serv ices  
 

Spec ia l  Even t -  i . e . ,  use  o f  Spec ia l  Even ts  Room,  Aud i to r ium,  
N1099,  Nor th  o r  Sou th  Deck ,  Co f feehouse ,  e tc .  

S tuden t  Ac t i v i t i es  &  Even ts  S tuden t  Organ iza t ion  Even t  
Approva l  Reques t  Form 

 S igned  by  S tuden t  Organ iza t ion  Adv iso r  
 S igned  by  Ass is tan t  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  

Even ts  
 Copy  taken  to  S621 ,  Of f i ce  o f  Commun i ty  Re la t ions  and  

Confe rence  Serv ices  
 
Even t  Reques t  Form 
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 S igned  by  S tuden t  Organ iza t ion  Adv iso r   



 S igned  by  Ass is tan t  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  
Even ts  

 Or ig ina l  copy  kep t  fo r  SAE f i l es  
 Copy  taken  to  S621 ,  Of f i ce  o f  Commun i ty  Re la t ions  and  

Confe rence  Serv ices  
 

When serv ing  food  a t  an  even t  
 Temporary  Food  Dea le r ’ s  Permi t  Reques t  Form 

 S igned  by  Ass is tan t  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  
Even ts  

 Taken  to  S101 
 S igned  by  UHD Safe ty  Of f i ce r  
 Cop ies  made (1  fo r  SAE,  1  fo r  UHD Safe ty  Of f i ce r ,  1  

fo r  your  records )  
 
I f  your  o rgan iza t ion  wou ld  l i ke  to  reques t  the  SAE popcorn  
mach ine  the  o rgan iza t ion  mus t  submi t  the  Popcorn  Mach ine  
Reques t  Reserva t ion  Form.    

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 50

 



Section 10: Advisor Information 
 
A l though  the  Of f ice  o f  S tuden t  Act i v i t i es  &  Even ts  se rves  in  an  
adv iso ry  capac i t y  to  s tuden t  o rgan iza t ions ,  UHD a lso  requ i res  
each  s tuden t  o rgan iza t ion  to  have  a  fu l l - t ime  UHD facu l t y  o r  
s ta f f  adv iso r .   The  fo l low ing  in fo rmat ion  i s  des igned  to  he lp  you  
in  se lec t ing  an  adv iso r ;  as  we l l  as  unders tand ing  h is /her  
func t ion  in  your  o rgan iza t ion .  
 
The  ro le  o f  an  adv iso r  
Adv iso rs  a re  consu l tan ts  tha t  he lp  your  o rgan iza t ion  g row and  
deve lop .   I t  i s  an  adv iso r ’ s  du ty  to  fami l i a r i ze  h im/herse l f  w i th  
the  po l i c ies  and  p rocedures  o f  S tuden t  Ac t i v i t i es  &  Even ts  in  
o rder  to  have  a  thorough  unders tand ing  o f  bo th .   Th is  a lso  
g ives  your  adv iso r  the  ab i l i t y  to  convey  in fo rmat ion  to  you  and  
your  o rgan iza t ion .   The  adv iso r  shou ld  be  ava i lab le  fo r  adv ice ,  
to  he lp  w i th  g roup  mot i va t ion  and  to  make  the  o rgan iza t ion  
aware  o f  o ther  a l te rna t i ves .    
 
An  adv iso r  adds  to  the  con t inu i t y  o f  your  o rgan iza t ion  by  
mak ing  sure  tha t  success ive  o f f i ce rs  o f  the  o rgan iza t ion  
unders tand  the  respons ib i l i t y  they  share  w i th  the  Of f i ce  o f  
S tuden t  Ac t i v i t i es  &  Even ts .  I t  i s  impor tan t  tha t  your  adv iso r  
meet  w i th  the  o rgan iza t ion ’s  o f f i ce rs  to  exp la in  po l i c ies  and  
regu la t ions  es tab l i shed  fo r  s tuden t  o rgan iza t ions .   Adv iso rs  a id  
in  the  a rea  o f  p rogram con ten t  and  purpose  by  he lp ing  s tuden ts  
use  the i r  bes t  judgment  in  se lec t ing  p rograms.    
 
Du t ies  o f  an  adv iso r  
Adv iso rs  shou ld  be  aware  o f  and  have  an  unders tand ing  o f  the  
ru les  and  regu la t ions  a f fec t ing  UHD s tuden t  o rgan iza t ions .   
The  idea l  adv iso r  shou ld  a lso  be  ava i lab le  to  the  o f f i ce rs  o f  the  
o rgan iza t ion  on  a  regu la r  bas is  fo r  adv isement  and  consu l ta t ion  
and  shou ld  a t tend  o rgan iza t ion  meet ings  whenever  poss ib le .    
 
T ips  on  rec ru i t i ng  an  adv iso r  

 Be fo re  se lec t ing  an  adv iso r ,  the  g roup  shou ld  t ry  to  
f i nd  someone who w i l l  have  the  t ime to  devo te  to  the  
o rgan iza t ion  and  who w i l l  take  on  the  ro le  w i l l i ng ly  and  
ser ious ly .  

 When approach ing  a  po ten t ia l  adv iso r  fo r  the  f i r s t  t ime ,  
make  sure  tha t  he /she  has  a  c lear  unders tand ing  o f  the  
o rgan iza t ion ’s  purposes  and  the  du t ies  and  t ime 
commi tment  invo lved .    
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 The  o rgan iza t ion  shou ld  then  a l low the  person  a  
reasonab le  leng th  o f  t ime  to  cons ider  the  dec is ion  



 I f  poss ib le ,  choose  someone who seems to  share  some 
o f  the  same in te res ts  as  the  o rgan iza t ion  

 I t  i s  he lp fu l  to  se lec t  an  adv iso r  w i th  whom someone in  
the  g roup  i s  fami l i a r  and  has  con tac t  

 When s ta r t ing  a  depar tmenta l  o r  academic  c lub ,  the  
o rgan iza t ion  may  want  to  inv i te  a  facu l t y  member  f rom 
the  depar tment  as  an  adv iso r  

 
How to  work  w i th  an  adv iso r  
An  adv iso r  can  be  mos t  e f fec t i ve  when he /she  i s  kep t  in fo rmed 
o f  wha t  i s  happen ing  w i th in  the  o rgan iza t ion .  I t  i s  bes t  to  meet  
w i th  the  adv iso r  a t  l eas t  one  day  be fo re  meet ings  to  rev iew the  
agenda and  the  top ics  to  be  d iscussed .   The  o rgan iza t ion  
shou ld  a lways  be  open  to  sugges t ions  and  c r i t i c i sms f rom the  
adv iso r .   The i r  knowledge  and  background  exper ience  w i l l  be  
he lp fu l  i n  deve lop ing  so lu t ions  and  o rgan iza t iona l  p rocedures .   
I f  an  adv iso r  canno t  a t tend  meet ings ,  be  sure  to  b r ie f  h im/her  
on  what  was  d iscussed .    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 52

 



Section 11: Publicity 
 
Reg is te red  s tuden t  o rgan iza t ions  may  pos t  adver t i sements  on  
UHD sponsored  bu l le t in  boards  and  in  the  e leva to rs  on  a  f i r s t -
come,  f i r s t -se rve  bas is .   A  copy  o f  the  UHD pos t ing  p rocedures  
i s  ava i lab le  in  S204  and  i s  ou t l i ned  be low.    
 
Pos t ing  Procedures  
UHD prov ides  va r ious  a reas  where  p rograms,  even ts  and  
se rv ices  o f  i n te res t  to  the  Un ivers i t y  commun i ty  may  be  
adver t i sed .   The  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts  i s  
respons ib le  fo r  these  p rocedures  in  accordance  w i th  UHD  
PS 09 .B .01 .     
 

I .  Genera l  Regu la t ions  
 

A .  UHD Communi ty  
A l l  mate r ia l s  mus t  be  sponsored  o r  co -
sponsored  by  a  reg is te red  s tuden t  
o rgan iza t ion  o r  a  Un ive rs i t y  depar tment .   
A l l  mate r ia l s  inc lud ing  bu t  no t  l im i ted  to  
f l ye rs ,  pos te rs  and  tab le  ten ts  mus t  be  da te  
s tamped fo r  pos t ing  by  the  Of f i ce  o f  
S tuden t  Ac t i v i t i es  &  Even ts ,  room S204.   
On-campus  mate r ia l s  may  be  s tamped fo r  a  
per iod  no t  to  exceed  one  month  and  mus t  
inc lude  the  name and  con tac t  in fo rmat ion  
o f  the  sponsor ing  o rgan iza t ion ,  the  da te  o f  
the  meet ing  o r  even t  and  an  Eng l i sh  
t rans la t ion  i f  app l i cab le .    

      
         Mate r ia l s  f rom o ther  campuses ,  non-p ro f i t   

o rgan iza t ions ,  o r  those  no t  a f f i l i a ted  w i th  
the  un ive rs i t y  wh ich  adver t i se  s tuden t ,  
un ive rs i t y  o r  commun i ty  p rograms and  a re  
co-sponsored  w i th  a  un ive rs i t y  depar tment  
o r  s tuden t  o rgan iza t ion  may  be  pos ted  
a f te r  be ing  s tamped.   
 
Pos t ing  Areas  and  D imens ions  
 
A l l  mate r ia l s  mus t  be  pos ted  on  f i x tu res  
des igned  fo r  tha t  pu rpose .   On ly  one  
pos t ing  i s  permi t ted  per  loca t ion .    
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Al l  f l ye rs  pos ted  in  c lass rooms mus t  be  
s tamped by  the  Of f i ce  o f  S tuden t  Ac t i v i t i es  
&  Even ts .  
 
Max imum pos t ing  s ize  fo r  a l l  bu l le t in  
boards  i s  11x17  inches .   Max imum pos t ing  
s i ze  fo r  e leva to rs  i s  81 /2x11  inches .   Tab le  
ten ts  may  be  no  la rger  than  81 /2x6  inches  
and  mus t  be  approved  by  Aramark  s ta f f  
p r io r  to  pos t ing .   On ly  one  g roup  a t  a  t ime  
may  pos t  tab le  ten ts  in  the  food  cour t ,  on  a  
f i r s t -come,  f i r s t -se rve  bas is .    
 
Even t  D i rec t iona l  S igns   
 
Even t  adver t i sements  and  d i rec t iona l  s igns  
to  even ts  tha t  a re  expec ted  to  d raw a  la rge  
number  o f  v i s i to rs  to  the  campus  may  be  
pos ted  ou ts ide  the  pos t ing  a rea  no  ear l i e r  
than  the  n igh t  be fo re  the  even t  and  mus t  
be  removed no  la te r  than  two  hours  a f te r  
the  conc lus ion  o f  the  even t .   The  
d i rec t iona l  s igns  mus t  have  the  da te ,  t ime ,  
name o f  the  even t  and  loca t ion .  
 
Ease ls  and  Free  S tand ing  S igns  
 
For  sa fe ty  reasons ,  on ly  approved  ease ls  
o r  f ree  s tand ing  s igns  may  be  used .   
Ease ls  and  s ign  ho lders  may  be  checked  
ou t  th rough  the  Of f i ce  o f  Commun i ty  
Re la t ions  and  Confe rence  Serv ices .   
P lease  con tac t  Jane t  He i tm i l l e r  a t  713-221-
8678 .    
 
S tuden t  L i fe  Cen te r  Pos t ings  
 
A l l  pos t ings  in  the  S tuden t  L i fe  Cen te r  
mus t  be  approved  by  the  S tuden t  L i fe  
Cen te r  s ta f f .  
 
O ther  Areas  
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Al l  bu l le t in  boards  no t  p rev ious ly  
ment ioned  a re  con t ro l led  and  ma in ta ined  
by  o ther  campus  depar tments  and  



organ iza t ions  and  shou ld  no t  be  used  fo r  
genera l  adver t i s ing  w i thou t  the i r  
pe rmiss ion .  
 
Spec ia l  Cases  

Even ts -Adver t i sements  may  no t  cover  o r  
b lock  ex i t  s igns  o r  p rev ious ly  pos ted  
mate r ia l s .   Sponsor ing  o rgan iza t ions  mus t  
remove  the i r  adver t i sements  by  8 :00  a .m.  
the  day  a f te r  the  adver t i sed  even t .   The  
un ive rs i t y  does  no t  assume any  
respons ib i l i t y  fo r  the  loss  o r  des t ruc t ion  
o f  adver t i s ing  mate r ia l s .  
 
E lec t ions -S tuden t  e lec t ion  mate r ia l s  a re  
sub jec t  to  these  same genera l  pos t ing  
regu la t ions .  

  
I I .  Pub l i c  commun i ty  

Adver t i sements  no t  a f f i l i a ted  w i th  a  un ive rs i t y  
depar tment  o r  reg is te red  s tuden t  o rgan iza t ion  
i s  l im i ted  to  bu l le t in  boards  on  the  2 n d  f l oo r  and  
does  no t  requ i re  approva l  by  the  Of f i ce  o f  
S tuden t  Ac t i v i t i es  &  Even ts .   These  bu l le t in  
boards  w i l l  be  c leared  tw ice  a  week .    

 
Excep t  fo r  newspapers ,  the  d is t r ibu t ion  o r  pos t ing  o f  
commerc ia l  l i t e ra tu re  and /o r  o ther  i tems fo r  persona l  ga in  i s  
p roh ib i ted .   Ind iv idua ls  o r  agenc ies  pos t ing  mate r ia ls  a re  so le ly  
respons ib le  fo r  the  con ten t .   By  permi t t i ng  mate r ia l s  to  be  
pos ted ,  the  Un ivers i t y  in  no  way  endorses  o r  approves  the  
mate r ia l s ,  p rograms o r  serv ices  they  p romote .  
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I I I .  Sanc t ions  
Sponsor ing  o rgan iza t ions  v io la t ing  these  
p rocedures  w i l l  f i r s t  rece ive  a  wr i t ten  warn ing .   
A f te r  th ree  warn ings  the  sponsor  w i l l  be  
p roh ib i ted  f rom pos t ing  fo r  a  per iod  o f  two  
months .   I f  the  sponsor  rece ives  ano ther  
wr i t ten  warn ing  i t  w i l l  resu l t  i n  the  loss  o f  
pos t ing  p r i v i l eges  fo r  the  rema inder  o f  the  
academic  year .   Organ iza t ions  w i l l  be  he ld  
f i nanc ia l l y  l i ab le  fo r  damages  to  rea l  o r  
persona l  p roper ty  whenever  damage occurs  as  
a  resu l t  o f  pos t ing .    

 



IV .  Use  o f  the  Un ivers i t y  Logo  
The  Un ivers i t y  o f  Hous ton-Downtown logo  may  
no t  be  used  w i thou t  p r io r  au thor i za t ion  f rom the  
Of f i ce  o f  Commun ica t ions  and  Marke t ing .  

  
 Campus  In fo rmat ion  Board  

The  UHD Campus  In fo rmat ion  Board  (www.uhd .edu /c ib )  
se rves  as  ano ther  too l  i n  adver t i s ing  and  p romot ing  
s tuden t  o rgan iza t ion  even ts .   On ly  even ts  tha t  w i l l  be  
tak ing  p lace  on  campus  may  be  submi t ted  and  approved .   
Con tac t  Je r ry  Nevarez  a t  713-221-8512  o r  a t  
NevarezG@uhd.edu  fo r  more  in fo rmat ion .    
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Section 12: Student Organization 
Hearing Board 
 
Ru les  and  Regu la t ions  
 
Purpose  
The  S tuden t  Organ iza t ion  Hear ing  Board  v iews  s tuden t  
o rgan iza t ion  d isc ip l ine  as  an  educa t iona l  p rocess .   When 
an  o rgan iza t ion  d is regards  a  regu la t ion  o r  po l i cy  o f  the  
S ta te  o r  the  Un ivers i t y ,  the  focus  o f  the  p rocess  tu rns  to  
educa t ion .   The  purpose  o f  educa t ion  th rough  d isc ip l ine  i s  
to  uncover  the  reason  fo r  v io la t ion ,  demons t ra te  why  the  
behav io r  i s  incons is ten t  w i th  the  expec ta t ions  o f  the  
Un ivers i t y ,  and  a id  the  s tuden t  o rgan iza t ion  in  
unders tand ing  tha t  ce r ta in  ru les  and  regu la t ions  a re  
necessary  fo r  the  ex is tence  o f  the  Un ivers i t y  commun i ty .  
 
I t  i s  the  purpose  o f  educa t ion  th rough  d isc ip l ine  to  he lp  
the  s tuden t  o rgan iza t ion  unders tand  tha t  as  a  member  o f  
the  UHD commun i ty  i t  mus t  ab ide  by  these  regu la t ions ,  
accep t  the  consequences  tha t  may  resu l t  f rom v io la t ing  
these  regu la t ions  o r  f i nd  the  necessary  channe ls  th rough  
wh ich  to  change  them.    
 
When a  hear ing  can  be  ca l led   
The  S tuden t  Organ iza t ion  Hear ing  Board  may  on ly  be  
ca l led  to  hear  a  case  when an  o rgan iza t ion  has  a l leged ly  
v io la ted  a  Un ivers i t y  o r  S tuden t  Ac t i v i t i es  &  Even ts  po l i cy  
o r  regu la t ion .   I f  an  o rgan iza t ion  fa i l s  to  reques t  a  
hear ing ,  i t  may  be  deemed necessary  and  reques ted  by  
the  Of f i ce  o f  S tuden t  Ac t i v i t i es  &  Even ts  to  ca l l  a  hear ing .   
Un ivers i t y  po l i c ies  and  regu la t ions  fo r  the  s tuden t  
o rgan iza t ion  can  be  found  in  p rev ious  sec t ions  o f  th i s  
handbook .   An  o rgan iza t ion  v io la tes  a  Un ivers i t y  po l i cy  o r  
regu la t ion  when:  
 

A .  One  o r  more  o f  i t s  o f f i ce rs  o r  
represen ta t i ves  ac t ing  in  the  scope  o f  the i r  
o rgan iza t ion  capac i t i es  commi ts  the  
v io la t ion ;   
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B.  One o r  more  o f  i t s  members  commi ts  the  
v io la t ion  a f te r  the  ac t ion  tha t  cons t i tu tes  
the  v io la t ion  was  approved  by  ma jo r i t y  vo te  



or  consensus  o f  those  members  o f  the  
o rgan iza t ion  p resen t ;  

C .  One  o r  more  members  o f  a  commi t tee  o f  
the  o rgan iza t ion  commi ts  the  v io la t ion  
wh i le  ac t ing  in  the  scope  o f  the  
commi t tee ’s  ass ignment ;  

D .  A  member  o f  an  o rgan iza t ion  ac t ing  w i th  
apparen t  au thor i t y  o f  the  o rgan iza t ion  
commi ts  the  v io la t ion ;  

E .  One o r  more  members  o f  an  o rgan iza t ion  o r  
i t s  o f f i ce rs ,  under  c i r cumstances  where  
such  a  person  knew or  shou ld  have  known 
tha t  an  ac t ion  cons t i tu t ing  a  v io la t ion  was  
occur r ing  o r  abou t  to  occur ,  fa i l s  to  p reven t  
the  ac t ion  o r ;  

F .  One o r  more  members  o f  an  o rgan iza t ion  
fa i l s  to  repor t  to  the  appropr ia te  Un ivers i t y  
au thor i t i es  the i r  knowledge  o r  any  
reasonab le  in fo rmat ion  abou t  a  v io la t ion  in  
a  p rompt  manner ;  

G .  One o r  more  members  commi ts  o r  fa i l s  to  
repor t  a  haz ing  inc iden t ;  

H .  One o r  more  members  v io la te  loca l ,  s ta te  
o r  federa l  l aw o r  pos ted  S tuden t  Ac t i v i t i es  
&  Even ts  regu la t ion ,  po l i cy  o r  p rocedures .  

 
In i t i a t ing  the  Process  
When the  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  Even ts ,  i n  
concer t  w i th  the  Hear ing  Board  Cha i r ,  sha l l  d i scuss  the  
case  and  de te rmine  whether  d isc ip l ina ry  charges  shou ld  
be  in i t i a ted .   In  some cases ,  i t  may  be  necessary  to  
summon the  p res iden t  and /o r  members  o f  the  execu t i ve  
commi t tee  fo r  a  con fe rence  w i th  the  Hear ing  Board  Cha i r  
and  the  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  Even ts .  
 
Upon  comple t ing  the  inves t iga t ion  o f  the  a l leged  v io la t ion  
the  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  Even ts  may :  
 

A .  D ismiss  the  a l lega t ions  as  un founded;  o r  
 
B .  Prepare  a  compla in t  and  p roceed  admin is t ra t i ve ly  

under  “Not ice” .  
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In  ce r ta in  ins tances ,  i t  may  be  necessary  fo r  the  
Un ive rs i t y  to  take  an  in te r im d isc ip l ina ry  ac t ion  by  
suspend ing  the  o rgan iza t ion ’ s  reg is t ra t ion  pend ing  a  



hear ing .   Th is  may  be  necessary ,  when  in  the  op in ion  o f  
the  Un ivers i t y ;  the  con t inued  opera t ions  o f  the  
o rgan iza t ion  may  cons t i tu te  a  th rea t  o r  d is rup t ion  to  the  
norma l  academic  p rocess  o f  the  ins t i tu t ion .   In  such  
cases ,  the  Hear ing  Board  Cha i r  may  take  sa id  ac t ion  w i th  
the  approva l  o f  the  D i rec to r  o f  S tuden t  Ac t i v i t i es  &  
Even ts .  
 
No t i ce  
The  o rgan iza t ion  mus t  be  no t i f i ed  by  le t te r  o f  the  da te ,  
t ime  and  p lace  fo r  the  hear ing .   The  le t te r  sha l l  be  sen t  
by  ma i l  o r  e -ma i l  to  the  p res iden t  and  adv iso r  o f  the  
o rgan iza t ion .    

A .  The  le t te r  sha l l  spec i f y  a  hear ing  da te  a t  l eas t  seven  
(7 )  ca lendar  days  a f te r  the  da te  o f  the  le t te r  and  
sha l l  d i rec t  the  o rgan iza t ion  to  appear  a t  the  
hear ing ;  

B.  The  le t te r  sha l l  a l so :  
1.  Descr ibe  the  a l leged  v io la t ion ;  
2.  Adv ise  the  o rgan iza t ion  o f  i t s  r i gh ts .  

 
Organ iza t ion ’s  R igh ts  in  the  Hear ing  Process  
 

A .  R igh t  to  be  in fo rmed in  wr i t i ng  o f  a l l  charges  a t  leas t  
seven  (7 )  ca lendar  days  be fo re  any  hear ing  may  
p roceed .  

B.  R igh t  to  rema in  s i l en t .  
C.  I t  shou ld  be  no ted  tha t  re levan t  w i tnesses  can  on ly  

be  reques ted  to  par t i c ipa te  in  the  p rocess .   They  
canno t  be  requ i red  to  do  so .   In  ce r ta in  
c i r cumstances  where  con f iden t ia l i t y  i s  paramount  an  
inc iden t  repor t  w i l l  subs t i tu te .   The  accused  
o rgan iza t ion  may  ques t ion  fac ts  in  the  repor t .  

D.  R igh t  to  rev iew a l l  i n fo rmat ion  b rough t  aga ins t  the  
accused .  

E.  R igh t  to  p resen t  in fo rmat ion ,  p rov ide  w i tnesses  and  
a rgue  on  i t s  own beha l f .   S ta tements  f rom charac te r  
w i tnesses  mus t  be  in  wr i t ten  fo rmat  ra ther  than  
persona l  p resen ta t ion .  
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F.  R igh t  to  appear  a t  the  hear ing  w i th  the  
o rgan iza t ion ’s  adv iso r .   (The  adv iso r  may  no t  
ac t i ve ly  par t i c ipa te  in  the  hear ing .   The  adv iso r  
canno t  se rve  as  the  o rgan iza t ion ’s  represen ta t i ve ,  
bu t  can  on ly  se rve  in  an  adv iso ry  capac i t y . )   In  the  
case  o f  g roups  tha t  have  more  than  one  adv iso r ,  



they  may  se lec t  on ly  one  (1 )  adv iso r  to  a t tend  the  
hear ing .  

G.  R igh t  to  a  wr i t ten  s ta tement  o f  the  f ind ings  o f  the  
hear ing  w i th in  a t  l eas t  seven  (7 )  ca lendar  days  o f  
the  hear ing .  

H.  R igh t  to  appea l  the  dec is ion  to  the  Execu t i ve  
D i rec to r  o f  S tuden t  A f fa i rs  fo r  S tuden t  Serv ices  
w i th in  seven  (7 )  ca lendar  days  o f  rece iv ing  
no t i f i ca t ion  o f  the  f ind ings .    

 
Hear ing  
 

A .  The  S tuden t  Organ iza t ions  Hear ing  Board  i s  the  
hear ing  body  fo r  the  compla in t .   The  S tuden t  
Organ iza t ions  Hear ing  Board  i s  made up  o f  the  
Hear ing  Board  Cha i r  (appo in ted  by  the  D i rec to r  o f  
S tuden t  Ac t i v i t i es  &  Even ts ) ,  D iv i s ion  o f  S tuden t  
A f fa i rs  s ta f f  members  and  1 -2  s tuden t  
represen ta t i ves  se lec ted  by  the  Of f i ce  o f  S tuden t  
Ac t i v i t i es  &  Even ts  in  con junc t ion  w i th  the  
Execu t i ve  D i rec to r  o f  S tudent  A f fa i rs .   There  sha l l  
be  a t  l eas t  fou r  (4 )  Hear ing  Board  members  
p resen t ,  no t  inc lud ing  the  Hear ing  Board  Cha i r ,  i n  
o rder  to  conduc t  a  hear ing .   A t  leas t  one  o f  the  
four  Hear ing  Board  members  p resen t  mus t  be  a  
s tuden t .  

B.  A l l  S tuden t  Organ iza t ions  Board  Hear ings  sha l l  be  
c losed .  

C.  The  ju r i sd ic t ion  o f  the  Hear ing  Board  i s  l im i ted  to  
s tuden t  o rgan iza t ion  d isc ip l ine .   However ,  i f  an  
o f fense  by  an  ind iv idua l  s tuden t  i s  revea led  
dur ing  the  course  o f  an  o rgan iza t ion  hear ing ,  th i s  
in fo rmat ion  w i l l  be  p rov ided  to  the  Execu t i ve  
D i rec to r  o f  S tuden t  A f fa i rs .   The  Execu t i ve  
D i rec to r  o f  S tuden t  A f fa i rs  sha l l  de te rmine  i f  
i nd iv idua l  d isc ip l ina ry  ac t ion  w i l l  be  taken  aga ins t  
the  s tuden t .  

 60

D.  The  focus  o f  i nqu i ry  in  the  hear ing  p roceed ings  
sha l l  be  de te rmined  i f  a  v io la t ion  o f  Un ivers i t y  
regu la t ions  has  occur red .   Forma l  ru les  o f  
ev idence  sha l l  no t  be  app l i cab le ,  nor  sha l l  
dev ia t ions  f rom presc r ibed  p rocedures  necessar i l y  
inva l ida te  a  dec is ion  o r  p roceed ings  un less  
s ign i f i can t  p re jud ice  to  the  o rgan iza t ion  o r  
Un ive rs i t y  may  resu l t .  



E.  In  a l l  p roceed ings ,  the  accused  o rgan iza t ion  sha l l  
be  p resumed innocen t  un t i l  p roven  tha t  a  v io la t ion  
o f  the  Un ivers i t y  regu la t ions  occur red .  

F.  In  a l l  p roceed ings ,  the  burden  o f  p roo f  rema ins  on  
the  accused  o rgan iza t ion .  

G.  The  S tuden t  Organ iza t ion  Hear ing  Board  cha i r  
sha l l  be  appo in ted  by  the  D i rec to r  o f  S tuden t  
Ac t i v i t i es  &  Even ts  and  sha l l  se rve  as  the  
spokesperson  and  modera to r  fo r  the  Hear ing  
Board .   The  Hear ing  Board  Cha i r  sha l l  a l so  be  
respons ib le  fo r  i n fo rm ing  any  member  o f  the  
Hear ing  Board  abou t  jud ic ia l  p rocess  upon  
reques t .    

H.  A  Hear ing  Board  member  shou ld  d isqua l i f y  
h imse l f /he rse l f  f rom cases  where  he /she  may  be  
p re jud iced  e i the r  fo r  o r  aga ins t  the  accused  
o rgan iza t ion  o r  the  i ssue / regu la t ion  in  ques t ion .    

 
1 .  I f  an  o rgan iza t ion ’s  represen ta t i ve (s )  fa i l s  to  

appear  a t  the  hear ing ,  the  S tuden t  
Organ iza t ion  Hear ing  Board  w i l l  render  a  
dec is ion  based  on  the  ava i lab le  in fo rmat ion .  

I .  The  o rgan iza t ion (s )  invo lved  in  the  hear ing  sha l l  
be  sen t  wr i t ten  no t i f i ca t ion  o f  the  resu l t s  o f  the  
hear ing  w i th in  seven  (7 )  days  o f  the  hear ing  by  
the  Board .   The  dec is ion  le t te r  sha l l  a l so  con ta in  
in fo rmat ion  abou t  the  resu l t s  o f  the  hear ing  
sanc t ions  i f  appropr ia te .  

J .  A  tape  record ing  o f  the  Board ’s  p roceed ing  
(exc lud ing  the  Board ’s  de l ibe ra t ions)  may  be  
made.   Th is  tape  w i l l  be  kep t  by  the  Of f i ce  o f  
S tuden t  Ac t i v i t i es  &  Even ts  fo r  a  per iod  o f  one  
year .  

 
Sanc t ions  
The  S tuden t  Organ iza t ion  Hear ing  Board  may  impose  one  
o r  more  o f  the  fo l low ing  sanc t ions  fo r  v io la t ion  o f  a  
Un ivers i t y  po l i cy  o r  ru le :    
 

A .  Documented  o r  ve rba l  o r  wr i t ten  repr imand;  
B.  P lace  the  o rgan iza t ion  on  p roba t ion  fo r  a t  l eas t  one  

ca lendar  year ;  
C.  Suspend  fo r  no t  more  than  one  ca lendar  year  

o rgan iza t ion ’s  r igh ts  to  do  one  o r  more  o f  the  
fo l low ing :  
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1.  Pub l i c l y  pos t  s igns ,  



2.  Sponsor  o r  p resen t  a  pub l i c  per fo rmance  o r  
exh ib i t ion ,  

3.  Pub l i c l y  ra ise  funds  o r  make  a  so l i c i ta t ion ,  
4.  Reserve  the  use  o f  Un ive rs i t y  fac i l i t i es ,  and /o r  

 
D.  Requ i re  res t i tu t ion ,  educa t iona l  seminars  and /o r  

commun i ty  se rv ice ;  
E .  Revoke  the  o rgan iza t ion ’s  recogn i t ion  inde f in i te l y ;  
F .  O ther  pena l t i es  as  deemed appropr ia te .  

 
R igh t  to  Appea l  
 

A .  In  l im i ted  c i rcumstances ,  an  o rgan iza t ion  has  the  
r igh t  to  appea l  a  dec is ion  o f  the  S tuden t  
Organ iza t ion  Hear ing  Board  to  the  D i rec to r  o f  
S tuden t  Ac t i v i t i es  &  Even ts .   Th is  appea l  mus t  be  
made in  wr i t i ng  w i th in  seven  (7 )  ca lendar  days  o f  
be ing  no t i f i ed  o f  the  dec is ion  o f  the  Board .   Appea ls  
mus t  be  based  on  one  o r  more  o f  the  fo l low ing  
c r i te r ia :  

1 .  Sever i t y  o f  the  sanc t ion (s )  
2 .  Ab i l i t y  to  in t roduce  new ev idence  
3 .  Improper  hear ing  p rocedures  

 
B .  No t i ce  o f  appea l  suspends  impos i t i ons  o f  the  

sanc t ion  un t i l  t he  appea l  i s  heard ,  bu t  in te r im ac t ion  
may  be  taken  as  spec i f i ed  in  “ In i t ia t ing  the  
Process”  on page  51 .  

 62

C.  The  Execu t i ve  D i rec to r  o f  S tuden t  A f fa i r s  may  
approve ,  re jec t  o r  mod i fy  the  dec is ion  in  ques t ion  o r  
may  requ i re  tha t  the  o r ig ina l  dec is ion  be  re -opened 
fo r  the  in t roduc t ion  o f  add i t i ona l  ev idence  and  
recons idera t ion  o f  the  dec is ion .   The  dec is ion  o f  the  
Execu t i ve  D i rec to r  o f  S tuden t  A f fa i rs  sha l l  be  the  
f ina l  appe l la te  rev iew.    

 
 


