Republican Club Manual of Bureaucracy
Everything a club officer needs to know about UMBC’s bureaucracy.
 
1. Where should you go if you have questions?
1. Here is a flowchart for “Frequently Asked Questions”: https://umbc.app.box.com/s/2rq3yq7fm03myfemtm5hzm8kzdvu56k0/file/1644911742110
2. Questions about club duties and the constitution: Lesa Goodhue is a long-time employee of UMBC. She often hosts Student Organization gatherings. Currently, the club constitution can be found here: https://campuslife.umbc.edu/student-organizations/ 
Club constitution adjustments require a ⅔ majority vote at a club meeting, and they require the approval of campus staff before the adjustments are finalized. Email Lesa Goodhue or Tori Ciorra for approval of the constitutional adjustment.
3. Questions about Involvement Fest: Tori Ciorra is the main UMBC staffer in charge of Involvement Fest activities.
4. Questions about scheduling events and reserving rooms: Events and Conferences Services (ECS) is located on the 3rd floor of commons. Ask the Commons information desk for directions to their office.
5. Questions about spending club funds: Student Business Services (SABSC) is also located on the 3rd floor of commons, across from the ECS offices.
6. Questions about creating posters and merchandise: Commonvision is a full-time print shop located on the 3rd floor of commons, they are willing to create items so long as you design them first. 
7. Questions about the running of the 25Live website: Simon Reilly is the leading campus staffer on 25Live’s functions. If there is a technical issue that ECS and other staff are unable to answer, ask him.
8. Questions about campus safety at events: The staff of Campus Life and Engagement are always concerned about events going awry, so if there are any concerns about danger or harassment, ask them for assistance. Staff such as Jen Dress.

2. How to officially change club officers and members:
1. College Republicans has a web page on my.umbc.edu. This is where new posts can be made. The “People” tab is where followers can be promoted to club members, and club members can be promoted to officers. To promote a club member to an officer, click the edit on the right side of their name. Members can also be demoted to followers. Some club officers prefer to demote anyone labeled as Alum or Alumni, so that the club’s “membership” on my.umbc.edu is more realistic. 
Club officers can be “made” on the MyUmbc page, but they often still have to go through trainings required of their role (treasurers must view the finance training modules on Blackboard). In order for new club officers to even have access to these Blackboard training modules, a campus staff member must ‘officially’ recognize the officer. I believe Tori Ciorra or Lesa Goodhue is in charge of club MyUmbc pages, so email one of them for confirmation of an officer.
 
3. What to know to reserve rooms and tables:
1. All created events must include the following chart string in the chart string box:
i. Check the Discord channel “top-secret”.
2. All rooms and tables are reserved on 25Live for UMBC. All students can log into this website, but only “organization schedulers” can reserve locations. A club scheduler has to be given “scheduler training”. Ask the ECS office what this entails. There can only be 2 schedulers per club. You can click the edit button of a club member on MyUmbc, and give them the description tag “scheduler”.
3. On 25Live’s website, a student can search up a specific room, a specific event, or specific organizations hosting events. This website can be used to find classes in session. However, not all classrooms are open to student clubs.
4. Search up locations by their building or their minimum capacity to find good rooms to host in. Sometimes it is good to favorite locations to be reused later.
5. Review the location to make sure you can use it for the intended dates of an event (such as regular club meetings, or a single tabling event).
6. To request a table, check under resources to see if tables and chairs are available. This should be the case for the “Commons Table” location and the “Breezeway Commons” location. If an error occurs, request help from the staff of ECS.
7. Before Involvement Fest occurs: ALWAYS check room reservations. even if they were made months ago, the room can still be taken by a last-minute class rescheduling. Some professors change their rooms in the first 2 weeks of a semester, and clubs have to suffer for it.
 
Once you know what you want to do, click “event form” in the top right to begin creating a club event. Name the event, event type: student, primary organization for event: College Republicans. Make up an expected headcount, describe the event in a sentence or 2 (regular club meetings plus movies, one-time club tabling event, on-campus protest, etc). Assign the correct date, time, and location.
Events are required to be registered several days in advance. 25Live works slowly.
Student Orgs cannot reserve rooms in the first 2 weeks of each semester. It is a good policy to reserve next semester’s regular meeting room weeks or months in advance.
 Event ID = Event Reference, use this whenever emailing a correction or question about an already created event to ECS
Here are some rooms I have made “starred locations” on 25Live: 
	AD 101
	COMM COVERED BREEZEWAY 1
	COMM COVERED BREEZEWAY 2
	COMM OPEN BREEZEWAY 1
	MEYR 030
	PAHB 234
	PUB 206
	PUB 208
4. When requesting rooms . . .
1. Some rooms require additional permission from building managers in order to be used. This is certainly the case in Commons, and often the case in PAHB if it is not a typical classroom.
2. If you are inviting a guest speaker and are unsure if a lecture hall is large enough to facilitate students who will show up to this event, you can work with ECS to request an even larger space as a backup location. Some rooms with massive capacities require special permission from the building managers or ECS, but when giving the right kind of event (like inviting a popular speaker), you can pressure to have a larger room as a venue.
3. The library has its own website for reserving rooms. Don’t be afraid to ask the librarians how to navigate to this part of their main website.

5. Don’t miss required deadlines. Check your email or check Student Org Officers REGULARLY. They have their own page on my.umbc.edu
1. All clubs are required to do the following:
Have at least 5 official members.
Attend LeadingOrgs (or a supersession). Discover which officers are required to go!
Complete any required trainings: these are located on Blackboard. Between the Courses and Calendar tabs on the left is “Organizations”. Proceed there to find the required training modules. Ensure that officers complete the training required of their position.
SABSC business training (treasurer/president training)
Submit a finance board budget after training (if more than our current $200 funds per semester are desired)
Attend Involvement Fest (optional club marketing opportunity)
Club elections, usually in the Spring. These can be subverted at your own discretion, but be sure to joke about “the dictatorship” of the club. Then you’ll get away with it.
Club Renewal (update new officers, submit club renewal form). Email our advisor and ask him to fill out the form as well. Be very courteous and ask early. If he does not respond, try asking him in-person.
Provide new officers with control of the GroupMe, Discord, and club email account. ALSO provide them access to the club constitution.
5. To use the semesterly $200 of SOAR funds, or the club carryover account:
1. All questions can be directed to the SABSC office, don’t hesitate to ask questions again if you forget
2. Here’s an example: to create a poster at the Common Vision printing office, I grabbed a RESGAF form from SABSC. I filled out most information, then requested $30 for the $28.99 poster. I requested that the $30 come from the SGA fund, but crossed-out SGA and wrote-down SOAR instead.
6. In regards to movies:
1. Officially, a movie license has to be purchased through the SABSC office in order to present a movie as a club. This is due to the club not being an official movie theater, but still using public spaces such as classrooms and campus-owned televisions.
2. A copyright license costs $150 - $500. A 3rd party company negotiates this on behalf of UMBC clubs, but you have to request the copyright from SABSC.
3. A movie copyright does NOT need to be purchased if the movie night takes place as a “closed event”. As in, if everyone attending is a “club member” and the movie is not being displayed to the whole campus.
7. Club cabinet in the commons building (3rd floor).
1. We can request a cabinet for the club every year. This is helpful for storing medium-sized club items, such as political candidate posters and stickers and buttons and clothes. This cabinet is only ours for 1 year, then a new one has to be reserved over the Summer.
2. Our current cabinet is: Check Discord “top-secret” channel. The combination to the lock of the cabinet is: Check Discord “top-secret”.
8. Club-sponsored field trips.
1. Officially, a field trip must have a registered driver if attendees are traveling together rather than arriving separately. The website to register a driver and acquire approval is here: https://umbcorgs.dserec.com/online/clubsports
2. But this is only necessary if the field trip is being offered to the whole campus.
3. If you are looking for funding for a field trip, consider the following:
– be under $800
– relate to the mission of the organization and be educational in nature. Field trips that do not relate to the mission will not be considered. Some examples of trips that have been funded in the past include Bonsai Club’s bus trip to the Bonsai Museum in D.C. 
– No overnight trips are funded, the trip must be a day trip
– funding is only provided for registration/tickets and travel. Restrictions apply based on distance.
1. If you can meet these requirements, you can request funding from the finance board!
9. Expensive events must be planned and requested rooms/financing at least 1 semester in advance.
1. When inviting off-campus guests: be sure to reserve extra parking through UMBC, or learn the locations of visitor parking lots (like the Stadium area, Commons garage, etc).
10. If you want to sell food on campus . . .
1. You will need to reserve a UMBC cashbox. Ask the office of SABSC for more information regarding this process, but you can click this link here: https://calendar.google.com/calendar/u/0/appointments/AcZssZ2pPfNvz5iH88lMBaysA5jbE4PCbNHmD-ipB28=
11. Club events can be at any time, though . . .
1. 12pm to 1pm
2. 3pm to 4:30pm
3. 5pm to 9pm
4. 7pm to 10pm
5. are recommended times.
12. If you have questions about catering on or off-campus:
1. any outside vendor catering, you would need to provide us with:
Signed food contract (attached below)
Leave the UMBC section blank. A representative from HR will complete
Certificate of Liability of Insurance
Obtained from vendor
Must be DATED within 30 days of event
UMBC, UMBC's address, the date of event, and the student organization must be listed as certificate holder at the bottom
Quote of order before your event
An Invoice will be required after your event is completed for us to submit for payment
Maryland taxes must be removed from Quote & Invoice
W9 from the vendor
RESGAF (attached below)
SGA Legislation (if applicable)
Flyer of event
Are they a new vendor you are working with? If yes, please provide us with a good contact email that we can reach out to add them to UMBC's Vendor system.
Please make sure that the vendor is okay with providing services first and getting paid 4-6 weeks after the event. All documentations stated above are required to be turned in to SABSC at least 45 days prior to your event. Delay in turning in paperwork will be subjected to denial of your off-campus catering request.
2. For forms or more information, ask the SABSC office.
 
12. When putting up posters around campus . . .
1. The library and commons require permission in order to put posters up. Don’t be afraid to ask!
2. No permission is required to put posters up on the polls in front of Starbucks and Chick-Fil-A, but you may need to use your own thumb tacks or staples. Get some from poster boards inside buildings. There are usually a few spare ones on the walls.
 
14. Using the Club’s my.umbc.edu page.
1. Be sure to create a pinned post at the beginning of the semester, specifying the day, time, and location of club weekly meetings
2. You can change all pictures of the club’s home page as well as the description in the settings tab, if you are an officer
3. It is good to make posts that inform of special club meetings, such as elections, free food, prepared presentations, and expected guests
4. Events: These work similar to posts, but they disappear once the event date has passed
5. In order to display to the whole campus: the post or event must be created at least 1 week before the actual occasion, and it must have an assigned thumbnail. These promoted posts cannot be made within 2 days of each other. So if you have multiple important announcements to make to the whole campus via MyUmbc, be sure give enough time to make them separately, or make both announcements in the same post. 
1. For further questions ask the Coordinator for Student Organizations

15. What to know about spending campus funds:
1. There is a discount at certain restaurants (search up UMBC Student Organization discounts to find out which restaurants) that is very beneficial when the club is offering food. For instance, at nearby Papa Johns establishments large pizzas can be ordered at the price of a medium pizza. The students simply have to notify the pizza place that they are ordering on behalf of a UMBC organization, which is in turn considered a State of Maryland college. Thus UMBC clubs are related to the government. 
2. RESGAFS:
1. Submitting a RESGAF allows you to request a poster to be created at Commonvision
2. It also allows the purchase of items or food. Ordering food through a RESGAF form allows for the item to be purchased TAX FREE
3. RESGAFs only require a signature from either the President or Treasurer
4. https://umbc.app.box.com/s/2rq3yq7fm03myfemtm5hzm8kzdvu56k0/file/1551601230013
3. How to use a Post Event Reimbursement form
1. Collect the receipts for food and items that you paid for on behalf of the club. These items should have been purchased for a specified event (this can include weekly meetings).
2. These forms require that photographic evidence can be submitted to prove that the event took place and was an official club activity. (To refund 3 pizzas for movie nights, I provided screenshots of the Discord announcements of those 3 individual movie nights). The evidence must be emailed to the SABSC office before the Post-Event Reimbursement form is submitted in-person.
3. Have signatures of both the President and Treasurer
4. A docusign and memo may have to be completed, and refund checks from the State of Maryland may be delivered in the mail to whoever fills out these forms.
1. When ordering pizzas, the club president paid for the food and arranged a refund for himself at the end of the semester. He had saved all receipts and screenshotted announcements of the events that included pizza. However, another student had ordered the pizzas from the restaurant, and the orders were under his name. This caused a delay in the refund process, as the campus typically refunds to whoever the orders were sold to according to the receipt. Thus a memo needed to be created that simply stated “the recipient of pizzas listed on the receipt was given cash to purchase the food by [club president]”. 
2. https://umbc.app.box.com/s/2rq3yq7fm03myfemtm5hzm8kzdvu56k0/file/1558500675870
16. 100 FREE prints for club officers: Stop by the Information Desk in The Commons 336 and ask for your copier code. You must be listed as an officer with Campus Life in order to receive your code.
1. Your 4 digit code allows you to access the SGA photocopier in the Student Organizations Space to make copies for your student organization for the duration of the academic year. 
2. For the 2024 Fall and 2025 Spring year, the copier code is: Check the “top-secret” Discord channel.
17. Bonus resources from SORC: the Student Organization Resource Center provides board games and card games when requested by a club. SORC is located near the SGA and SEB offices, or is in one of them. Stop by to ask them where you can receive these games. https://sga.umbc.edu/sorc/ They will require an email TWO DAYS PRIOR to when you need their games, and they also expect a club officer to sign a form offered at their office. 
18. IMPORTANT: Know what’s going on with MDFCR [Maryland Federation of College Republicans]
1. The club should have a member join the MDFCR GroupMe (usually the club president).
2. This GroupMe makes occasional posts about job opportunities and upcoming events that all College Republican clubs can attend.
3. There is an in-person meeting once a year. This usually takes place at the Best Western Hotel off of O’Donnell Street in East Baltimore. Invite as many people as you like! They host elections for MDFCR positions each meeting.
4. There may also be Zoom calls prior to the in-person gathering, this is a debriefing for College Republican club leaders across the state, but there’s no harm in inviting a few club members to attend as well. It’s good to give other members an idea of how other clubs are doing.

19. CLUB RENEWAL
1. This requires that a club officer submit a form (check the Student Orgs home page or your emails).
2. The club advisor has to submit their form as well!
3. This form requires the names, email addresses, and Student ID’s of at least 5 officers OR all officers and other 2 club members.
