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· Broker an Involvement Understanding Encourage the group to articulate when they think they need you to be connected and when you think you need to be connected.  Expectations of Advisors
1. Provide linkage between University and the student group.
2. Provide guidance and advisement of students in their efforts.
3. Meet with organizational leadership at least two times per semester.
4. Provide continuity and transition assistance to organizations.
5. Be familiar with University policies, procedures, and resources.
6. Empower students to organize and run their organization/club.
· Help your Organization think ahead – to plan an ENTIRE semester at a time as far as meetings and events.  This assists marketing events, seeking out collaborators and also allows you to ensure you remain on budget with funds received from SUFAC and fundraising.  Book room reservation early as places fill up quickly
· Meet them where they are - As an advisor it may be appropriate to attend the first meeting of the semester.
· Use this as a time to introduce yourself to the organization
· Explain what funds can and can’t be spent on.
· Print a calendar for the semester and fill in events and activities.
· Raise Awareness of Efforts  - i.e. Publicizing events
· Distribute postings to Residence Life
· E-board and members post on bulletin boards
· Chalking Policy
· Table Tent Policy
· University Event Calendar
· Know Campus Policies
· Fundraising Policy
· Special Event Policy
· Hallway Table Use and Regulations
· Sign-up for student org fair for the Fall (annual)
· Remind Students to Register Annually
· Complete Org. Registration Form in the Spring (annual)
· Complete Advisor/President signature form and Advisor part of the Anti-Hazing Form
· Know Campus Resources
· People
· Kim Clarksen, Jan Bilgen, Ron Buchholz
· Websites http://uww.edu/CLD
· MONEY – Know the Org Code!
· If eligible, your organization can request funding from SUFAC every year for the following year. The appropriate forms will be sent to both the Advisor and organization leader via email & JOIN!. This includes: timeline, instructions, budget request, balances and budget allocation.  Students need to keep careful track of money spent and receipts for 7 years.
· Spending SUFAC Funds
· Can use a procard (University credit card) in the Advisor’s name
· Students pay and submit for reimbursement

· Informative Links
· http://www.uww.edu/involve/advisor/
· http://www.uww.edu/involve/policy/holdharmless.php
· http://uc.uww.edu/common/docs/Special%20Event%20Policy%202010%20FINAL.pdf
· http://www.uww.edu/involve/forms/docs/antiHazing.pdf
· http://www.uww.edu/involve/forms/docs/antiHazingAdv.pdf
· http://uc.uww.edu/services/reservations/
· http://www.uww.edu/handbook/student/policies_organization.html
· 
