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A The online registration form must be completed by all
organizations by October 6, 2026!
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Documents for Clubs and Organizations

Student Life The links on this page are vital for the continued success of clubs and organizations at Francis Marion University. Any
—— questionsregarding documentation for student organizations at FMU should be directed to the Office of Student Life.
Activities & Organizations Phone number: 843-661-1182.
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titution ana/or Bylaws, p upload tho:
documents as well.

A Make sure to upload your signed Advisor
Commitment Letter while submitting your
organi zati onos registr




FRANCIS MARION UNIVERSITY
ADVISOR COMMITMENT LETTER

Dear Student Organization Advisor,

The Office of Student Life at Francis Marion University appreciates your commitment to serve as an advisor to a registered student
organization at FMLU. The advisor plays an integral role in helping student leaders create an environment within their organizations
that is productive, safe, enjoyable, and educational.

As an advisor you agree:

¥ That you are a full-time employee (Eaculty or staff) at Francis Marion University and that you

will notify the Office of Student Life immediately if your employment status changes.

T assist your student organization in developing realistic goals for the academic year.

Thiz will contribute to the educational and personal development of the students involved.

T be familiar with the student organization’s constitution and all other governing documents,

so that you may advise effectively.

To attend any executive office, general meetings, and organization events (if needed).

To receive and review monthly financial reports from the organization’s treasurer [if needed).

To encourage the officers of the organization to share information with the general membership.

To assist in the crientation of new members and with the transition process each year.

To be familiar with the FMU Student Handbook, the Student Code of Conduct, and other institutional
guidelines that establish expectations for student behavior and activities.

Te help guide the group and its officers to establish policies, answer policy questions, and explain the
consequences for choosing to operate cutside their parameters.
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The Office of Student Life will continue to be a resource for you as an advisor in a variety of capacities. In an effort to provide
enhanced resources and guidance for advisors, the Office of Student Life will continue to provide information about student risk
management. Each academic year during the Student Organization & Advisor Training, the Office of Student Life will include
information on event planning, fundraising, and organizational development. In addition, the Office of Student Life will also
provide advisors with relevant information on relevant articles, newsletters, and major campus activities/events that their student
organization can benefit from throughout the year. For more information about these resources, please visit:

yaria do

By signing this agreement letter, you have affirmed that you have read and understand the role of advisor, and that you are
willing to serve as an advisor to the student organization named below. If you have any questions regarding the information
presented in this document, please contact the Office of Student Life at 843-661-1182.

Hame of Organization

Organization President Signature
Print Name

Date

Advisor Signature
Print Name

Date:

AdVISOr
ommitmen
Letter




2asons 10 RegISter yYour Qrganization.

oility to request space on campus

Ability tofpOSt elr)r)wvej Marketing/Publicity for

events/Or MEELNGS

A Ability to request funds from SGA to support your
events

Al ncl usi on-of - your
campus publications

A Makes you eligible for awards and recognition at the
Student Life Awards

A Your Organization will be in the know of community
opportunities, both on and off campus




etier Aavisor . ~stuadent

> Eary:

Of each semester or

ADisScuss eac eader os -
level of iInvolvement

A Agree on communication methods (email, text,
etc.) and response times




etier AgviSor . ~stuaent
S

iInformed about organlzatlon events
and accomplishments




etier AgviSor . ~stuaent
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t oo E:achni:

Campus advisor ac
gs or large events that

their attendance
A Avoid last-minute requests whenever possible




EMU CampusiEolce-
Eaptain Chris"Voore™

The Importance of Organizations

ach group IS Important and Serves a purpose in
the community:

A Askyourself, what IS your rc IZ)L—) and what can you
do to make our community better”

ADonot Just check® the :
you can be proud of.

ACampus Pol i ceodos relat.i
and every student organization.

A Continuity of operations.




[ two weeks notice / the more notice,

iles of the host group:
Crowd control, etc.

A Partner with other groups to help provide
assistance during events

A We will help you plan, If requested.



TPUSIEOICE
ris VIoore -
sulde & Student Handbhoeok

A Guests by invitation
A Children at events

A Large Events: On-campus advisor must be
present / Responsibilities of the advisor

A Capacity in UC Commons is 450




EMU CampusSiEolice-
dptain Chris ivioore™

afety & SEIce
AFMUOS - Code @ 0f: S
ATitle IX and Clery
A Service opportunities for organization




VU CaipuSiEolce™
€aptain Chris"Moore™

Contact Information:
Phone: 843-661-1109
Email; cmoore@fmarion.edu




0 request, visit: fmarion.edu/sp
Be sureit ve the corre
on-campus advisor. (I tr
process STOP:

A Please call or email for availability.
A Paper forms are still accepted.

A Allow at least 1 week for approvals for meetings
with no setups and 2 weeks for events with setups.

A Space requests may be denied if they are not sent
In a timely manner.




U SpaCe/EaCilitieS REqUESIS <
Ison Melten?

A Chapman Auditorium (MSB) *No weekly
meetlngs/only to be booked for large events*

A Lowrimore Auditorium (CEMC)
A Thomason Auditorium (LNB)

A UC Commons / Lawn
A Honors Center (HC)




EMU SpaCe/EaciliieS ReqUESIS

Viadison Melton:

f Popular On-Campus
maII Events/Meetings

A Founders Hall Classroom

A LSF Classrooms

A Heyward Community Center (HCC)
A Honors Center (break away rooms)




s MU SpPaCE/EalllitieS REQUESTS <
disortiMeltony

Contact Information:
Phone: 843-661-1110 or 843-661-1133
Email: madison.melton@fmarion.edu

To request, Visit:
fmarion.edu/spacerequest




U FacGllitiesS & ‘Grounds 'SerVICES -

service items. (For example: tent and/or
placement)

A Know your event needs prior to turning in
space/facilities reguests.




EMU FagilitieS & Grotnds 'SefVICES
ANANAA OlEve Jackson & Michael'Liynch

2 VAVAVAN

Sernvice Reqguest Setup

UC Lawn ‘
5-Points




U Facllities & Grounds 'ServiCes -
e Jackson & Michael Lyich:

nt setup changes & cancellations
A Studengt or Janizations can fs‘CjJan minor setup changes
up tef48 hour the event. (Examples: Adding

chairs or 1T 2 tables.)

A Location changes are not permitted unless approved by
the Office of Finance and Facilities.

A 48 hours' notice Is required for all cancellations.
A Notify the Office of Finance and Facilities directly.

A Frequent or late cancellations may lead to denial of
future requests for up to the rest of the academic year.




U FacGllitiesS & ‘Grounds 'SerVICES -

oSt event cleanup & maintenance

A Orgg mz.:;rurp must leave event spaces In cleat
original condition.

A ‘Remove trash, signs, tape, and debris from tables/chairs.

A Fallure to clean up may result in loss of reservation
privileges for up to the remainder of the academic year.




U FaGllities & ‘Grodnas 'SerVICES =
e JackSon & Michael"LyAacn« -

Contact Infermation

Email: sjackson@fmarion.edu
michael.lynch@fmarion.edu




ENVICES TOr your event

ISit: fmUCaterng: rtrax.com
(make sure to go to student catering guide)
A All.catering orders must be placed at least
2 weeks in advance. We will not be able tc
accommodate last minute requests

A Have a club member specifically in place
to serve food

A Please use gloves when serving food




MU
dentiGovernment AsSociation’s ;.
GA)

A How.€an SGA help/assist your organization/clul with
fumds

A Requirements to qualify for SGA Funds
A Allocation Guidelines




E/I Requirements 1o Qualify ;"
IO SGA Fum«ss

1
-

Allocatiogieguest
prior to Wwhe J/JJ plan to ’ru /JJI‘ event

jluestea items /JJ Wish to
purch e with the funds.
Prices of every item m_J_ﬂ be provided (Including tax)
Number of people anticipated to attend the proposed
event, date of event, purpose of event and how do
you think the student body will respond.
Event must be free and open to the Francis Marion
Community.
Must bring examples of promotional materials to

present, which includes recognition of sponsorship
by SGA (example: Sponsored by SGA)



A AlloCation Amounts

1. Small Events i Up te $500

arge Events 4 Up to $1000

(Can be requested once per academic year)
Anything over $500 becomes a large event.

of

)

Food purchases are limited to $250 (w/ Advisor Approval), regardles
event size.

Allocation amounts are subject to change due to fund availability.



E/[ SGANIlocations™ SEaVENUOor A imitations =

1. Allocations are limitead to two VENAOrs PEr reguest

2

V" Approved vendors:
- Amazon: Walmart - E
- Hobby Lobby (w/ limitatic -
V Approved vendor List is subject to change/approvz

(full list will be available on SGA webpage)



