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Welcome 

 

This General Manual has been designed especially for your benefit. Inside, you will find a wealth of 

information to help you be successful throughout the year. 
 

Always remember, the Office of Student Leadership and Service is here for YOU! We are here to assist and 

advise you in any way.  If you have questions about this manual or any other information, please feel free to 

stop by our office, 202 Cate Center, or call us at 760-8338. You may also find a number of resources and 

good information on our office website at: www.meredith.edu/students/leadership-service. 
 

We wish you the best during this 2009-2010 academic year! 

 

 

The following are some areas we think are important to keep in mind while you are working with your student 

organizations this year. 
 

Inclusiveness 

We are fortunate at Meredith College to have a diverse student population.  Be sure to keep all of our students 

in mind when you are organizing an event and when you are designing graphics related to people for T-shirts, 

fliers, and other items.  Have you considered on and off campus students, various ethnic students, international 

students, faculty/staff, alumnae, Board of Trustees? These are only a few of the many groups to consider.  Be 

sure to spend some time thinking about how events that you plan can reach out to the most people here at 

Meredith College.  Please pay attention to the Inclusiveness Checklist in the appendix of this manual when 

planning events.  Let’s celebrate our diversity here on campus together! 
 

Sustainability 

“We, at Meredith College, are committed to a balance between environmental conservation, social justice, and 

economic consideration... We take responsibility to challenge ourselves, think differently and take action 

accordingly. In considering our legacy, we conserve resources and reconsider our needs…” –Meredith 

College Greenprint, developed by students, staff, faculty and alumni, Spring 2009 

As student leaders, you have the opportunity to model environmentally responsible behaviors for other students. 

See the “Green Your Event and Program” guide in this manual for specifics on recycling, composting, green 

food service and gifts, and more! 

 

Copyright Policy 

Meredith College expects students, faculty and staff to be familiar with and obey copyright laws. At a 

minimum, members of the Meredith community should have a basic understanding of Fair Use concepts. Users 

of Blackboard should be aware of additional limitations as described in the TEACH Act. Refer to the Meredith 

College copyright webpage at: www.meredith.edu/copyright for more information. Supplementary copyright 

instruction sessions will be offered annually to the Meredith community. 
 

Service 

The Office of Student Leadership and Service offers service opportunities and events for all Meredith students 

committed to affecting change through their humanitarian contributions and civic engagement activities within 

the local community, the state, the nation, and the world.  At Meredith, experiential activities are an integral 

part of the educational experience, and through collaborative partnerships with community organizations and 

schools, students are able to make service contributions that meet identified needs on campus and in the broader 

community.   

We will help you identify and coordinate socially conscious service opportunities that allow you to explore self-

understanding, understanding of others, and leadership roles that contribute to a civically engaged campus. For 

more information contact the Assistant Director at 760-8357 or e-mail: volunteerservices@meredith.edu. 
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Purpose of Student Organizations 

 
The purpose of Meredith College student organizations is to enhance the educational experience by providing 

students with opportunities that foster the development of leadership, citizenship, and other life skills.  It is the 

responsibility of student organizations to make a positive contribution to the Meredith Community while 

fulfilling the stated purpose of each individual organization. 

 

 

Ethical Standards for Student Leaders 
 

Preamble 

An institution dedicated to strong student self-governance, Meredith College exists to educate women through 

the values of personal integrity, intellectual development, and spiritual growth for leadership, citizenship, and 

service within a Christian context (Institutional Purpose).  In order to better the value of women’s education and 

participation in all levels of student leadership, as well as to protect the integrity of student leadership, this Code 

of Ethics is presented by the Student Government Association as a guideline for the appropriate behavior of 

student leaders. 

This Code of Ethics is designed to enhance the experience of student leadership at Meredith College. The 

purpose of the code is to serve as a tool to teach potential student leaders about the ideals and ethical values of 

student leadership.  Central to this statement of ethics is the belief in the student leader’s right to choose her 

own appropriate behavior rather than have behavioral guidelines dictated to her. Therefore, this Code of Ethics 

will not be enforced through the monitoring of student leaders’ behavior, but rather through self-discipline, 

responsibility, and honor. 

 

Code of Ethics 

As a student leader, I pledge my devotion to Meredith College and do actively profess my belief in the Meredith 

Honor Code.  I promise to take seriously and responsibly my duties as a student leader, maintain a positive 

attitude toward others, and remember that my power, responsibilities, accountability, and credibility lie with my 

peers, the students who elected me.  As a representative of Meredith College, I will present myself in a way that 

reflects the high values and ideals for which Meredith College stands. 

 

Eligibility Standards 

Any student who has been declared ineligible to serve in office by Honor Council because of probation or 

reprimand may not hold any class or campus-wide elected position specified in Article I, Section 4, of the SGA 

Constitution By-Laws (as found in 2009-2010 Student Handbook).  Furthermore, rising juniors and seniors must 

have a 2.25 GPA and rising sophomores must have a 2.0 in order to file for and hold the class or campus-wide 

positions (also specified in Article I, Section 4). Grade checks will be conducted in May, August, and January. 

 

Removal From Office 
Any elected class or campus-wide officer specified in Article I, Section 4 of the SGA Constitution By-Laws 

will be removed from her position if she violates academic status, is declared ineligible by the Honor Council, 

or if she does not perform her duties as outlined in her organization’s constitution or job description (see Article 

I, Section 6). 

Any student holding any position (i.e. officer or chair/co-chair) within any recognized campus organization may 

be removed from office if she is not performing her duties as outlined in her organization’s constitution or job 

description or a failure to uphold the Code of Ethics for student leaders (see Article I, Section 6). 
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Who to contact in 

The Office of Student Leadership and Service 

http://www.meredith.edu/students/leadership-service 

studentactivities@meredith.edu 

760-8338 
Cheryl S. Jenkins, Director   

jenkinsc@meredith.edu 

 advises SGA, Campus Activities Board, and Publications Board 

 provides assistance with annual reports, planning, and evaluation 

 approves contracts for bands, entertainers, etc. 

 approves purchase orders 

 acts as a resource and referral agent for all student organizations in all of the following: 

programming, fund raisers, event planning, publications, T-shirts/sweatshirts, etc. 

 organizes leadership programs including: The Sloan Family Leadership Circle and Leadership 

Triangle 

 assists in the organization of all leadership programs including conferences, workshops and 

Celebrating Student Achievement Day 

 assists with the Co-curricular Resume Program and the Sophie Lanneau Women’s Leadership 

Development Program and serves as a Co-curricular Advisor 

 

Tabitha Underwood, Assistant Director 

tabithau@meredith.edu 

 advises MEA, Elections Board, and IMPACT 

 coordinates one-time service projects such as: SPLASH into Service, Celebrate Reading Festival 

 coordinates on-going service projects such as: community garden, MeredithREADS 

 organizes alternative break programming 

 facilitates organization service projects and/or philanthropic interests 

 coordinates the Sloan Family Student Leadership Program Washington DC Trip 

 oversees the Sophie Lanneau Women’s Leadership Development Program, serves as a Co-curricular 

Advisor, and coordinates the Co-Curricular Resume Program 

 coordinates the Meredith College Action Network Service Program 

 provides assistance with annual reports, planning, and evaluation 

 

Betsy Dunn Williams, Assistant Director 

dunnsar2@meredith.edu 

 advises MRA, Senate, and Class Council 

 organizes Officer and Advisor Training, Emerging Leaders Seminar Series, Presidents’ Retreat, and 

Student Organization Appreciation Event 

 organizes leadership programs including: The LEAD Conference, WILD Conference, Leadership 

Conference for High School Women, The LeaderShape® Institute 

 oversees the LeaderShape® Vision Fund 

 serves as a Co-curricular Advisor 

 advises groups on fund raising ideas (suggestions and approvals) and works with    

T-shirt/sweatshirt approvals  

 coordinates the Meredith College Action Network Leadership Program 

 provides assistance with annual reports, planning, and evaluation 
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Kathy Owen, Office Manager 

owenk@meredith.edu 

 acquires and updates information on student and campus activities 

 maintains a roster of all student organization officers for the referral of Student Leadership and 

Service staff and others 

 maintains check-out calendars for office equipment including the sandwich board, flip chart, etc. 

 handles reservations for the conference rooms in Cate Center and tables in Cate Lobby 

 provides support for the Co-curricular Resume Program and Sophie Lanneau Women’s Leadership 

Development Program 

 assists treasurers with purchase orders and other financial transactions 

 

Student Assistants 

 provide secretarial support to Student Leadership and Service staff 

 provide office services and assistance 

 act as information resource for students, faculty, staff, and visitors to the Cate Center 

 staff the Information Desk 

 

 

Financial Transactions 

 
All organization members are asked to realize the importance of 

 making decisions on the “reasonable” use of funds during the year. 

 

 

 

 

 The TREASURER is the only member authorized to sign the financial transactions for your organization! 

(In some cases, the president or chair may sign these requests). 

 Student organizations may NOT set up off campus accounts. 

 

Contracts 

 Contractual agreements require special consideration – please read them carefully.     

 Organization advisors and/or sponsors must approve any contracts.   

 In most cases, the Director of Student Leadership and Service must approve and sign all contracts that 

obligate Meredith College student organizations.   

 Typically, contracts are used for booking entertainers or reserving facilities off campus (i.e. 

bands/performers, hotels, Convention Center, etc.). 

 The Office of Student Leadership and Service has created a sample contract template.  Please visit the 

website or come in to the office if you would like a copy. 

 

Working With Your Treasurer 

To make your Treasurer’s job easier, please remember the following points: 

 

 Deposits: The Treasurer makes all deposits.  Money collected from T-shirt sales, ticket sales, etc., must be 

given to your treasurer on a daily basis and not held by co-chairs.  Money must be deposited EACH DAY 

(the Accounting Office will not accept checks over 30 days old)! 
 

Remember: Consult with your Treasurer before any financial decision is made 
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 Purchase Orders: Purchase Orders are needed when ordering items from a catalogue for an event, T-shirt 

purchases or purchasing from approved local merchants (K-Mart on Western Blvd., etc.).  Use a P.O. when 

possible because your organization SAVES money (Meredith College pays the sales tax!). 

Every Purchase Order submitted to the Accounting Office must be filled out completely with name, address, 

and SSN (for individuals) or TIN (for companies) and your organization’s treasurer must sign this form!  

Incomplete or incorrect P.O.s will be returned, thus delaying processing. 

 

- T-Shirts: Please consult with your treasurer about the required accompanying information for a P.O. (T-

shirt approval confirmation, vendor quote sheets, etc.)  This information must be in place before 

approval signatures will be given.  (A list of approved vendors is in our office).  The treasurer signs the 

P.O. so the vendor can be paid once the T-shirts or merchandise is delivered. (Please do not request that 

a check be given at the time the merchandise is delivered.  The order must be inspected, and upon 

satisfaction with the contents, the P.O. is submitted to Accounting. The Accounting Office will issue 

payment once they receive an invoice). 

- Catalogue Purchases: If possible, please call in your order from our office.  Please provide the P.O. # 

to the vendor. 

- Meredith Supply Store: Please contact your treasurer in advance when planning a Supply Store 

purchase so that the P.O. can be prepared. After purchase is made, please return the blue carbon copy of 

the P.O. and receipt to the Office of Student Leadership and Service. 

 

Please allow additional time for purchases exceeding $500. This requires multiple signatures for approval.  

 

 Reimbursements:  Your treasurer will reimburse you for expenses as soon as you give her your receipts.   

Under $50.00: Can be paid in cash – treasurer will get money from the Accounting Office and 

reimburse you immediately. 

Over $50.00: Must be processed by check request (P.O.).  You may pick up the check from Accounting 

on the Tuesday following the week your request was submitted. 

 

Check Request Schedule & Accounting Hours 

 

Submit Check Request: 

In the Office of Student Leadership and Service 

Monday – Thursday by 5:00 p.m. 

Friday by 12:00 p.m. 

 

Check Will Be Ready: 

In the Accounting Office 

the following Tuesday by 8:00 a.m. 

 

Accounting Office Hours: 

Monday-Friday: 8:00 a.m. – 5:00 p.m. 

 

 Cash for Events: Notify your treasurer one week in advance if you need change for an event (the money 

will be ready in Accounting on the Tuesday (after 12 Noon) following the week the request was submitted). 

Multiple $50 cash advances for the same event or purpose will not be accepted. All cash advances over 

$50.00 must be submitted on a purchase order. No exceptions.  

 

 Copy Center/Mail Room: With APPROVAL from your president or treasurer, you may use the 

organization’s account code for charging services in the Copy Center, the Mail Room, and other available 

services on campus.  Please give copies of all receipts to the treasurer.  
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Guidelines for Use of Organization Funds 

All organizations are different in how they use their funds so it is difficult to apply certain guidelines in the 

same way for all organizations.  However, we believe it is necessary to provide some guidelines so that your 

organization will make the best “reasonable” decisions on how to use its funds throughout the year.  If you need 

more assistance on making these types of decisions, please contact either your organization advisor or a 

member of the professional staff in the Office of Student Leadership and Service. We recommend the following 

guidelines to aid in your decision-making: 

 

 General: When spending funds that have been allocated to or raised by a student organization, the 

expenditure must: 

1. Fit the purpose of the organization. 

2. Meet the needs of the organization members. 

3. Serve an educational purpose. 

4. Contribute, in some way, to the betterment of the Meredith community. 

 Gifts: Please be reasonable when your organization purchases recognition gifts for your officers. 

 Socials/Dinners: Please be reasonable when your organization plans socials or “dinners out.” Ask members 

to make an individual monetary contribution toward payment of their meal (or participation in an event). 

Our general recommendation is that each student pay at least half of the meal’s cost or ticket cost for an 

event (if not more). 

 T-shirts: Please be reasonable when your organization sells T-shirts to its members. Members should buy 

their own shirts. The organization may decide to pay a small portion of the artwork or shipping, etc.  

 Donations to charities (or other donations): All money for donations must be raised through fundraisers 

(no college-allocated funds may be used). All expenses related to the fund-raiser must be paid before the 

donation can be made.  

 

 

Services and Resources Available to Student Organizations 

 
Student Organization Constitutions 
Please be aware that every three years your organization’s constitution comes up for revision. The SGA Senate 

Chair or a Senator will notify you with enough time for you to discuss with your organization any changes you 

may want to make.  However, you can make changes to your constitution at any point in time (with approval by 

Senate).  Senate also will provide you with the appropriate guidelines to make sure your constitution contains 

all of the necessary items.    

 

It is essential for you to be on time and to follow through with this process.  Each of you should be familiar 

with your organization’s constitution and use it to assist you in leading your organization.  Copies of 

constitutions are located in notebooks in the Office of Student Leadership and Service. 

 

Senate Committees 

Senate has two standing committees called the Student Organization Concerns Committee and the 

Active/Inactive Committee: 

 

 Student Organization Concerns Committee: 
It shall be the function of the Student Organization Concerns Committee to serve as a liaison between the 

student body and Senate.  The committee shall deal with any incoming concerns, comments, or questions 

regarding a student organization on Meredith’s campus.  The committee shall delegate concerns to the 

appropriate senators, who will follow the necessary procedures.  The Student Organization Concerns 
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Committee may also serve as an appeals board when an officer is removed from office (See Article III, 

Section 5A of the SGA Constitution, found in the 2009-2010 Student Handbook). 

 

 Active/Inactive Committee: 
It shall be the function of the Active/Inactive Committee to follow up on concerns about student 

organizations not abiding by their constitutions and to work with the active/inactive status of organizations. 

A review process will take place to determine the organization’s status (See Article III, Section 5B of the 

SGA Constitution, found in the 2009-2010 Student Handbook). 

 

Personal Data Forms – New Students 
Each new student completes a Personal Data Form when she enrolls at Meredith College.  Information 

regarding student interest in campus organizations is compiled by The Office of Student Leadership and 

Service.  Each organization receives a list of interested students to be used when recruiting new members. 

 

Student Organization Roster and Mini-Roster 
The Office Manager in the Office of Student Leadership and Service maintains a computer roster of all student 

organizations which includes officer titles, names, addresses, phone numbers and e-mail addresses.  In order to 

maintain an accurate roster always notify the Office of Student Leadership and Service of any officer 

information changes that occur throughout the year.  A Student Organization Mini-Roster will be made 

available to all student organization presidents in the fall semester. 

 

Student Organization Files 
Many of Meredith’s student organizations have historical files located in the Office Manager’s files.  These files 

can assist you in learning about your organization and planning for this year’s activities.  Please make use of 

these files. 

 

Photospecialties   

It is recommended that you call Photospecialties (1-800-722-7033) at least 3-4 weeks in advance to book a 

photographer for your event. No later than one week in advance, call to confirm that a photographer has been 

scheduled for your event. 

 

All pictures will be taken digitally at your event and will be posted on-line using the following ordering 

guidelines: 

1. Website: Go to www.photospecialities.com , use the password:  “meredith”. 

2. Cost: $2.50/picture + sales tax + shipping and handling. 

3. Payment method: Credit card. 

4. Duration: Event pictures are posted for 8 days.  Please order within that time frame so the organization 

can benefit from all sales (the minimum event order of $300 earns the organization 50¢ for each picture 

ordered during those 8 days). 

5. Minimum event fee:  There is a $100 minimum order for every event booked. 

 

Student organizations are responsible for advertising to students that event pictures are available for ordering on 

the Photospecialties website.  You are encouraged to use e-news for advertising.  Remember that in order to 

avoid your organization incurring a photographer cost, your event participants must order at least $100 in 

pictures.  It is in your best interest to effectively advertise online sales of photos to students. 

 

Technology Services & Online Publicity 

 E-mail Accounts: All students will be assigned a Meredith College e-mail account.  If you have not 

received your e-mail account information, please call Technology Services at 760-2323. The Office of 

Student Activities and Leadership Development will advertise events and send information to organization 
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officers via e-mail. E-mail accounts are also available upon request for all student organizations. Submit an 

Organization E-mail Account Application to the Office of Technology Services. Forms are available from 

The Office of Student Leadership and Service or the Office of Technology Services. 

 

 Enews Announcements: Enews is the main source of news and information for members of the Meredith 

community.  Students, faculty, staff, parents, alumnae, and local community can visit Enews to learn more 

about student activities, campus events, headline news, and other areas of interest. 

How to Post to Enews: 

1. Click “Submit Enews” from the Enews web site (www.meredith.edu/enews) 

2. Complete the Enews form, including contact information 

3. Click “Submit” 

Enews is updated approximately every three hours on weekdays between 8:00am and 5:00pm. 

If you have questions regarding Enews, please email: enews@meredith.edu. 

 

 Student Organization Website: Student organizations may create a website for their organization. The 

designated webmaster for the organization needs to contact The Office of Student Leadership and Service 

and attend website training through Technology Services. 

 

 Campus Calendar: A campus-wide calendar of events may be found online at: 

www.meredith.edu/calendar.  Students, faculty, and staff are able to post to the Campus Calendar. 

How to post to Campus Calendar: 

1. Click “Update” from the Campus Calendar web site (www. meredith.edu/calendar) 

2. Complete the Campus Calendar form, including contact information 

3. Click “Submit” 

The Campus Calendar is updated weekdays between 8:00am and 5:00pm. 

 

Student Organization Resource Area  
This area, located in the Office of Student Leadership and Service, 202 Cate Center, is available to all students 

in organizations at Meredith College.  

 

Available for use in office: 

Poster maker 

Typewriter 

 

 

 

 

Items Available: 

Banner paper 

Banner paint 

Markers 

Stapler 

Staple Gun

The resource area is open Monday – Friday 8:00am-5:00pm 

Need supplies after 5pm?  Contact the Office Manager during office hours to reserve needed items. 

 

Leadership Library 
Resources on icebreakers, team building, leadership, motivation, etc. are available for check out in the Office of 

Student Leadership and Service. Please sign the book or video out from the student assistant at the reception 

area. You will find books, notebooks, tapes and pamphlets. Books are due back in the office 2 weeks from the 

check-out date.  

 

Information Desk 

The Office of Student Leadership and Service oversees the Information Desk on the first floor of Cate Center. 

Some of the resources you can find at the Information Desk include a Daily Listing of Campus Activities and 
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Posting of Current and Upcoming Weeks’ Events. The phone number is 760-8065 and the e-mail is: 

infodesk@meredith.edu.  

 

Service Opportunities 

The Office of Student Leadership and Service helps student organizations and individuals find service 

opportunities in the community. They can help match your organization with an appropriate community partner 

to address real needs in the outside community. All organizations are strongly encouraged to inform the office 

of service endeavors in order to better coordinate service on campus and assist student organizations with their 

service efforts. 

 

Mail Services (www.meredith.edu/postal_services) 

On-Campus Mail 
The following is a list of items to be considered before doing any mailings on campus: 

 Off-Campus fliers, etc. are not allowed in the student campus mailboxes. 

 Only approved Meredith Campus organization information (brochures, fliers, and letters) can be placed in 

student mailboxes/mail pockets 

 Politically associated mass mailings are NOT accepted. 

 If your address changes, notify your organization and the Office of Student Leadership and Service so you 

receive your mail in a timely manner. Mail will be returned for correct address.  

 Mailboxes: approximately 650 (1080 if use two fliers per box)  

 The Oaks (apartments): 78 

 Mail Pockets: approximately 600 (includes Paralegal and graduate students) 

 Faculty: 330 (mailboxes located in academic buildings) 

 Staff: 280 (place mail in campus mail slot) 

 There will be no mass mailbox stuffing in the apartments – all apartment mail must be individually-

addressed and sent through Meredith Postal Services 

 To order Faculty/Staff labels, contact Human Resources at 760-8360. 

 Mail is distributed to all campus buildings twice daily: 8:30am – 9:30am and 1:00pm – 2:30pm Monday – 

Friday. 

 All personal on-campus mail (member invitations, minutes, etc.) must: 

- Be individually addressed (name, room number, and residence hall or building). 

- Be grouped by building (secure in a rubberband). 

 

The Oaks (apartments) Mail 

Please observe the on-campus mailing considerations above.  Contact the Apartment Manager at least one week 

in advance to arrange for a time to deliver mail in apartment mailboxes.  Only one mailing per apartment will be 

permitted, and mailings may be no larger than ¼ sheet in size. 

 

Commuter Mail Pockets 
Commuter mail pockets are located beside the Mail Room on the 1st floor of Cate Center.  The file cabinets are 

designated for senior, junior, sophomore and freshmen commuters as well as 23+ and paralegal students. All 

mail pockets are arranged alphabetically and by classification. Please place any class information in the 

appropriate file drawer. In order to receive a mail pocket, commuters must visit the Office of Commuter Life 

and Diversity Programs located on 1
st
 floor Park Center. Once you visit the office, you will be given a mail 

pocket to receive on-campus mail only. 

 

Off-Campus Mail 

 The approved master copy must be printed on Meredith College letterhead (make your copies from this 

master) and mailed in Meredith College envelopes, unless approved otherwise. 
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 College letterhead and envelopes are available in the Office of Student Leadership and Service (No charge 

for letterhead 1-3 pieces). 

 Envelopes cost $.10 each and can be charged to your organization.  Requests of 100+ envelopes must be 

made to the Office of Student Leadership and Service three weeks in advance.  

 Please write the organization account code on the corner of the first envelope for billing. 

 Outgoing mail is accepted until 4:30pm for same day processing.  Deliver high volume mailings early in the 

day to insure same day processing. 

 Metered Mail:  

- on first envelope indicate account number (uncoded mail will be returned) 

- stack envelopes unsealed with flaps down 

- rubber band them together 

 

Bulk Mail 

 Is available upon request (mailing must contain at least 200 pieces). 

 Request form, available in mail room, must be completed 5 days prior to the requested mailing date. 

 Bulk Mail is considered low priority and delivery time is 10+ days.  We do not encourage Bulk Mailing for 

important information or announcements. 

 

Photo Copying Services 

The Meredith Copy Center (760-8677), located on the back of campus near Facilities Services, is usually the 

cheapest and easiest way to copy fliers. 

 

 Turn around time on copies is 24 hours for most jobs.  There is no minimum number of copies required by 

the Copy Center. 

- Jobs requested for completion in less than 24 hours are considered Quick Copying and will be billed at a 

more expensive rate.  We discourage Quick Copying because of the extra expense.  For example: Quick 

copy of 100 copies = $6.90 Regular order of 100 copies = $2.30. 

 

 The Copy Center can receive jobs via email attachments to: copycenter@meredith.edu. 

 If submitting a job via hard copy original, use the “Request for Duplicating Services” form available at the 

Copy Center or in the Office of Student Activities and Leadership Development. 

 Always obtain the pink receipt once the job has been completed and turn it in to your treasurer so 

that your organization may keep accurate records of all photocopying costs.  

 

 Campus Photocopiers: You may use copiers for smaller jobs (generally under 15). Presidents may request 

that certain members be allowed access to organization copy privileges (for use on campus photocopiers) by 

emailing the Copy Center (see next item). The organization account will be linked to the requested 

individuals’ CamCard. 

 In order to allow organization members access to your organization’s copy privileges, the President must 

email the following information to the Copy Center at copycenter@meredith.edu: 

□ Organization name 

□ Organization account number 

□ For every approved member: full name, student ID number, and date to remove copy privileges 

 No personal use of the organization’s copying privileges is permitted. Using the organization’s funds for 

personal use is considered an honor code violation. 

 

 The Copy Center accepts payment for personal jobs.  They accept checks (make payable to Meredith 

College) and Camcards. Cash and Credit card payments need to be made at the accounting office. 
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 Students can send and receive faxes through the Copy Center.  Incoming faxes must have student’s full 

name and phone number where they can be reached.  See the Copy Center for pricing. 

 

Scheduling Meetings 

Please do not schedule meetings at the following times: 

 Wednesdays at 10:00am (conflicts with weekly worship services) 

 Mondays or Fridays at 10:00am when a convocation is scheduled 

 

Campus Reservations 

Meredith Events is now responsible for reservations of ALL FACILITIES on campus. 

 Please note that this is a change in policy beginning Fall 2008. 

To make a reservation: 

 Email requests to: events@meredith.edu or you may also contact Natalie Herrmann at 

natalieh@meredith.edu. 

 Phone requests are accepted by calling the Meredith Events office at 760-8533. 

 Meredith Events requests that all students reserve a room first before making other arrangements for 

their event.  This will ensure that the required space is available. 

 Meredith Events will not grant reservations for the following times: 

- Wednesdays at 10:00am (conflicts with weekly worship services) 

- Mondays or Fridays at 10:00am when a convocation is scheduled 

 You will receive two copies confirming your reservation request. In order to guarantee your reservation, 

you must return one signed/dated copy to the Meredith Events. It is recommended that you have a copy 

of your confirmation with you during your scheduled event, should your reservation be called in 

question. 

 You may choose to date/sign the confirmation form by visiting the Meredith Events office (Johnson 

310), or the confirmation can be faxed to any on-campus departmental office for you to sign/date and 

return fax to 760-8093. 

 Always cancel rooms with Meredith Events should you no longer need them. 

 

Facilities Services (Grounds, Maintenance, Housekeeping) 

Work Requests 
The Service Response Center (760-8560) is located in the Facilities Services building and is responsible for 

receiving all work requests for emergency, normal, or special services.  It also establishes priorities and assigns 

responsibility to the appropriate department and/or trade area for execution.  Service requests may be submitted 

by calling the Service Response Center at 760-8560 or by using the Work Order request form on Facilities web 

page: www.meredith.edu/service/facserv, and clicking on “Work Request.” The web page is preferred because 

it documents the request and indicates the exact information needed to most effectively meet the requestor’s 

needs. You will receive an automatic email response when a work order is generated to an online request if you 

leave your Meredith College email address on the request form. The office is staffed from 8:00am to 4:30pm, 

Monday through Friday except holidays.  After these hours and on weekends, the Campus Police (760-8888) 

will assist you in obtaining emergency service. 

 

Move/Set-up Requests 

Be sure to make your equipment requests with Facilities Services by phone: 760-8560 or fax: 760-2885 or by 

using the Work Order Request Form on the Facilities Services web page: www.meredith.edu/service/facserv, 

and clicking on “Work Request.” The web page is preferred because it documents the request and indicates the 

exact information needed to most effectively meet the requestor’s needs. You will receive an automatic email 

response when a work order is generated to an online request if you leave your Meredith College email address 

on the request form.  You need to make your set-up request at least 48 hours in advance of the event/move 
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(one week is preferred).  In the case of large requests, such as staging for a picnic, Cornhuskin’, etc., it is 

recommended that you fill out a Facilities Services Setup Request detailing what equipment will be needed and 

the set-up location.  This request format can be found on the Facilities Services web page as noted above.  

Please include a diagram for special set ups. E-mail: facilities@meredith.edu, hand deliver, or fax (760-2885) to 

ensure it is received in time (send it through mail or campus distribution at least one week in advance). Movers 

work weekdays 8:00am – 4:30pm. 

 

Conversation Pit Usage Procedures 

The Conversation Pit located between Brewer and Heilman Residence Halls is available for student 

organization use, but specific procedures must be followed prior to use.  At least two weeks prior to scheduling 

an event, interested campus groups must complete a conversation/fire pit request form available at Facility 

Services (and in the appendix of this manual).  The group contact will need to sign the form agreeing to follow 

all pit procedures and then get a signature from campus police and the grounds manager.  The grounds manager 

will confirm with the group within one week if the pit is available.  The grounds manager will then schedule a 

meeting at the pit with the group contact to discuss starting and extinguishing procedures in detail.  If planning a 

fire, groups will have the option of providing their own firewood (subject to approval) or can pay a $25 fee for 

the grounds to provide and setup the firewood. 

 

Media Services Equipment Requests 
Media Services can provide you with a variety of equipment needs.  They can also assist you with sound, video, 

and recording equipment.  They are located on the main floor of the library, and they can reserve equipment for 

you through telephone reservations at 760-8444. Call early and plan time for training!  

 

Campus Dining Services and Catering 

If you are planning to have an event catered on campus, e-mail the Campus Catering Office at 

catering@meredith.edu.  A two week minimum notice is needed for most events. Campus-wide picnics need a 

four-week notice in order to adequately plan and get them on the campus menu. 

 

Campus Dining Services can accommodate most of your catering and special foods needs and requirements. A 

catering guide may be obtained from the Campus Dinning Office located in Belk Dining Hall.  The catering 

department can custom design a menu to fit any organization’s budget. Note: Student Organizations receive a 

10% discount on the prices listed in the catering guide. 

 

Please note the following capacity limits for rooms in Belk Dining Hall for catered events: 
Belk Dining Hall, West End:  240 

Oak Room:    60 

Dogwood A:   36 

Dogwood B:   36 

Dogwood A & B:   70 

Azalea:    14 

 

Use of Belk Dining Hall                                                                                                                                                             
Both sides (East and West) of Belk Dining Hall are available for student use at night and on weekends. 

Arrangements should be made with the Campus Events Office at 760-8533. Arrangements for refreshments can 

be made with the Campus Catering Department. Please note that groups meeting in Belk may not enter the Food 

Court or kitchen areas of the building or allow their members to help themselves to food or drinks without 

making prior arrangements. Additionally, groups using Belk after hours should not rearrange tables and chairs 

without prior permission.  
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Picnics 
The Food Service Director, David Frankel, has requested that student organizations planning picnics need to 

plan the picnic 4 weeks in advance.  Also, student organizations need to advertise that commuters must pay 

$5.00 to eat at the picnic.  For all picnics, organizations must reserve the Courtyard and Belk Dining Hall (Rain 

site) by contacting the Campus Events office (760-8533).  For menu suggestions/requests, please email 

campusdining@meredith.edu. 

 

Student organizations need to coordinate with one another so that picnics are not scheduled too closely together.  

Campus Dining services reserves the right to alter picnics that are scheduled within one week of another picnic. 

 

 

Campus Publicity 

 
Meredith College has numerous resources for you to use in order to get the word out about your organization. 

By using these resources and your creativity, your events are sure to be successful.  

 

Poster Printer 
The Poster Printer is available for student organization or personal use. Please note the following: 

1. Posters are created from an 8 ½” x 11” flier that has been approved by Student Leadership and Service.  

The Poster size is 2’ x 3’. 

2. Cost for a regular poster is $4.00.  Cost for a lamination poster is $6.00. For an additional fee the 

library will laminate the poster. 

3. Please fill out a “Receipt for Use of Services or Supplies” form which allows us to bill your 

organization’s account or serve as a receipt for your cash transaction. 

 

Fliers/Posters 

General Information 
All fliers must: 

 Include information stating “who, what, when, where, and why” about your event/meeting. 

 Identify the sponsoring Meredith organization(s). 

 Be approved by Student Leadership and Service before they are copied.  Without the stamp of approval 

before copying you risk denial of approval and may have to reprint your information. 

 Be Neat!  We discourage handwritten fliers or posters (exceptions are considered on an individual basis).  

Computer generated designs provide more professional looking publicity.  Print Shop and Publisher 

software is available on the office computers.   

 Be inclusive to the Meredith community. 

 Not be posted where they will block an escape route out of a building such as exterior doors, stairwells and 

their doors, railings, or landings (publicity in these areas will be removed). 

 Be posted only on bulletin boards, cork strips, or other approved posting areas.  No flyers/posters may be 

posted on walls of any buildings.  Flyers/posters are subject to removal if placed inappropriately. 

 Be removed when event is over. 

 

Fliers and Posters in the Residence Halls 

 Publicity permitted in the Residence Halls is usually for Meredith sponsored events only.  The RD will take 

down the flier if not approved.  

 Fliers or posters may only be placed in the residence halls on the designated bulletin board areas on each 

hall. In order for the fliers or posters to be placed on the designated bulletin boards, you must do the 

following: 
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1. If the flier/poster involves a Meredith student organization, it must receive an approval stamp from the 

Office of Student Leadership and Service.  Without this stamp before copying, you risk denial of 

approval and may have to reprint your information.  

2. After you have received approval from the Office of Student Leadership and Service, you may hang a 

flier in each hall. 

3. If you want to distribute publicity through Residence Life, please provide 28 copies. Copies can be 

dropped off to the Office of Residence Life (1
st
 floor Park Center) for distribution. 

4. If you have any questions about posting information in the residence halls that does not relate to a 

Meredith student organization, please contact Heidi LeCount, Director of Residence Life, at 760-8633. 

 

Fliers and Posters in the Apartments 

 Fliers or posters may be placed only on the community bulletin board in the mail room of The Oaks 

apartment building.  Due to space limitations, only ONE flyer or poster per event may be placed on this 

board. 

 

Fliers and Posters in the Classroom Buildings 

 All fliers/posters for classroom buildings must be approved by Student Leadership and Service.  

Unapproved publicity will be removed without notification. 

 Check with departmental assistants before hanging fliers to confirm designated areas to post your publicity. 

 Check with individual professors for permission to post fliers or posters on their doors or bulletin boards. 

 

Fliers and Posters in Cate Center/Park Center 

Meredith student organization fliers and posters that have been approved are allowed in the designated areas of 

Cate Center.  Unapproved publicity will be removed without notification.  Designated areas for approved 

publicity include: 

- Meredith Information Bulletin Board outside Student Leadership and Service (may post unlimited fliers, 

but posters are limited and one must receive permission to post from SLS Office Manager) 

- Information Desk bulletin board – Meredith approved fliers only 

- Three poster easels at Cate Center entrance for approved printer posters only 

 

Fliers or posters taped to any glass surfaces, wall surfaces, and on restroom doors in Cate/Park Center will be 

removed. 

 

Approved fliers from off-campus can be posted on the community bulletin board located on 2
nd

 Cate. 

 

MCTV (Meredith Cable TV) 

The MCTV Office is located on the lower level of the Carlyle Campbell Library, Room 13.  MCTV channel 5 

runs free video posters of your notices around the clock.  MCTV provides your organization with a fast, free 

and easy way to do advertising.  To broadcast your message campus-wide, contact the Media Services 

Assistant, Jackie Manning, at manningj@meredith.edu or call 760-8048. 

 

Also, if you are interested in learning how to produce a video, you can contact the Cable Administrator, 

Melanie K. Fitzgerald, at fitzgeraldm@meredith.edu or 760-2346. 

 

Take advantage of this FREE publicity opportunity by calling the MCTV office at 760-8048! 

 

Meredith Herald (Meredith’s weekly newspaper) 

The Herald is distributed every Wednesday (with some exceptions) to the Meredith community.  The deadline 

to submit an article or information is every Monday by 1:00pm.  You can drop off articles in the Herald’s 

box located outside the Publications Office on the second floor of Cate Center or email submissions to 
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herald@meredith.edu.  This is a free service to Meredith students, staff and faculty.  For further information, 

please call 760-2824. 

 

Sandwich Boards 

Two free-standing sandwich boards are available to use for campus publicity.  All publicity must be approved in 

order to be displayed.  Either sandwich board may be reserved by contacting the Office Manager in the Office 

of Student Leadership and Service. Once reserved, contact Facilities Services to make arrangements to have the 

board moved.  

 

Small Sandwich Board 

 Size: 3’ x 3’ (stored under steps in Cate Center, student can move to location). 

 Must use laminated poster only (secure with staple gun available in Student Leadership and Service). 

 May be used: front of Cate Center, front of library, courtyard, and other locations with special permission. 

 Remove posters when event is complete and return board to storage. 

 

Large Sandwich Board 

 Size: 4’ wide and 6’ tall (use supplies purchased from Student Leadership and Service costing about 

$10.00). A limited supply of fabric paint is available. You may need to purchase your own paint as needed.  

 Make reservations with the Office Manager in Student Leadership and Service but make arrangements with 

Facilities to set it up and take it down. 

 After receiving design approval from Student Leadership and Service, please see the Office Manager for 

help in preparing the board. 

 

Banners 

All materials are located in the Resource Area in Student Leadership and Service. 

 

Banner Paper 

 Student Organizations - No charge 

 Personal or Departmental use - $.25/foot (limit of 20ft) 

 

Banner Materials 

 Markers (for use in Cate Center) 

 Paints (for use in Cate Center). 

 Plastic mat – use under banner paper to protect flooring 

 

All materials must be returned to Student Leadership and Service ASAP. 

 

Use only masking tape or string to hang banners (no duct tape). Please take down all banners, tape and other 

publicity once an event is over.  Your job is not done until all banners are down! 

 

Wipe Off Boards 
These boards are located at the Information Desk area and upstairs in Cate Center.  Events are updated daily.  

Help keep our information up to date by contacting us about your organization’s event changes. 

 

 

Wooden Stake Signs 

Student organizations must provide their own stakes, maximum of 10 per event.  No more than two groups can 

have stakes in the ground at one time on the campus. Stakes may not be placed between the front drive Guard 
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House and Hillsborough Street. The Grounds Department may be remove stakes that impede their work. During 

elections campaigning week, organizations may not use wooden stake signs as a means of publicity. 

 

Checklist for Distribution of On-Campus Publicity

Fliers and Posters 

 Barefoot 

 Brewer 

 Heilman 

 Faircloth 

 Poteat 

 Stringfield 

 Vann 

 Apartments (community board) 

 Carroll 

 Noel House 

 Johnson Hall 

 Alumnae House 

 Chapel 

 Cate Center/Park Center 

 Harris 

 Joyner 

 Martin 

 Jones 

Auditorium/Wainwright 

 Gym 

 Campus Police 

 Facilities Services 

 Ledford 

 Health Center 

 Science & Math Building 

 

Other Publicity 

 Meredith Herald 

 MCTV 

 Banners 

 Sandwich Board(s) 

 Wooden Stake Signs 

 Commuter Mail Pockets 

 Mail Boxes 

 Information Desk 

 Cate Center Front Lobby – 

Free Standing Bulletin 

Boards 

 Internet/E-news 

 On-line Calendar 

 

Special Constituencies to 

Consider  

 Commuting Students 

 23+ Students 

 Student Organizations 

 Board of Trustees 

 Student Leaders 

 Alumnae 

 Faculty 

 Staff/Administrators

Sales of Items at Meredith 

 
Meredith College does not permit the sale of items advertising or advocating the use of alcohol, drugs, or 

tobacco.  Meredith reserves the right to deny permission to any group selling or distributing materials which are 

not in accord with the philosophy of the College. 

Any organization planning to sell an item should fill out the Fund-Raiser Approval Form, even if you are 

not planning to raise funds or profit from sales. 

 

T-shirt and Sweatshirt Designs and Ordering 
Approval Procedure: All designs for T-shirts, sweatshirts, bags, koozies, and any other imprinted items must 

have a T-Shirt/Sweatshirt Approval Form completed, approved and on file in the Office of Student Leadership 

and Service. The form can be obtained in the Office of Student Leadership and Service and on the webpage, 

www.meredith.edu/students/leadership-service. You must also fill out a Fund-Raiser Approval Form. 

 Designs for organization and class t-shirts, sweatshirts, and other imprinted items must be approved by 

the Assistant Director of Student Leadership and Service. 

 Designs for hall and residence hall items must be approved by the appropriate Residence Director and 

Assistant Director of Student Leadership and Service.   

 

Designs which carry the name Meredith College should be considered so as not to be offensive to any member 

of the Meredith Community.  Please be inclusive of all members of your organization and to the Meredith 

community.  Also, the Meredith College seal can only be used by the Office of the President. The Director and 

Assistant Director of Student Leadership and Service reserve the right to deny approval to any design not 

meeting these standards.  
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Copyright Considerations: All copyright laws will apply.  When choosing a design for your imprint, you must 

either use a true original drawing (not a re-drawing of a well-known graphic) or obtain a license from the 

company/publisher of the graphic wanting to be used. The general rule is to avoid using anything that undercuts 

the ability of the copyright holder to make a profit on something that is rightfully theirs such as using the name 

of a product, television or movie title or all the words from a song. 

 

Ordering:  All t-shirts, sweatshirts, and other items should be sold on a pre-order, pre-pay basis.  Select a 

vendor carefully: be cautious of anyone asking for large down payments or payment in advance.  Please find 

vendors who are willing to take purchase orders (see below).  Obtain all estimates in writing and keep a copy of 

all written agreements. 

 

List of Approved T-Shirt Vendors: 
A list of vendors who have agreed to comply with Meredith purchasing policies and have been deemed 

reputable by the Office of Student Leadership and Service is available in the office or on the website of the 

Office of Student Leadership and Service: www.meredith.edu/leadership-service

 

Fund-Raising at Meredith College 

Try to be creative and have fun with your fund-raisers.  The Office of Student Leadership and Service have a 

number of catalogues with numerous ideas, and we get phone calls from vendors wanting to do business with 

student organizations.  Please contact the Assistant Director for further assistance. 

 

Some ideas include jewelry, candy, bake sale, car wash, pens, license plates, cups, coffee mugs, flashlights, key 

chains, sunglasses, water bottles, calendars, posters, greeting cards, discount books, candy grams at 

Thanksgiving, Valentine’s Day, or other holidays. No credit card promotions are allowed as a fundraiser on-

campus. 

 

Fund-Raising Guidelines (Please follow these guidelines as you plan your fund-raiser): 

 

1. For each fund-raiser you plan, you must fill out a Fund-Raising Approval Form and have it approved by 

the Assistant Director of Student Leadership and Service. The form can be obtained in the Office of 

Student Leadership and Service and on the webpage: www.meredith.edu/students/ leadership-service. The 

purpose of this form is to prevent multiple organizations from conducting fund-raisers at the same time or 

with the same items, and to prevent organizations from contracting with less than ethical vendors.  Please 

fill out the form when you have the idea for the fund-raiser.  The Assistant Director can help you plan for 

the fund-raiser and/or let you know of any concerns about what you plan to sell.  Once you have spoken 

with the Assistant Director and have received approval for your fund-raiser, then you can reserve space to 

conduct your fund-raiser. 

 

2. To reserve a table in the lobby of Cate Center, contact the Office of Student Leadership and Service after 

you receive approval for your fund-raiser.  If you use the table in Cate Center, please leave the table in its 

regular location.  Do not move it outside.  If you want a table outside, please call Facilities Services at 

760-8560 to make arrangements to put a table outside for you. 

 

3. To reserve a table in the Courtyard or other spaces, contact Campus Events at 760-8533 after you receive 

approval for your fund-raiser. 

 

4. One small table in the Dining Hall located in the east-side foyer (closest to Poteat) has been designated for 

fund-raisers and other activities. This table is available on a first-come, first-served basis for approved 

fundraisers only. You are asked not to rearrange the furniture and not to put anything on the walls.  Be 

sure that any signs or banners that you make do not exceed the length of your table.  Also, clean up when 

you leave, taking any banners off the table.   
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5. Due to the lack of space, we will not accommodate fraternities, sororities, or groups from other campuses 

to sell merchandise on our campus.  Please ask groups who want to sell on our campus to make a flier that 

includes a phone number to call if Meredith College students are interested in purchasing their 

merchandise.  The Office of Student Leadership and Service must approve the flier(s).  

 

6. For all fund-raising events with a vendor, you need to have a written contract.  If your organization does 

not help with the fund-raiser and does not provide publicity for the event you should receive 15% of total 

sales from the event.  Your organization should receive 20% of total sales if you have to help with the 

fund-raiser and/or provide publicity.  The student organization is in charge of local arrangements (i.e. 

table in Cate Center or other space) when using an outside vendor. 

 

7. We recommend that you do your fund-raisers on a pre-order, pre-pay basis.  The Office of Student 

Leadership and Service reserve the right to deny approval for any group who does not sell an item on a 

pre-order basis. 

 

8. Absolutely no door-to-door selling will be allowed in the residence halls. 

 

9. Student organizations are not allowed to conduct raffles as fund-raisers. 

 

10.  If your fund-raiser involves selling t-shirts, sweatshirts, bags, koozies, or other imprinted items you must 

fill out a T-shirt/Sweatshirt Approval Form in addition to the Fund-Raiser Approval Form.  You can pick 

up a T-shirt/Sweatshirt Approval Form in the Office of Student Leadership and Service and on the 

webpage: www.meredith.edu/students/ leadership-service. 
 

11. Copyright Laws apply to fundraisers and the sale of items that are facilitated by student organizations. 

 

 

Copyright Considerations 

 
Public Performance Law (videos/DVDs) 

A word of caution to all student organizations who use videos: you may be violating a copyright law!  If you 

plan to show a movie to your organization members or in your residence halls, you must be aware of the 

restrictions involved.  Showing videos/DVDs to a group of people in the lobby of the residence hall or in other 

“public” places is a violation of the copyright law.  Showing a video in your room with your guests is 

considered “home use” – which is permitted. 

 

As found in What Educators Should Know About Copyright (Helm, 1986, Phi Delta Kappa Educational 

Foundation), displays and performances of audiovisual works are prohibited in non-profit education institutions 

when: 

1. They are used for entertainment, recreation, or even for their cultural or intellectual value but are 

unrelated to teaching activity (i.e., no grade is involved). 

2. They are transmitted by radio or television (either closed or open circuit) from an outside location. 

3. They are shown in an auditorium or stadium before an audience not confined to students, such as a 

sporting event, graduation ceremony, or community lecture or art series. 

4. They involve an illegally acquired or duplicated copy of the work. 

 

In general, do not show any video/DVD to groups of people at Meredith College without proper copyright 

permission.  If you have questions about showing DVDs or videos, please contact Media Services at 760-8444 
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for clarification. They can help you work something out.  Often the showing of a video/DVD requires the 

purchase of a license.  These start at $175 per showing. 

 

CamNet Responsible Computing Policy 

The CamNet Responsible Computing Policy can be found in full text on pages 171-172 of the 2008-2009 

Student Handbook. The practice of unauthorized downloading and file sharing runs counter to the college’s 

commitment to integrity. Use of illegally copied software is a violation of federal law as detailed in the Digital 

Millenium Copyright Act (Title 17 United States Code). The introduction of software programs that enable the 

sharing of illegal files over the college’s network often introduce adware, spyware, worms and viruses that 

adversely affect the performance of the individual’s computer; infect and even damage the college’s network 

resources requiring costly time consuming repair efforts; and deny the use of these electronic resources to others 

in the college community. A student who has obtained unauthorized software is encouraged to bring her 

computer to the Technology Services department for assistance in deleting unauthorized software.  

 

If the college receives an Infringement Notification showing that a computer belonging to the college network 

has been illegally downloading and sharing digital music, movies, or game files, Meredith College will comply 

with the request to remove specified files. 

 

When a student is notified that her computer has been identified in an “Infringement Notification,” she will first 

be given a warning and assistance by the Technology Services department in deleting unauthorized software 

from her computer. If a student, after receiving a warning, again violates copyright law, she will be referred to 

the Honor Council for further action.  

 

 

Buses and Off-Campus Trips/Events 

 
A complete copy of the Vehicle Transportation & Safety Policy is available in the office of the Associate Vice 

President for Business & Finance (111 Johnson Hall).  This document includes policies and procedures for the 

use of College-owned vehicles, personal vehicles, air travel, and other common travel. 

 

Meredith College Buses 

Meredith College owns and operates three 15-passenger mini-buses.  General guidelines for the use of Meredith 

College buses are as follows: 

 Drivers must be at least 21 years of age, hold a current and valid North Carolina driver’s license (and 

have had their driver’s license for at least three years), complete a Driver’s Safety Training Program 

approved by the College, and must be one of the following: 

- Employee (full-time and part time faculty and staff) 

- Emeriti faculty of Meredith College 

- Members of the Meredith College Board of Trustees 

- Contract transportation employees 

 Meredith College vehicles are intended for use only in the conduct of College business or for approved 

activities. 

 Meredith College vehicles may not be driven to any College event that is more than 300 miles one way 

without the approval of the appropriate Vice President. 

 Only eligible and approved drivers (see above) may reserve a college vehicle.  Reservation requests 

must be made at least 48 hours prior to the trip, and may be made through Campus Police. 

 

Van Rentals 

 If the Meredith buses are not available, student organizations may choose to rent a van (or other vehicle) 

from a commercial vehicle rental company.  In most cases, the rental companies require one of the van 
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drivers to be at least 25 years old, which may mean that an advisor or other faculty or staff member will 

need to drive the van. 

 

 When you rent a vehicle, please provide the Business and Finance Office with the following information 

about the rental vehicle: 

-License plate number    -Model and Year 

-Vehicle Identification Number (VIN) -Copy of rental agreement 

 

 Do not let the rental company charge for extra insurance. 

 

 Two companies who have been used regularly by Meredith College and take purchase orders are Triangle 

Rental and Thrift Rental.  Both companies have told Meredith that they will give us corporate rates (which 

will save your organization money) as well as allow for 21 year old drivers (depending on the 

circumstances, please check with the rental company). 

 

 The Office of Student Leadership and Service is not responsible for renting vehicles on behalf of 

organizations.  The organization or department is responsible for renting their own vehicles.  We only serve 

as a resource for information regarding rental vehicles and will assist student organizations with their plans. 

 

Approval of Off-Campus Trips and Conferences 

The Office of Student Leadership and Service must approve some off-campus trips and conferences for 

student organizations (see below for details).  

 

Student organization events that need approval are the following:  

1. Any trip, conference, or retreat outside of Wake County 

2. Any trip with a “high risk” element (such as horseback riding, ropes course, etc.) regardless of location 

3. Any trip, conference or retreat in which a Meredith vehicle is used by a student organization 

 

  A copy of the Off-Campus Trip and Conference Approval Form is included in the appendix of this manual 

and on the webpage: www.meredith.edu/students/ leadership-service.  Students must fill out this form and 

submit it to the Office of Student Leadership and Service at a minimum of 2 weeks before the event. All off-

campus events need to be approved by the Director of Student Leadership and Service.  As soon as your 

organization has the idea of going on an off-campus trip or conference (as described above) the group 

should fill out the forms.  In addition to the other information, the form will ask for a list of passengers, the 

cost of the trip per member and the funding source(s). 

 

 For all trips that need to be approved by the Office of Student Leadership and Service, the organization 

advisor must attend or a substitute must be found to replace the advisor.  In cases where an advisor or 

substitute cannot be found, the trip can no longer happen. The Office of Student Leadership and Service has 

a Substitute Advisor list for student organization use. In the case of conferences, students can get approval 

to go to conferences without an advisor (depending on the situation). 

 

 Each trip participant must fill out a Contract and Release Form. These forms can be picked up in the Office 

of Student Leadership and Service.  Students attending conferences on their own without an advisor will 

need to complete the release form for Individual Attendance at Off-Campus Conferences and turn it in to the 

Office of Student Leadership and Service prior to the trip. 

 

 No alcohol will be allowed at the event. The Honor Code guidelines will apply at all off-campus trips. 
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Meredith College Trip Participant Contract and Release 
For off-campus trips, retreats and conferences that require approval (see above section for applicability), you 

are REQUIRED to fill out a release form. You can call the Office of Student Leadership and Service at 760-

8338 to see if you have the Medical Information Form of the release form on file.  Advisors for each trip must 

take copies of all participants’ Medical Information Forms on the trip. 

 

Off-Campus Events (taken from the 2009-2010 Student Handbook) 
All college policies as stated in the 2009-2010 Student Handbook shall be followed at all off-campus events 

sponsored by Meredith.  Meredith students are expected to represent the College with dignity at all times.  An 

“off-campus, college sponsored function” is any event or activity held off of campus grounds that is organized 

and hosted by Meredith College or a recognized campus organization(s).  “College sponsored” means that 

Meredith College is aware of and has approved the event or activity.  “Recognized campus organization(s)” 

refers only to those listed in the Student Organizations section of the Student Handbook. 

 Students shall not possess or consume alcoholic beverages at any college sponsored function. 

 Students shall not demonstrate inappropriate behavior at any college sponsored function.  Inappropriate 

behavior is any behavior by any person present at a college sponsored function reflecting negatively upon 

Meredith College or resulting in an unreasonable risk or harm to that person or others.  That person will be 

asked to leave a function if she/he demonstrates inappropriate behavior such as fighting, shoving, disruption 

of other’s enjoyment, getting publicly sick, passing out, or inappropriate dress. 

 Meredith students shall be responsible for informing their guests attending off-campus functions of college 

policies to be followed. 

 Anyone violating these policies will be brought before Honor Council. 

 

Procedures for Off-Campus, College Sponsored Functions 

 The advisor to the group sponsoring an off-campus event shall be notified as to the time, place, date, and 

nature of the event.  The organization advisor or a substitute from the Meredith Faculty or Staff must attend 

the event.  In the case that there is not an advisor, the Director of Student Leadership and Service should be 

notified. 

 

 The Meredith Campus Security Office shall be notified as to the time, place, date, and nature of off-campus 

social events. 

 

 Meredith College Campus Security Officers shall be hired by the sponsoring organization to attend each off-

campus, college-sponsored dance or other social function requiring them.  The purpose of hiring the 

Campus Security Officers shall be to aid the sponsoring organization in its responsibility to maintain order 

and prevent inappropriate behavior.  Any person exhibiting inappropriate behavior shall be asked to leave 

the function immediately.  However, if by leaving the person presents a clear danger to her/himself or 

others, the sponsoring organizations may take reasonable steps to insure that the person is safely transported 

from the function, including, but not limited to, calling the appropriate law enforcement agency. 

 

 Additional security shall be hired by the organization sponsoring the event if required to do so by the 

management of the off-campus building or area being used. 

 

 Some events require release forms, which can be picked up in the Office of Student Leadership and Service. 

 



 25 

Transition Checklist For Outgoing Officers of Student Organizations 

 
For all officers meet and discuss (including chairs/co-chairs) 

- Things to do and timelines 

- Resources you have found helpful 

- People to meet 

- Issues and/or areas of concern 

- Anything that you wish you had 

known when you began your 

position

□ Gather important papers, correspondence, minutes, press clippings, etc. and file or place in a notebook to be 

transferred to the new officer. 

□ Explain the filing system to the new officer, including location of files and nature of filing (should include 

minutes, etc. as listed above). 

□ Transfer any materials, equipment, or other resources to the new officer. 

□ Complete all projects before the end of the year (eg: historians should complete scrapbook). 

□ Make plans to attend Celebrating Student Achievement events related to new officer induction and 

leadership awards. Encourage other officers to do so as well.  

□ Sign up for the Student Organization Appreciation Event. 

□ If you have an office, please return your keys to the Office of Student Leadership and Service. If you have 

voice mail, e-mail, or a website, change your outgoing announcement to indicate that you are not here 

during the summer. 

 

For specific officers only: 

Presidents 

□ Complete the annual End-of-the-Year Report Form, which is sent to you from the Office of Student 

Leadership and Service in April. Have officers and committee chairs submit a report on their activities 

and/or meet with them to discuss the year and include the information in your report. 

□ Complete Weekend Report Forms for all events held on Friday, Saturday, or Sunday during the past 

academic year (only if you have not already done so). 

□ Give copies of the Weekend Report to the new president and your advisor. 

□ Send copies of Weekend Reports to the Office of Student Leadership and Service (due in May). 

□ Please complete the following items or pass them onto the new president: 

o Complete the Officer Request Form and return it to the Office of Student Leadership and 

Service.  

o Complete the 2010-2011 Student Activities Calendar Request Form and return it to the Office 

of Student Leadership and Service. 

o Complete the Room Reservation Form for 2010-2011 and return it to Campus Events. 

 

Treasurers 

□ Complete the Annual Report for your organization and return the completed audit to the Office of Student 

Activities & Leadership Development before the end of the year (don’t forget to keep a copy for 

organization records). 

 

Secretaries 

□ Distribute your organization’s minutes to the appropriate individuals before the end of the year (including 

the Office of Student Leadership and Service).  
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Revised 8/2009 

Fund-Raiser Approval Form 
Meredith College 

Today’s Date:  _____________________________ Fundraiser Event Date:____________________ 

 

Name of Student Organization: ___________________________________________________________ 

 

Student Contact/Phone Number/Email/Address:____________________________________________ 

     ______________________________________________________________________________________ 

Description of Fund-Raiser (Please describe merchandise being sold if applicable; include the cost to the organization 

        and the cost to anyone who purchases an item). If this is a T-shirt, sweatshirt, or other imprinted item fundraiser, you must fill 

        out a T-shirt/Sweatshirt Approval Form. No door-to-door selling and no raffles are allowed on campus: 

      _____________________________________________________________________________________________ 

     ______________________________________________________________________________________ 

 

Are orders taken in advance? _______ Yes   _______ No 

      If yes, are they pre-paid? _______ Yes  _______ No 

 

Name of Vendor (if applicable): ____________________________________________ 

 

Do you have a written contract with this vendor? ________Yes      ________No 
      Note: If you have a written contract with the vendor, the Director or Assistant Director of Student Leadership and Service must 

        also sign the contract and a copy must be attached to this form. A quote sheet of the item(s) must be attached to this form. 

 

Location(s) Requested (Please check all that apply): 

  

 ________Dining Hall (After you receive approval of the fund-raiser, you  need to see the Director of Dining Services 

 to reserve space in the Dining Hall) 

  

 ________Table in Cate Center Lobby (After you receive approval of the fund-raiser, you need to reserve a table 

 through the Office of Student Leadership and Service) 

  

 ________Courtyard (After you receive approval of the fund-raiser, you need to reserve this space through the Office 

 of Meredith Events) 
   

 ________Other__________________ 

 

Dates and Times Requested for Each Location:  

____________________________________________________________________________________ 

 

____________________________________________________________________________________ 

 

Contact Person’s Signature/Date:     Assistant Director’s Signature/Date: 

 

________________________________    ________________________________ 

Fund-Raisers must be approved before the items are sold. All copyright laws apply. Refer to the Meredith College copyright  

webpage: www.meredith.edu/copyright for more information.  Remember to be inclusive of all students regarding your design.  
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T-shirt/Sweatshirt Approval Form 

Office of Student Leadership and Service 

 

Meredith College 

 

Please Note:  
T-shirt or sweatshirt designs must be approved before items are sold and printed. All copyright laws apply. 

Refer to the Meredith College copyright webpage: www.meredith.edu/copyright for more information. You 

must either use a true original drawing (not a re-drawing of a well-known graphic) or obtain a license from the 
company/publisher of the graphic you want to use. Be inclusive of all students when using people as designs.  

 

 1.  Name of Student Organization:  ___________________________________________ 
 

 2.  Student Contact Name:  ___________________________________________________ 
  

 3.  Local Phone Number:  ____________________ Address:________________________ 
  

 4.  Who will be able to purchase the __T-shirt __sweatshirt  __other item   
  __All Meredith students 

  __Specific Class: Freshman, Sophomore, Junior, Senior, 23+ 

  __Student organization members only 

  __Other____________________________ 
  

 5.  Approximate dates T-shirts/sweatshirts will be sold:  ______________________ 
  

 6.  Description of the T-shirt/sweatshirt: 
Please attach an exact copy of the design (front & back), including all wording. 

 
 
 

 
 
 

 
 

 7.  Vendor Information 
   Vendor’s Name:  ___________________________________________________________ 
  Phone Number:  _____________________________ 

  Price Quote/or attach quote sheet (include set-up fees, art charges, etc.): 

 _____________________________________________________________________________ 

    Amount shirts will be sold for: ____________________________ 
  Date shirts will be ready:  _________________________________ 
 

 Contact Person Signature:   Assistant Director of Student 
 _____________________________    Leadership and Service 
 Date:  ______________________   Signature/Date: 
 

        __________________________________ 
 

Residence Director Signature/Date:  

(if a residence hall T-shirt) 

__________________________________ 
  

Revised 8/2009 
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Meredith College  

Weekend Events Record and Evaluation 
 

Name of Event and Sponsoring 

Organization:_________________________________________________________________________ 

 

Day of Week, Date, Location and Time 

of Event:_____________________________________________________________________________ 

 

Attendance:___________________________________________________________________________ 

 

Demographic Categories: 

*Estimate number of participants in each category. 

 

 Class Standing:  

Fr.: ________ 

Soph.: ________ 

Jr.: ________ 

Sr.: ________ 

Other: ______ 

 Commuter: ______ 

Resident: ______ 

 Adult Student: _______ 

 Guests: ________(overall number) 

Female Guests: _______ 

Male Guests: _______ 

 Did you see any other demographic worth noting at the event? (i.e. race/ethnicity break downs, distance 

students or guests traveled to attend event, academic departments represented, particular student groups 

represented, etc.).  If so, please list 

here:_________________________________________________________________________________

_____________________________________________________________________________________

__________________________________________________________________________________ 

 

Feedback from the Event  

(What went well?  What would you improve next time?): 

  ____________________________________________________________ 

  ____________________________________________________________ 

  ____________________________________________________________ 

 

Contact Person and Contact Information (Name, E-mail, and Phone Number): 

  ____________________________________________________________ 

 
Please return this form to the Office of Student Leadership and Service (202 Cate) within one month following your event.  

Thank you!! 
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Off-Campus Trip and Conference Approval Form 

for Student Organizations 

Office of Student Leadership and Service 
Meredith College 

____________________________________ 

1. Name of Student Organization        _ 

2. Type of Trip/Conference          

3. Dates of Trip/Conference          

4. Purpose of Trip/Conference          

5. Location            

6. Means of Transportation          

7. Names and total number of students, faculty, or staff in attendance (attach list if additional space is needed)

           

            

8. Advisor Attending (if applicable)       ______ 

9. Estimated Expenses           

10. Funding Source           

CONTACT  PERSON 
  

Name       E-Mail       

Address       Phone    ________  

Signature       Date       

  

APPROVAL 
  

  

            

           Director/Assistant Director      Date 
            Student Leadership and Service 

  

RELEASE FORMS REQUIRED 
  

Release forms available in Student Leadership and Service 

Each PARTICIPANT will complete the form as checked: 
  

     ____ Trip Participant Contract & Release Form (pages 1&2) **ADVISOR keeps these forms during the trip.  

     ____ Release Form for Individual Attendance at Conferences/Off-Campus Activities (pages 1 & 2) 

          **Used when an ADVISOR is not in attendance at a conference: Give to Student Leadership & Service 

  

White:  Student Leadership & Service   Yellow:  Student/Advisor  
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Working With Your Treasurer 
Only the TREASURER  

is authorized to sign financial transactions for your organization 
Deposits, Purchase Orders, Check Requests, Reimbursements or Cash Advance Requests 

(In some cases, the president or chair may sign these requests) 
 

 DO NOT ASK FOR MONEY AT THE LAST MINUTE!  

Advance Notice needed for 
Requests for money EXCEEDING $50  &  Purchase Orders (t -shirts, catalogue orders, etc.)  

 
 

T-SHIRTS & FUND RAISER S 
1. Contact your treasurer :  

- After getting t -shirt/fund raiser APPROVED with Betsy Dunn Williams  in the Student Leadership and Service 
Office (herein referred to as SLS), please tell your treasurer.  She will start the P.O. (Purchase Order form) so 
that the vendor can be paid.  

- Change for selling:  If you will need change, please request it fr om your treasurer in a timely manner.  If you 
continue to need additional change during the selling period, go to the Accounting Office and ask them to give 
you change from your $20 bills.  DO NOT ask for change at the Supply Store or the Bee Hive!  

2. Money C ollected :  
- Ask students to make checks payable to Meredith College  -  DO NOT accept Coun ter/Starter checks.  

- Do not hold money ï give to your treasurer so she can make daily deposits.  The Accounting Office will not 
accept checks over 30 days old.  See Kathy Owen  in the SLS Office about holding money for your treasurer.  

- DO NOT reimburse students or pay bills out of money collected ï your treasurer will take care of this 
separately. 

- If you have problems contacting your treasurer , call Kathy Owen  at 760-8338 in SLS and she will help you 
coordinate all matters related to the money.  

3. T-shirt Delivery :  
- The method of t -shirt delivery varies with each vendor.   
- When items are delivered to SLS, you will be contacted to pick them up.  
- If you pick up items from the vendor,  get the INVOICE  and bring it to Kathy Owen  in SLS.  
- All orders, t-shirts or otherwise, must be examined and confirmed satisfactory before the vendor can be paid.  

Please confirm satisfaction with order with Kathy Owen  in SLS. 
 

CASH ADVANCE 
1. When asking for money ahead of time to purchase items for your organization, rememberé 

 Requests EXCEEDING $50  - submit to your treasurer  one week in advance. 

 Co-chairs must calculate ALL anticipated expenses for her event, related to the Cash Advance, and request 

the total amount needed a week in advance.  This request must be submitted on a P.O.  -  NO 
EXCEPTIONS. 

 A one-time request BELOW $50  ï your treasurer can process immediately. 

2. Save RECEIPTS from all Cash Advance transactions ï give receipts, left over money & envelope to treasurer. 

REIMBURSEMENT  

1. Requests EXCEEDING $50.00  are paid by a check via the P.O. prepared by your treasurer.  You may pick up your 

check in the Accounting Office on the Tuesday following the week the request was processed.   

2. Requests BELOW $50.00  are paid in cash and can be processed immediately once you give the receipts to your 

treasurer. 

3. Remember your RECEIPTS!  Treasurer must have your receipt to process your reimbursement. 
 

COPY CENTER 
1. DO NOT Quick Copy  because it is expensive!  Regular turnaround time is 24 hours.  

For example:     Regular Order of 100 copies (1 side/white paper) is $2.30  
    Quick Copy of 100 copies (1 side/white paper) is $6.90  

2. TELL your treasurer about copy center jobs.   GIVE her the pink copy of the order form for he r records. 
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Inclusiveness Checklist for Campus Events 
 
This document is a work in progress to help us all plan events that are inclusive. Use this checklist as a guide. 
Add your own questions and reminders to help you as you plan events. 
 
Planning 
 
__ Are people with disabilities, racial/ethnic minorities, gender, age, and various cultural and religious groups 
included as a part of planning this event? 
 
__ Does this event overlap or conflict with another major campus event, academic events, and/or significant 
religious holidays (i.e. Rosh HaShanah, Eid al Fatr)? 
 
__ Have you advertised this event to a diverse audience (including both internal and external audiences, if 
applicable)? 
 
__ Have you included a statement in your advertisement(s) that informs the audience about how to request 
accommodations? 
 
__ Is the information included on your advertisement and/or website (including pictures) include people with 
diverse characteristics with respect to race, gender, age, religion, and disability? 
 
__ Have you considered including a statement about your commitment to universal access and procedures for 
requesting disability-related accommodations? For example, ñOur goal is to make all services and materials 
accessible. Please contact _______ to request accommodations that will make activities and information 
resources accessible to you.ò 
 
Facility & Environment 
 
__ Is the location and environment for this event inclusive of people with disabilities, racial/ethnic minorities, 
genders, age, and various cultural and religious groups? 
 
__ Are all areas of the facility considered accessible for people with physical disabilities-- including parking, 
pathways, entrances to the building, restrooms, and the room itself? Note grassy or unpaved courtyards are 
not accessible. 
 
__ If food is being served at this event, are there options for those with dietary considerations; i.e. vegetarian. If 
the event is scheduled during a time of religious fasting, consideration may need to be made regarding not 
serving food. 
 
__ Is the lighting adjustable in this location? 
 
__ Is the sound adequate for the purposes and attendance at this event? 
 
Information & Programming 
 
__ Is all information presented at this event inclusive to diverse groups with respect to race, religion, gender, 
culture, age, and disability?  
 
__ Is all printed information presented at the event available (immediately & timely) in alternate formats such 
as large print, Braille, and electronic text? 
 
__ Will the information presented at this event be done so using both visual and auditory communication 
styles?  
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__ Is there an anticipated need for interpreters or transliterators (i.e. ASL, foreign language). If so, have 
arrangements been made? 
 
Technology 
 
__ Is all technology inclusive to diverse groups with respect to race, gender, culture, religion, age, and 
disability? 
 
__ Is there a need for disability related assistive technology to be used for this event (i.e. enlarged print, screen 
readers, FM systems)? 
 
 
Use your campus resources. 
Commuter Life and Diversity Programs 760-8633 
Dean of Students 760-8521 
Disability Services 760-8427 
Office of the Chaplain 760-8346 
Office of International Programs 760-2307 
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CONVERSATION / FIRE PIT REQUEST FORM 

 
Name of Organization/Department :________________________________________________ 
Person Submitting Request:______________________________________________________ 
Phone # _________________ Email: ______________________________________________ 
Date of event:_____________ Event start time:____________ Event end time:_____________ 
 
Process of Reserving Pit:  
Please obtain signatures listed on the bottom of this form. Once you have obtained all signatures, please 
submit this form to Facility Services at least two weeks prior to the event in order to be considered for approval.  
 
Public Safety Regulations:  
1. The fire cannot be lit or must be extinguished if the winds exceed 10 miles per hour. Please call Campus 
Police the day of your event to confirm the fire can be lit and there are no burning restrictions in place.  
 
2. The built fire can be no larger than five (5) feet in diameter and three (3) feet high.  
 
3. The fire cannot be left unattended.  
 
4. Hoses must be present at the site and tested for water flow before the fire is lit.  
 
5. Campus Police (760-8888) must be called at the beginning and end of the event.  
 
Other Conditions:  
1. A representative from the sponsoring group must meet with the grounds manager prior to the scheduled 
event to be briefed on proper procedures. 
 
2. The sponsoring group is responsible for lighting and extinguishing the fire.  
 
3. The fire must be extinguished by 10:00pm and the area completely clean and cleared by 10:30pm.  
 
4. Damages and fees resulting from a failure to follow these regulations will be the responsibility of the 
sponsoring group.  
 

I have read and understand the Conversation / Fire Pit Policy and Reservation Form. I assume 
responsibility and agree to the regulations and conditions.  

 
___________________________________________________________   ____________  
Signature of Representative from Sponsoring Group     Date  
 
 
___________________________________________________________   ____________  
Signature of Campus Police Representative (919)760-8888   Date  
 
___________________________________________________________   ____________  
Signature of Grounds Manager (919) 795-4476     Date 
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Meredith College 

Green Event and Program Guide 
 

 
Consider the following tips on how to reduce the carbon footprint produced by your event:  

 
For event promotion:  

 Print all publicity materials on recycled content paper. All colored paper in the Copy Center is 10-30% recycled 
content. Ask for recycled content white paper.  

 Also print on both sides of the paper.  

 Barefoot Press is a great local, eco-friendly printing company if you need more service than the MC Copy Center: 
www.barefootpress.com/products.php. If you choose to print with a document service outside of the Meredith 
College Copy Center, choose one with the option to print using soy or vegetable-based inks if possible.  

 Avoid printing full brochures to hand out. Instead, direct event participants to an event website with detailed 
program information.  

 When printing signage/posters, do not include dates so that these items can be reused. If a date needs to be 
included, try laminating the signage/poster with a blank space where you can write over the lamination with a 
visa-vi water soluble pin. This gives you the opportunity to use the signage/poster again since the date can be 
erased and changed.  

 Also, reduce the margin size on your documents. See http://changethemargins.org/ for more info. 

 Publicize your event via e-mail and internet rather than handing out flyers. Also try publicizing in person by 
walking around campus and spreading event details by word of mouth. You can direct event participants to the 
event website for further details.  

 If your event requires pre-registration, ask participants to register online rather than through a sign-up sheet. 
You can also bring a computer with you and have participants type in needed information on the computer 
rather than writing it down on a sign-up sheet. Confirm event registrations via e-mail.  
 

During the event:  
 If you have to post flyers, post only a few copies of important event information in public areas to avoid making 

photocopies for each event participant. And remember the tips above for creating flyers which can be reused 
another time.  

 If participants need name tags at the event, you can either: cut out squares for name badges from used 
cardboard boxes, which can be recycled after use, and use string or yarn which can be re-used at another event 
to hang the cardboard badges from each participants neck, or you can use reusable plastic name badge holders. 
Then collect them at the end of the event for reuse. Adhesive-backed disposable name badges cannot be 
recycled or reused.  

 Use dry-erase boards or chalkboards instead of flip chart paper.  

 Encourage speakers/facilitators to prepare PowerPoint presentations and put useful information onto an event 
website for reference use instead of using handouts.  

 If attendees would like copies of specific handouts or transcripts, provide these via e-mail or post it on the event 
website.  
 

For theme s and decorations:  
 For centerpieces and other event decorations, use objects and materials that can be used again for various 

settings. Potted plants work well for this as they can be used over and over.  

 If centerpieces or decoration items are not reusable, consider donating them to a local charity or sharing them 
with other clubs and organizations to use for their events.  

http://www.barefootpress.com/products.php
http://changethemargins.org/
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For food and Dining:  
 Ask participants to bring their own mugs and utensils to the event, or use the Meredith College Catering 
{ŜǊǾƛŎŜΩs reusable china.  

http://www.campusdish.com/NR/rdonlyres/346E8843-A806-447C-B226-03A3E91FF968/0/Meredith_Catering_final.pdf 

 Serve beverages in bulk coolers and pitchers instead of individual beverages in cans and bottles.  

 Eliminate excess packaging. Avoid box lunches, condiment packets, flatware packets. Instead, serve in large 
serving containers. Offer snacks that are served in bulk (not individually packaged). Trail mix, whole fruit, 
cheese, crackers, bagels, cookies, etc. are all good options.  

 Serve bite-size or finger foods. These items require no utensils.  

 Avoid use of unnecessary products such as coffee stirrers, straws, paper doilies, and toothpicks.  

 Use cloth napkins and tablecloths for meals. Wash and reuse. 

 To avoid excess waste, accurately estimate attendance. Over-ordering can create unnecessary waste. 

 Purchase in bulk. Try the bulk bins at Whole Foods. 
 

Resource Recovery 
 Compost food waste!! When ordering tables and trash receptacles for an event, also order recycling and 

compost bins, available through Patty Blackwell, 919-760-8560. 

 Place compost and recycling containers next to trash receptacles for easy accessibility. 

 During event announcements, remind participants what and where to recycle.  

 Bring containers from home to pack up leftover food. 

 Donate excess food to local food banks and shelters. The Raleigh Rescue Mission accepts many things.  
Raleigh Rescue Mission  
http://raleigh-rescue.org/ 
314 E Hargett St  
Raleigh, NC 27601 
phone: (919) 828-9014 

 LŦ  ȅƻǳ ŘƻƴΩǘ ǳǎŜ ƻƴ-campus caterers, use caterers that commit to using local and organic foods: 
o Irregardless Cafe & Catering, 901 W Morgan St, Raleigh, NC - (919) 833-8898 
o Lilly's Pizza, 1813 Glenwood Ave, Raleigh, NC - (919) 833-0226 
o Zely & Ritz, 301 Glenwood Ave # 100, Raleigh, NC - (919) 828-0018 
o Whole Foods Market, 3540 Wade Ave, Raleigh, NC - (919) 828-5805 
o The Mint Restaurant, 1 Exchange Plaza, Raleigh, NC - (919) 821-0011 
o Earth Fare, 919.442.1223, www.earthfare.com  
o CƻǎǘŜǊΩǎ aŀǊƪŜǘ, 919.489.4114, www.fostersmarket.com (local foods upon request)  
o Saladelia Café, 919.489.5776, www.saladelia.com  

 Serve fair trade coffee.  
Royal Bean Coffee House, (919) 834-2326 
3801-137 Hillsborough Street 
Raleigh, NC 27607   
*Fair Trade and Rainforest Alliance Certified > http://www.royalbeancoffeehouse.com/ 

 For more info on Fair Trade and the Rainforest Alliance Certification go to: 
 http://www.transfairusa.org/ ; http://www.rainforest-alliance.org/certification.cfm?id=main 

 If serving box lunches, request that they are packaged in recyclable containers, and then actually recycle or 
compost them!  

 Ask food vendors and caterers to use durable serving ware. If china and silverware are not available, 
disposable/recyclable products should be biodegradable (paper, corn-based, wheat-based, etc.). It will send a 
valuable message to participants.  

 To be sure that vendors comply with earth-friendly requests, consider including such language in event 
contracts. 

 

http://www.campusdish.com/NR/rdonlyres/346E8843-A806-447C-B226-03A3E91FF968/0/Meredith_Catering_final.pdf
http://raleigh-rescue.org/
http://maps.google.com/maps?f=q&source=s_q&hl=en&geocode=&q=organic+restaurants+in+Raleigh,+NC&vps=1&jsv=160f&sll=37.76108,-122.435589&sspn=0.12621,0.30899&ie=UTF8&latlng=35781509,-78656230,17871882825529187038&ei=lhMgSrl9h841lcjx5wY&cd=7
http://maps.google.com/maps?f=q&source=s_q&hl=en&geocode=&q=organic+restaurants+in+Raleigh,+NC&vps=1&jsv=160f&sll=37.76108,-122.435589&sspn=0.12621,0.30899&ie=UTF8&latlng=35805141,-78646636,5456628931513182975&ei=lhMgSrl9h841lcjx5wY&cd=9
http://maps.google.com/maps?f=q&source=s_q&hl=en&geocode=&q=organic+restaurants+in+Raleigh,+NC&vps=3&jsv=160f&sll=35.833958,-78.733177&sspn=0.129427,0.30899&ie=UTF8&latlng=35784585,-78647982,8867062820435064620&ei=GBUgSvuOGoXQM9Hv3K0G&cd=11
http://maps.google.com/maps?f=q&source=s_q&hl=en&geocode=&q=organic+restaurants+in+Raleigh,+NC&vps=5&jsv=160f&sll=35.833958,-78.733177&sspn=0.129427,0.30899&ie=UTF8&latlng=35777655,-78638714,10947422386478892993&ei=vxUgSsaHG6XYMdCS6McG&cd=40
http://www.royalbeancoffeehouse.com/
http://www.transfairusa.org/
http://www.rainforest-alliance.org/certification.cfm?id=main
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 If you are buying the food for the event yourself, be sure to check packaging carefully and buy as much local 
product as you can. Try to buy food with the least amount of waste packaging as possible. Consider shopping at 
ǘƘŜ b/ {ǘŀǘŜ CŀǊƳŜǊΩǎ aŀǊƪŜǘΦ  

 

Energy Conservation:  
 Seek out naturally lighted meeting rooms or outdoor spaces to conserve energy.  

 Consider turning out some portion of the lights in the room.  
Make sure all machines and equipment are turned off after your event.  

 Use on-campus caterers or those within a 20 mile radius (or less) to reduce gasoline use during delivery.  

 Encourage participants to carpool to the event!! Post a ride-share page on your event website so participants 
can coordinate rides with each other. The site below is a great one to use. 
http://www.erideshare.com/  
 

Education  
 LƴŦƻǊƳ ǇŀǊǘƛŎƛǇŀƴǘǎ ƻŦ ȅƻǳǊ ŀŎǘƛƻƴǎ ōȅ ƛƴǎŜǊǘƛƴƎ ŀ άǘƘƛƴƪ ƎǊŜŜƴ ŀǘ aŜǊŜŘƛǘƘέ ƛƳŀƎŜ (available at 

www.meredith.edu/sustainability) and describing your green efforts. 

 Make an announcement at your event acknowledging what you did to make your event green, and thank your 
committee for their help.  

 

ADDITIONAL RESOURCES: 
 
Amazing Recycled Products  
www.amazingrecycled.com  
 
BioCorp, Inc. ς biodegradable plastic tableware and 
biodegradable bags  
www.biocorpusa.com  
 
Direct Access International ς 100% recycled content 
apparel and accessories  
www.directaccessintl.com  
 
Environmental Protection Agency ς Green Conference 
Initiative  
www.epa.gov/oppt/greenmeetings  
 
Rainbow Eco Specialties ς promotional product made 
from recycled materials www.ecopromo.com  

 
 
 
 
Green Home Environmental Store 
http://care2.greenhome.com/products/office 
This site has great writing utensils made from recycled 
or biodegradable materials along with countless other 
wonderful eco-friendly products.  
 
Recycling Advocates ς Recycling at Your Event  
www.recyclingadvocates.org 
  
TS Designs - for eco-friendly t-shirts 
http://tsdesigns.com/ 
 
Other Sources:  
      Duke University Green Event Guide 
      Google restaurant locator 

 
 
 
Green Event Guide compiled by: 
Adair Mueller, Meredith College 
Sustainability Intern 2009 
muellera@meredith.edu 
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