How To Establish Your Own ..

STUDENT .9/
GROUP Qe s
CENTRE

A CENTRAL FACILITY FOR ALL CAMPUS
STUDENT GROUPS TO USE. THE CENTRE ...

-LOWERS GROUPS’ OPERATING EXPENSES
= CENTRALIZES RECRUITMENT EFFORTS

- PROMOTES COLLECTIVE EVENTS

- ENHANCES COMMUNICATIONS AND

- FOSTERS COOPERATION | COMMUNITY




STOP ! T

LOOK,

LISTEN

Catch students’ attention! Our

e A2 N : 11193 A is just 1/10™ the cost of the traditional,
convention-style exposition booth, but is just as effective.

Its made of hard press wall sections so its durable', light weight and
portable. Be seen in a more professional light, without investing
thousands. Available through the UMSU Student Group Centre for only
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T0: ALL STUDENT COUNCIL LEADERS RESPONSIBLE FOR STUDENT GROUPS
ALL CAMPUS STUDENT GROUP EXECUTIVE MEMBERS
ALL EXECUTIVE DIRECTORS OF STUDENT AFFAIRS/STUDENT LIFE

RE: REVITALIZING STUDENT LIFE ON YOUR CAMPUS

Dear Colleagues,

A focus for gudent group activity on campus ... a communication headguarters to quickly contact
campus groups ... an administrative bee hive stocked with ALL standard office resources ...
a production mill io create wonders and a coordinator to bring it all together for the sudents of your
campus. In a nut shell, these statements capture the essence of the UMSU Student Group Centre,
an inexpensive, creative solution for servicing campus student groups.

Since attending both the Canadian Student Services Conference (CSSC'90) and the American
National Conference on Student Services (NCSS "90), I have received several requests for information
regarding the Student Group Centre concepi.

The following report (manual) walks readers through the development stage of preparing a proposal
to build a Student Group Centre. The report is supported by three (3) additional documents, one
of which is appended. The report, along with the appended 1991-92 Budget, the Guide to UMSU
Recognition and Benefits and an issue of THE STUDENT GROUP TIMES, provide the readers with
a variety of ideas and examples that they may use to develop their own Centres.

The services suggesied in the appendix are independent of one another. Therefore, the development
of your Centre may be as fast (or slow) as your financial and space constraints permit. Large
institutions with available resources and a high need for the Centre may be able to support all the
ideas suggested (and more) in their first year. More moderate universities may choose to develop
their Centres at a slower pace. THE CHOICE IS YOURS!!!

It is my sincerest wish that each campus may find the space and resources to establish a Student
Group Centre. The benefits that such a Centre can provide your students are invaluable and the
results will make themselves readily apparent as you witness the fast paced expansion of your
campus student group network.

Academic, Cultural, Recreational, Political and Religious groups alike will find that the Centre’s
resources help their group run more efficiently, aid in the success of events and effortlessly attract
new members. Efficient operations, successful evenis and more members -- what else could be better.



The beauty of the Cenire is that its growth rate is flexible and controllable. Your Centre may even
SAVE your organization money by administering your present programmes for student groups in a
more cost effective manner.

I hope you will find the ideas presented thought-provoking, if not enlightening. After you have read
this report, please feel free to capy it in its entirety (or in part; double-sided) and pass it on to a
colleague who may also be interested in the concept. I simply ask that this report and its supporting
documents are not sold; I wish for them to be circulated freely.

The report has been prepared for a seminar at NCSS'91. It may still contain textual and
typographical errors. For this I apologize, but I would appreciate your assistance in locating such
errors and inconsistencies. If you have any questions or contributions regarding the contents of this
publication or the development of the SGC concept, please write the UMSU at the above address.
You may address the inguiry to myself until April *92 and thereafter, to the current Director of
Student Services or the Student Group Centre Coordinator.

“""“\,é:r

Jefff Hurst
Director of Student Services, 1990 - F
Vice President of UMSU, 1989 - 90

L PLEASE RE ADVISED THAT THE AUTHOR IN NO WAY CIAIMS OR INTENDS THAT THE INFORMA TRON FOUND IN THIS REPORT BE
APPLIED DIRECTLY TO ANT GIVEN CAMPUS ENVIRONMENT. FACTS, FIGURES AND POLICIES VARY FROM LOCATION TO LOCATION,
READERS ARE RESPONSIBLE FOR APPLYING THE INFORMATION FOUND WITHIN THIS REPORT TO THEIR OWN SITUATIONS WITH
DUE CARE AND CAUTION FOR THEIR LOCAL ENVIRONMENTS. ANY DEVELOPMENT ENCOURAGED ANT SPONSORED BY THIS MANUAL
B INTENDED TO BE APPROVED AND SPONSORED BY THE HOST ORGANTZA TN OF THE DEVELOPER.

i THE UNIVERSITY OF MANITOEA IS LOCATED ON THE SOUTH SIDE OF WINNIPEG IN THE PROVINCE OF MANITOBA, CANADA. ITS
STUDENT POPULATION IN 1971 5 APFRONIMATELY 23,000, THE UafM STUDENTS' UNION I3 FROUD TO SPONSOR THE CENTRE'S
EECOND YEAR AND 5 VERY PLEASED WITH ITS SUCCESY.

UMEY COLLECTS APPROXIMATELY $580 00000 YEAR IN STUDENT FEES, HAS CAMPUS CORPORATE EARNINGS (NET) OF NEARLY
E300,000.0TEAR AND RETURNS AFFROXTMATELY 575000000 TEAR DIRECTLY TG THE STUDENT BODY IN TERMS OF SERVICES,
FPROGRAMMES AND ADVOCACY.

SHOULD YOU ENDEAVOUR TO DEVELOP A CENTRE AND RUN INTO
PROBLEMS, PLEASE CONSIDER THE CONSULTATION SERVICE OFFERED
BY THE AUTHOR. IT’S REASONABLE & WILL SAVE YOU TIME & MONEY

DO NOT WASTE YOUR TIME "RE-INVENTING THE WHEEL"!!!
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THE STUDENT GROUP CENTRE 2

THE NEED FOR SOMETHING NEW

For many years, UMSU has maintained a policy of Recognizing and supporting campus student groups
which enhance campus life for the students. Such groups normally promote Academic, Recreational,
Political, Cultural, or Religious pursuits.

Prior to the Fall of 1990, UMSU failed to be able to adequately satisfy the needs of its Recognized student
groups. Recognition is UMSU's way of acknowledging that a group has a role to play on campus and that
the Union is willing to help the group fulfil its role. Unfortunately, even though the number of groups
seeking Recognition dwindled during the 1980°s, UMSU remained unable to appease their collective
demands. Grant money and campus office space were the biggest demands of the groups. Since UMSU
could not fulfil the groups’ demands, these two issues, coupled with ineffective regulations, became the
greatest barriers between UMSU and the groups it strived to serve.

Over the years, programmes were developed to satisfy the groups’ demands. The Special Event Fund was
established to stimulate and subsidize campus events hosted by the groups. Office Space Allocation
policies were developed and General Services were implemented to help the groups operate efficiently.
Even with set programmes in place, UMSU found itself drowning in a sea of controversy and conflict
because the demand for programmes was far beyond what the Union was able to support.

It became evident that the state of imbalance which existed between supply and demand of programmes
(services) was not going to be satisfied by UMSU's conventional line of thinking. As the “old’ had proven
itself to be ineffective, UMSU started to look for something new. At the Canadian Student Services
Conference, CS5C"89, UMSU became aware of the Club Centre concept through casual conversation with
some of the delegates. With the seed planted, UMSU started to develop what would become known as
The UMSL Student Group Cenire.

WHAT IS A STUDENT GROUF CENTRE

The Student Group Centre (SGC) is a facility which offers resources, information and support programmes
for campus student groups. The UMSU Centre is set up in two major components.

The first component’s goal is to improve communications among a variety of bodies including: the groups,
the students, UMSU, the University, outside organizations and the media. Pamphlet racks, notice boards,
mail services, telephone messaging and a very informed and friendly Coordinator are all tools the Centre
uses to ensure information can easily travel from party "A" to party "B". Typical information includes
recruitment literature, event preparation documents, meeting times/minutes and daily group
administrative information among group Executives. Most of the above activity occurs in the front area
of the Centre, in its lobby and around the reception desk.

The second components’s goal is to provide the group leaders with the resources and support
programmes they need to be as effective as possible while discharging their duties. A well-equipped
common office and a reference library, complimented by targeted funding (grants) programmes, comprise
the main features of this second component. By designing the second component of the Centre to meet
the needs of the groups’ leaders and activists, the group as a whole becomes more productive and efficient
resulting in long term, successful groups.

Physically, The Centre is simply an enclosed area approximately 30 feet wide and 40 feet deep. It is has
a very wide entry with a sliding door. The entrance is always left wide open to be very inviting, ensuring
new students know they are welcome. se ine appanded bedgs for a listing of the Cervirr's services, Their objectives, fautures nd Isvenioe.
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WHY DOES ANY CAMI'US NEED A STUDENT GROUF CENTRE

The Centre has proven lself to be a most effective way of distributing benefits to legitimate student
groups and attracting new students to the student group network. Many campuses offer groups benefits
in some manner, but they are normally administered by part time or term appointed or elected officers.
The difficulty with having part time or term officers administering a programme directly is that they
require too much training time to become truly familiar with their responsibilities. As such, they often
make changes before they fully understand the intent and purpose of the programme. By having a full
time, permanent Coordinator, the groups can establish tes with you, the host organization, which can last
four or five years, rather than one. Further, the Coordinator offers an effective means of relaying
background information to new officers and educating them in the current methods of fulfilling the
Centre’s role.

One point which needs to be highlighted is the issue of offering groups PRIVATE OFFICE SPACE. Prior
to the opening of the Centre, UMSU was inundated with requests for private/semiprivate office space.
The Centre alleviated much of the demand by offering a valuable alternative to their request, the common
space. Most groups found the resources of the common office more valuable than the simple privacy of
an office. This is just one example of how the Centre can meet the collective needs of the groups by
offering a service in an alternate and effident way.

The value of the Centre can also be seen in terms of its effect on the growth of the student group network.
By establishing a well planned Centre, the host organization helps the groups run better and channel new
students to the groups. As a result, the groups build their memberships and are able to take on larger and
larger projects. Groups with sufficient volunteers and effective leadership tend to remain active. The point
is, the Centre helps each group develop. As groups develop they take on more students and serve more
students through campus events and activities. Collectively, the groups can be called a NETWORK, a
network vital to enhancing and sustaining student life. The size of the network reflects the number of
students being served by the Centre and should be kept in mind when questioning the cost related to the
operation of such a facility.

Once the value of the Centre becomes common knowledge and the network begins to build, the host
organization can tap into this network when it is time to show the students’ solidarity at underfunding
protest rallies and similar student demonstrations. By having the infrastructure in place, student leaders
organizing an event, can easily inform and encourage groups (and all their members) to attend, quickly
increasing the events participation level,

In short, the Coordinator strengthens the host organization’s ties with the student groups and provides
a buffer to the problems associated with ever-changing executive leadership, The Centre provides a central
focus and an infrastructure for groups to utilize, In doing so, the host organization can operate a
consistent, efficient and effective support programme for all of its campus groups.

The following information s intended 1o be a stimulus for aeative thought In proposil development; it is not the coe and only
formule for 2 sucamssful Studeat Group Centre. The poal of information on services, programmes and administrative procedures
is to be read and acknowledged as o guide. The information is provided 1o help student leaders recognize the inherent value of
foatering student life with their own campus Centre, Each lesder developing their own Cenire In & unique style, to meet the needs
of their own campus community,

Mosl of the ideas presenied can be execuled independenily, that ls they may be implemented on their own or In conjunction with
one, some of all of the other ideas presented. This allows the host organization, be It the University or the students’ assodation, o
develop their Centre 5t @ pace compatible with the finandial, space and policy constrints of their campus. It also allows the host
organisation to experiment with the initial concept and assess the net need on the campus for such a facility and the services it may
provide. Collecting data based on the demand for services over & set period of time, (say one year), is often a good way to propose
end Justify expansion of such a facility,
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Once your organization has evaluated the current environment, it must then ask itself at least four
questions:

1. "IS THERE A NEED FOR CHANGE?", if so

2. "WHAT ARE THE MOST SEVERE PROBLEMS?", summarize them

3. "CAN THESE PROBLEMS BE ALLEVIATED BY DEVELOPING SOLID GROUND RULES?”

4. "CAN SOME FORM OF STUDENT GROUP CENTRE HELP TO ALLEVIATE THESE PROBLEMS?"

If you answered number three (3) with "I think so” or "yes" but found a solid "No" dribbling off your
tongue for question number four (4), STOP READING THIS MANUAL! and review its supporting
document, “UUMSU’'s HANDBOOK FOR RECOGNIZED STUDENT GROUPS". You may find it of greater
value at this time, However, hold on to this book, you may be reading it again!

If you answered question four (4) with anything less hopeful than "l don't know?", stop reading. If you
did answer "yes”, "maybe" or "I don’t know", read on you may be pleased with what you find.

DEVELOPING A SOUND PROPOSAL

Once your organization has evaluated the current practice of delivering services and has defined the main

obstacles, you must start planning a workable solution. g

UREAM A LTTTLFE

Step one is easy and fun. Dream 2 little, BRAINSTORM! Compile a list of ALL the potential services that
your organization may support. Use the Budget in the appendix of this manual as a source of inspiration,
review the input provided by student group leaders and talk to University personnel who work with
student groups.

Forget about how much it costs, forget about University regulations, physical constraints and all restrictive
factors. Marvel at a growing list of services being tallied. Say yes to every demand any group has ever
conjured up, list them down under the heading * YOU GOT IT, BUD". Get a real feeling for what can be
offered if you were to work in a constraint free environment.

SCRATCH DOWN EVERYTHING THAT YOU CAN THINK OF THAT YOU BELIEVE
THERE IS A NEED FOR ON YOUR CAMPUS.

Enjoy the pleasure of saying "YES, YES, YES!!!!" and use that as your motivation not only to resalve the
current problems, but to establish an infrastructure to ensure ongoing, long term support for the groups.
If you work through this manual you will soon be saying "YES!" to the student group leaders requests
and satisfying their needs. You will be offering services that just could not be offered before.

Type the list in alphabetical order. This will help you keep track of everything on your "DREAM LIST".
(You may want to read ahead a little before you start typing) ~
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SET OF THE CENTRE

Now that you have assessed the past and you have seen the future (with a little bit of dreaming), you
need to set the GOALS of your Student Group Centre. WHAT DO YOU WANT TO ACHIEVE BY
BUILDING THIS CENTRE? Define the needs it may fulfil and the role it is to play on your campus.

Through its review of the historical demands of the groups, UMSU defined the following goals for the
UMSU Student Group Centre.

1. To provide a functional, open office environment stocked with all the necessary office
‘amenities which the groups may need and collectively share,

2 h}mﬂsnmmmwﬂmﬂﬁtmﬂrumﬂmw

mﬂe ﬂdﬂmﬂ TESOUICEs equipment help the groups operate
> ;Tﬁ . To gre: "'mhwmmhtm}:lmmddm hg

4 "hpmﬂe a central, high profile campus location:

-hm the groups to the average student for recruitment purposes and /or
to profile upcoming events.
- to be reasonably close and accessible to all schools, faculties and residences.
- where University personnel and outside agents can readily contact all groups
for business purposes or media coverage.

5. Toprovide general promotions and facilitate collective events to aid in the groups’ efforts
'hmﬂhgmmmdiwhu&ngcm events

6. To help group leaders develop strong leadership skills.

7. To aid in the annual changeover of group leadership and the transfer of information
pertinent to the groups’ long term success.

The above stated goals of the Centre were foreseen to reduce the demand for semi-private office space
by offering the groups more office resources in lieu of complete office privacy. Further, the goals were
foreseen to reduce the operating and activity expenses of the groups by providing many of the resources
the groups’ leaders would require to operate efficiently. Providing such resources collectively removed
a significant amount of burden from the UMSU by satisfying a large component of the groups’ traditional
(funding & space) demands.

Based upon the goals that you have developed, will this Centre benefit your groups and foster a sense
of community on campus? Will achieving the goals satisfy the demands placed on your organization? If
50, how will you actually achieve the goals? ..  You will achieve the goals you have set by offering
practical, desired services and opening stronger, bilateral channels of communications.
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SELECT THE SERVICES

Once the assessment has been compiled, the "Dream List” has been brainstormed and the goals of the
Centre have been defined, you must start to consider the kinds of services that the Centre should first
offer. Take your "Dream list". It is time to bring reality into the picture, Establish, to the best of your
ability, the constraints that you'll be working with to establish this Centre and every service it will offer.
MONEY, SPACE, DEMAND, IMPACT, UNIVERSITY REGULATIONS, are most likely the big five (5).
(IMPACT is simply the number of students being served, either through groups or individually.)

At this stage it is convenient to consider all the constraints except money and space. This method of
approach is based on the belief that should a service be deemed to be of value to the students:

1. Money may be reallocated or generated to finance it, and
2.  Space can be shuffled or otherwise made available to house it.

One can extend this argument to University Regulations and
attempt! to change policies which constrain your objectives,
but for this discussion we will not discuss such endeavours, .

One way to complete this exercise is to type your Dream List up in 2 table like the one shown on the
following page.

In addition to your Dream List and its constraints, you will have to consider the constraints imposed upon
the location, size, and quality of the space which will house your Centre. Notwithstanding, one must
know the potential space needs related to the services to be offer both initially and in the years to come,
before one can look for a space. A little like the chicken and the egg scenario, isn't it?

Constraints on the space to house the Centre will be considered later,

Once you have entered the services, space needs, expected impact and constraints into your chart, you
will have to priorize each service based upon its inherent value and potential for implementation. Use a

because this is not a one shot deal. To begin, try grouping services based in broad categories, such
as: HIGH, MEDIUM, FAIR, LOW and NO VALUE. Or you could assign them a value from one (1) to ten
(10), and then group them. Once you have made some initial groupings, repeat the process within each
group, until each item in each group and sub group can be placed in an ordered list of descending value

(priority).
REMEMBER, DO NOT CONSIDER COST OF DELIVERY OR SPACE NEEDS

Label your most valuable service number one (1) and continue down your list of "n" services to your
lowest priority service, number "n’. Enter the services” priority numbers in the chart. T will now refer to
this listing as your WISH LIST, as you always wish for the best things first.

DO NOT DELETE ANY SERVICES AT THIS POINT,
YOUR WISH LIST IS SIMPLY YOUR DREAM LIST IN A NEW ORDER.

The Wish List now reflects your organization’s will, with neither money nor space issues constraining
your objectives. Record and file this list, it will prove to be useful as time marches on in two (2) ways:

1. It will serve as a source of well thought out services that the Centre may undertake given time.
2. It will serve as a tool to monitor the growth of the Centre and the changing needs of both your
groups and the students being served.
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MONEY, MONEY. MONEY

It is now time to find out how big of a dreamer you really are. For each service on your WISH LIST,
research its cost of delivery. That is, find out how much each component or feature of each service costs
and whether revenue can be generated from it through group (or student-at-large) user fees. Earmark
features of the service which could be eliminated, should the bottom-line be excessively large. Should you
reference the budget appended to this document for dollar values, keep in mind that the amounts shown
are in 1990 Canadian Dollars in the context of a Canadian economy, adjust your values accordingly.

Retain the information you compile, it will be useful in writing up the annual operations budget
for your Centre.

Enter the net subsidy (or profit) for each service in the chart. To provide a rough value index, divide the
dollar amount in each line (profit being negative) by the number of students served. This will give you
a cost/benefit ratio in terms of dollars /student. Although, such an index should not be used as the only
indicator, it is useful in re-priorizing your services to reflect what you can afford.

It is important to realize that your Centre does not have to open with every single service that you have
managed to compile, The Centre needs to grow and change, to do this freely it cannot be bound by tight
fiscal margins. When considering your cut off point, ensure that sufficient funds remain available for
unexpected expenditures. Sound budgeting is still at best an educated guess and erratic expenses do arise.

Remember,  the beauty of the Centre is that most services are independent. This means that the Centre
can start by offering a few vital services and grow a little each year incorporating new
and perhaps more elaborate services. It is very easy to introduce a new service for the
groups to use; HOWEVER it is not always as easy to discontinue a service. This seems
to be especially so with well used, but heavily subsidized services. Groups may object
strongly to such cuts. Such negative movements should be avoided.

You may wish to repeat the priorization process at this point, or evaluate the space needs of each service
and introduce this factor into your priorizations, It is recommended that you first re-priorize based on the
cost of delivery alone. Let us call this list "FRED". Note: Should a low priority service make money, it
should be offered in the Centre provided there is sufficient space, The Centre needs to generate as much
revenue as possible to become self-sufficient and free subsidy politics.

55 %
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WHERE TO HOUSE THE CENTRE: SPACE NEEDS

The final step assesses the physical space needs of each service. This is a more difficult task and is best
performed with scaled drawings and scaled cut-outs to represent each service (where applicable).

Once the square footage of sach required by each service is determined, enter the amount in your chart.
You may wish to get a "ball park" figure of your space needs by simply adding up all the values entered
in the chart under "space needs".

Hopefully by this point of the process, you will have some idea as to where your organization may house
the Centre. Foregoing the constraints of actually using the space (to be discussed later), draw a rough
sketch of each potential facility. Detail every significant change in perimeter wall space and record
permanent fixtures, such as non removable walls and columns. Pick up a measuring tape and record the
relevant dimensions. Draw up a scaled floor plan for each potential location. Prepare scaled cut-outs of
the major furnishings and equipment for the Centre, such as desks, chairs, filing cabinets, computers,
printers etc. If you can prepare your cut outs using the sticky end of a "Post-It" scratch pad, you will find
it very easy to alter and set your designs many times. Play with the models. Determine which facility
would best serve the role of the Centre and which services could be offered. (This may seem like a lot of
work, but its a lot easier than moving furniture around). Use this information to re-priorize "FRED" and
compose your final ordered list of services.

You now have developed a list of services which you can offer in a designated facility given a sum of
money. The only remaining direct variable, with regard to the services, is the money. The size of your
overall subsidy will dictate how far down your list you get and the extent to which each service will be
offered, that is to say, the scope and quality of your services.

- e i P

At Alumni House you can ...

* hold a meeting
¢ have a reception
* buy a University tie
* order a University watch
* jnsure your house or apartment
* pay your autopac
We're open 8:30 to 4:30 Monday to Friday
180 Dafoe Road Telephone 474-9946
Next door to Tache Hall

The Alumni Association of the University of Manitoba
Congratulates the SGC on their 2nd Year.
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pH}KSICfi L CONSIDER4 TIONS EQUIPMENT AND SPACE

EQUIPMENT AND FURNISHINGS

Equipment and furnishings will make up the largest component of your start up costs, provided you do
not have to rent or purchase floor space. To provide the reader with an indication of the equipment
housed in The UMSU STUDENT GROUP CENTRE, the Centre’s inventory has been detailed in the
attached budget, service by service. Items are detailed in the "Inventory” clause and their collective capital
costs are stated in the "Budget” clause for each service.

Again, realize that all the equipment and furnishing mentioned are not set in stone, nor are they a
requirement for your Centre. Your organization can start out with a minimum number of items and add
to your inventory as time and finances permit.

ACQUISITION TECHNIQUES
DO NOT ATTEMPT TO PURCHASE ALL THE EQUIPMENT NEW!!

The cost of items required to set up a new office environment as well as a reception area and
poster/ pamphlet display are staggering if you buy them new. This is where you have to get creative and
use the resources of those around you, namely the University.

Nearly every faculty on our campus had a storage room with old office furnishings that had not been
used in years. A little sweet talking with the Dean and acknowledgement of their donation in the Centre
can go a long way to furnishing the Centre with desks, chairs, pamphlet racks, notice boards and filing
cabinets, Chances are you can accumulate much of your furmnishings in this way. Check with your
Admissions Office or High School Recruitment Office to see if they have an old convention style display
system you can have or purchase. Such freestanding display units make excellent notice boards if your
Centre has little wall space. Unfortunately, office equipment like typewriters, staplers and holepunches
are usually useless when they are tossed into a storage closet, so such items require a slightly different
angle, you have to buy them.

Should you wish to offer equipment such as computers, one method of acquisition is to upgrade the
computers in a different area of your organization, and transfer the older equipment to the Centre. Of
course, this method only deflects the cost of setting up the Centre lo other departments but can prove
useful. Further, this method only works if your organization has the equipment and money to upgrade.
Its more or less a sneaky budgeting move to lessen the capital cost of seiting up the Centre. Do not
discount the University’s ability to help you out with computer equipment. Normally, Computer Services
is constantly upgrading computer labs. Work with your administration to see if there is a possibility of
the University donating some computer equipment to your Centre.

Lastly, provided you have the money, you can buy what items your lacking; but before you buy them
new, check out the second hand office supply stores.
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FINDING A GOOD LOCATION

Before you start looking for a space to house the Centre, you must have a rough idea of how much space
is required, The required space will be a function of the number and types of services the Centre is
expected to initially offer, with some extra room thrown in for future growth,

It is assumed that you have gone through the priorization exercise detailed in depth earlier in this
document to assess the space each service requires. Add to the number you determined, a reasonable
square footage for isle lanes, the lobby, reception area and the Coordinator’s office. Multiply the total
required floor space by 15% to allow for potential growth. Now, go look for a space to meet your needs.
Take note that the lay out of the floor plan will dictate the actual usefulness of the space as a whole. One
must keep the dimension of the furnishings and equipment in mind while hunting for a space. As an
example, review the UMSU Centre’s floor plan on the opposite page.

Of course, the above considerations are only valid if you have the luxury of more than one location lo
choose from. A key factor in selecting a room is its proximity to active facilities and its relative position
to the faculties. There is little point in setting up a Centre that is difficult to find, hard to get to and/or
not deadly obvious to the average student.

The Centre should be housed in its own individual space in a high traffic corridor on campus. If your
campus has an area reserved for businesses such as the Bookstore, pub or cafeteria try to acquire a siore
space to house the Centre. In this way the Centre can always promote itself to the students who pass by
with its very existence. If your student organization does not control such space on campus, try lobbying
your University administrators to support the programme by providing low or rent free space.

The very nature of the Centre makes it a difficult project not to support. If your organization is able to
support a significant operating budget for the Centre, but can not afford to rent a space, try challenging
the Administration to make a real commitment to your campus student life. Ask them to provide a high
profile space rent free. You can use the fact that your organization is investing "x" amount of time and
money to establish the Centre when justifying your request for a cooperative agreement. The University
is a big winner when the student are satisfied with their campus environment. The Administration should
be open to helping your organization mount this project. A good bargaining tool is to recognize all
donors, including the University, for their contributions to the Centre in any acknowledgements or
statements of appreciation. This recognition helps to improve the University’s image in the eyes of the
students, should it be lacking.

The fact that rent is a revenue rather than an expenditure for the Administration also works to your
advantage as it seems more palatable to not make money than to spend it.

Finally, when selecting a space, try to minimize potential renovations by choosing a space with an existing
decor and floor plan suitable for use without major renovations. Renovations are an expense which add
up far too fast. Avoid renovations.

UMSU was fortunate to be able to shuffle some of its own space in the University Centre Building to
make a retail store available to house the Student Group Centre. The Centre is neighbours with the
student Pub and the Used Book Store. It also shares the corridor with the Pool Hall, Arcade, Copy Centre
and Scholars, a sit down, full-service restaurant.

The following pictures illustrate the layout of the Centre. NOTE: The picture are correlated by number,
with the floor plan shown on the opposite page.
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UNIVERSITY CENTRE IS THE BUILDING WHICH HOUSES THE STUDENT
GROUP CENTRE. IT IS THE HUB OF CAMPUS ACTIVITY AND IS CO-
OWNED BY THE STUDENTS AND THE UNIVERSITY.

2. THE SGC IS8

LOCATED ON THE THIRD FLOOR OF UNIVERSITY CENTRE.
THE CAMPUS PUB IS SEEN IN THE BACKGROUND. THE PUB ARND SGC SHARE
THE FLOOR WITH THE USED BOOK STORE, CAMPUS COPY CENTRE, THE FOOL
HALL/ARCADE, SCHOLARS RESTAURANT AND A MICRO COMPUTER FACILITY.

13.



. A VIEW FROM THE CORRIDOR LOOKI THE LOBBY TO

RECEPTION DESK.

v a2 ..Iln

ENTERING TEE CENTRE, STUDENTS MAY LASTEST
INFORMATION POSTED ON NOTICE BOARDS.



THE DOTS ON THIS OF THE WORLD REFLECT THE HOMELANDS
MANY OF THE RECOGNIZED CULTURAL GROUPS ON CAMPUS.

#6. DURING RECRULTMENT DAYS, "GRAFFITI WALL" WAS BUILT BY
FEW GROUPS TO MARK THEIR ATTENDANCE AT THE FAIR.



13."

THE COMMON OFFICE IS LOCATED IN THE BACK HALF OF THE
CENTRE. MNOTICE THE ©UMSU SPONSORSHIP BAMNMNER 1IN THE
BACKGROUND. GROUPS HANG THE BANNER AT THEIR EVENTS TO
ACENOWLEDGE UMSU's SUPPORT IN PRODUCING RND FINANCING THEIR
EVENTS.

#8. THE COMMON OFFICE OFFERS A VARIETY OF OFFICE AMENITIES AS
WELL, AS RCCESS TO EQUIPMENT LIEE COMPUTERS, TYPWRITERE AND
TELEPHONES. FREE TO RECOGNIZED GROUPS.



9, THE COMPUTER NETWORE IS LOADED WITH PROMOTIONAL SOFTWARE
LIEE PRINTSHOP AND  BANNERMANIA IN ADDITION TO
WORDPROCESSING, SPREADSHEET AND DATABASE PROGRAMMES.

F10. THE CENTRE MAINTAINS AN A/V FREE LOAN PROGRAMME WITH
VARIETY OF EQUIPMENT. THE PORTABLE, AMPLIFIED LECTURE IN
THE FORE GROUND IS EXTREMELY WELL UTILIZED.




- T

#11. SIMPLY THINGS LIKE REGULAR & HEAVY DUTY STAPLERS, HOLE
PUNCHES AND CUTTERS ARE OFTEN APPRECIATED MORE THAN
EXTRAVAGANT SERVICES WHICH THE GROUPS USE LESS OFTEN.

HE FULL-TIME COORDINATOR HAS REALLY LET THE CENTRE EXPLODE
IN TO FULL FORM IN ITS FIRST YEAR. GREETING NEW STUDENTS,
HELFING NEW GROUPS GET GOING, HELPING EXPERIENCED STUDENT
LEADERS AND PROMOTING THE CENTRE, CAROLE-ANN DOES IT ALLI
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OPERATIONAL CONSIDERATIONS

STAFFING OFTIONS

When your organization reaches this point of developing a proposal, you may start to wonder, "Who is
going to staff the Centre?”, Staffing is a quintessential component of any successful Centre.

The best, most effective solution is, of course, the most expensive; hire a full-time Coordinator to run the
Centre during the Regular session. A full-time staff person provides the much needed continuity, stability
and permanency for the Centre and its users. A full-time Coordinator eliminates the need to schedule
part-time employees and /or volunteers, reducing the need to supervise the Centre’s daily operations.
However, should your organization not be able to hire a full-time Coordinator, other options do exist.

One option is to staff the Centre for a limited number of hours using part-time student employees. This
option keeps staffing costs down, but increases employee management and training burdens. The quality
of service offered may also suffer if proper training is not systematically provided to every employee.
Further, a resident manager or director with existing duties would be required to ensure that the students
using the Centre are receiving the information and assistance they are seeking.

Similarly, establishing a pool of volunteers to staff the Centre is an option but added to the disad
of using part-time staff, one must then consider the reliability of the volunteers. A combination of
volunteers and part-time student employees is also an option.

As the number of people staffing the Centre increases, the barriers to effective communication become
greater, thus creating a lack of continuity and a lower quality of service. Students seeking assistance may
become discouraged when dealing with several people over the course of a week or so.

Although the cost of creating a new position may seem prohibitive, the benefits a full-time Coordinator
can bring to the Centre are truly invaluable. It is STRONGLY RECOMMENDED that your organization

seek the necessary resources to hire a full-time Coordinator. The Centre's inherent value increases ten-fold,
miking the overall subsidy to operate the facility much more feasible on a cost/benefit basis.
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Regardiess of the method of staffing, it is imperative to develop a solid job description detailing the duties
and responsibilities that the Coordinator is to execute. As most Centres develop over the course of a few
years, it is important to hire staff with the understanding that the Job Description they are first given is
expected to change and grow as the Centre develops. It is useful to include a clause to this effect in the
initial Job Description. Further, it is 2 good practise to include a catch-all clause such as "Other related
duties as assigned”. As an employer or supervisor of volunteers, this gives you the ability to designate
further responsibilities as they arise without amending the Job Description each time. A good Job
Description should also contain a clause detailing the daily hours of employment as well as the term of
work (eg. Aug 26-May 4).

By insuring your employee(s) and/or volunteers understand that they need to be flexible with regards
to their duties, you will save time and money by avoiding labour disputes in the future. A good idea is
to have the employee or volunteer sign and date 2 copy of the Job Description. The signature is to verify
that the employee is aware of their responsibilities and the date is to records the last time the employee
and employer reviewed the job description. Even if your Centre is staffed by a pool of volunteers, they
have a commitment to carry out the duties of the position and ensure the Centre runs smoothly.

The Job Description for the UMSU Student Group Centre Coordinator has been inserted on the following
page as an example.

SALARY

The recommended salary for such a position is difficult to set in firm figures due to the salary variance
from organization to organization, However, in relative terms, it is recommended that a full time
Coordinator be paid similarly to a general secretary. Your organization can best identify the actual salary
and related benefits owing to the position based on the level of responsibilities assigned to the position.

When budgeting for the salary remember to include the cost of paying Provincial /state taxes as well as
the cost of providing a benefits package. This information should be readily available if your organization
employs other full-time staff members.

in Room 312 University Centre

Secure Filing Space Tnfo on LIMSU Funding/Services
Fundraising Information Lang Disance Call on Account

Puper CutterfScissons A 12'% 5 Project Wark Station
Desks., Fres Local Phones Mail/Courier Reception

Ditp in Recruliment Organizationa] Assistance
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The Coordinator of the UMSU Student Group Cenire is presently charged with the following
responsibilities:

=t

S R

17
18
19.
20,

To greet the students and group leaders entering the Centre and assist with finding the
information they are seeking.
To coordinate messages for the Recognized groups received by phone, fax, mail or delivered in

person.

Offer organizational assistance to students wanting to form new groups
Offer constitutional reform assistance to groups undergoing change.
Administer the reservation and/or use of:

- meeting rooms (campus wide) - the front display area

- the video exhibits - the project work space

- the post office box service - the filing cabinet assignments

- the storage space assignments - the long distance service

- the audio/visual equipment - the electric-neon sign space

- the common office and its equipment - the distribution of membership cards

Administer and develop the Reference and Resource Library.
Assist students with using the Centre’s equipment, including the mainframe and the PC network,
UMSUNET.
Research and make available, fund raising opportunities to needy groups.
Solicit relevant business to provide groups with valuable discounts.

- Sell In House ads to those wanting exposure in the Centre.
Ensure the groups and the Centre receive promotion and exposure on a regular basis.

the Fall and Spring Recruitment Fairs for the second week of September and January,

respectively.
Organize Theme Weeks in cooperation with the groups effected.
Maintain and make available an up-to-date listing of relevant campus services.
Collect and edit material for the weekly and monthly Events Calendars.
Collect and edit material for the STUDENT GROUP TIMES. Monitor the publication and success
of each issue of The Times.
To supervise and maintain the Centre, including;

- restock the info/pamphlet rack

- monitor the postings on the Info Wall

- keep the Centre tidy with an inviting appearance

- restock stationary supplies

- water plants
Collect correspondence/ forms from student group for SIGPAC.
Report to the Director of Student Services (D55) as required, on any and all aspects of the Centre.
Other related duties as assigned by the DSS.
Be flexible with regards to taking on additional permanent duties as the Centre develops

The Coordinator is expected to work with a minimum of supervision, opening the Centre at 10:00am and
closing it at 6:00pm. A half hour lunch break shall normally be taken at 2:15pm, with 15 minute breaks
near 12 noon and 4:30pm.

Please Sign and Date
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The hiring process can be quite involved. Your organization probably has standard hiring practises. If not,
consider the following suggestions. Sufficient time should be allotted to ensure there is due time to:

1.

Place an ad in the city's daily papers which includes:

- the title of the position

- & brief outline of the job

- term of work, ie. permanent, full ime, September to April
- application requirements; resume/ forms

- address to mail or drop off applications

- deadline for application, time and date

Provide your receptionist/ secretary with sufficient information to answer the applicant’s questions
about the job and the hiring process. A “facts sheet” with some basic information on the position
is a good thing to provide your receptionist to ensure the correct information is passed along to
all applicants, Such a Facts Sheet may be comprised of:

- a reproduction of the ad placed in each daily paper

- a full job description

- the date of the first interview

- the expected starting date of the successful applicant

- the work schedule

- the salary based on qualifications

Once the deadline passes, sort through the applications and select the most promising applicants.
Individuals to look for may be those who:

- are likely to return year after year

- have experience with groups and various activities

- have had exposure to the University Community

- enjoy diverse and changing work days

- enjoy meeting and working with people with a variety interests from various cultures

- is genuinely friendly, outgoing and helpful

Create three piles: IMPRESSED, OKAY, and TOAST; file the "Toast” applications.

Review the applications in the IMPRESSED and OKAY piles. Place them into one of two piles:
INTERVIEW, TOAST-2; file the "Toast-2" applications.

Select a small number of applicants (5 to 10) from the INTERVIEW pile for first interviews, then
hold your first round of interviews.

If needed, select a few applicants for a second interview, then make your decision.

Offer the job to your applicant of choice. Should they accept, write all other applicants thanking
them for applying. Should they decline, offer the job to the next best candidate.
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HOURS

The hours of operation are critical and your flexibility in this area depends heavily on your method of
staffing. With a full time Coordinator, UMSU has found that a 10:00am to 6:00pm shift works well. The
later afternoon hours allows students with afternoon labs and evening lectures access to the Centre. It is
recommended that whether you staff your Centre with volunteers, full or part time staff, that you try to
ensure that all students on your campus have a time when they can stop by the Centre at their
convenience.

The UMSU Centre opens one week before the commencement of classes and stays open one week after
final exams In the Spring, closing only for weekends and Christmas break. Your organization will have
to determine the best times and term for your Centre based on the demand from the students. Tri-
semester colleges may find it necessary to remain open year round.

POLICIES

ONLY OPERATE THE CENTRE ON WRITTEN POLICY!!!! This can not be stressed strongly enough.
In order to treat every student and every group equally, all policies regarding the delivery of services
must be placed in writing in a Policy and Procedure Manual for the Centre. Your organization should not
only develop policy on how each service is to be accessed and administered, but also on how the policy
may be amended. This is particularly impartant if your Centre is staffed by part time help or volunteers.
Consistency and fair practises are the key to success in any operation, it is especially true in this type of
environment.

FORMS, FORMS, FORMS!!! Properly developed forms are an effective means of communicating the
details of a policy and ensuring that all students and groups are treated equally when accessing benefits.
The forms ask each group the same questions and can be dated upon submission to ensure they are
processed on a first come, first served basis.

Agreements can also ensure that each group is aware of restrictions and policies which pertain to any
given service. Reassigning office space used to be a very hostile and negative process because the groups
felt they were given the space forever. Now UMSU employs an Office Space Agreement which the group
must sign prior to taking the space. It explicitly states the duration of the space allocation and informs
the group of the relevant policies affecting their use of the space. Having the groups sign the agreement
prior to receiving the space has made the reassignment of office space an easy and productive process.
Smoother changeovers allow groups to maximize their use of these facilities,

Once policy has been adopted, it is imperative to disseminate the information quickly. Should your Centre
offer a newsmagazine, the details of the new policy and a write up on how it effects the groups would
be an useful article. Handouts and supplements to existing documents are also useful vehicles to draw
students attention to the changes. One other means to disseminate valuable information is to hold semi-
annual meetings with all the group leaders, Such meetings provide a forum for groups leaders to meet,
exchange information regarding their activiies and role on campus, debate policy changes and
recommend new procedures and services for the Centre.

In addition to the semi-annual meeting, the groups should know that they can always appear before the

g committee of Council to express their concerns or recommend new initiatives. UMSU has
chosen to place a clause to this effect in its Benefits of Recognition. In this way group leaders will always
be aware that they can come speak with SIGPAC and/or present reports (verbal or written) on any
relevant topic.
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DELIVERY OF THE SERVICES

Once you have 2 solid idea of how the Centre will operate, what services it will offer and which groups
will have access to which services; you will probably need to upgrade your Recognition process. UMSU's
current Handbook is thick and bulky because it was deemed necessary to initially circulate a significant
amount of background information pertinent to the origin and process from which the guidelines were
bomn,

Such information proved to be invaluable in communicating to groups that UMSU had listened to their
concerns and was now offering the Centre and new Recognition guidelines in response. The publication
of the Handbook went a long way to peak the curiosity of even the most "hostile” groups. Remember,
UMSU opened its Centre and introduced new guidelines in a radical effort to overcome years of
malevolent relations with groups and it seems to have worked.

In the near future, UMSU will prepare a condensed version of the Handbook, which provides only the
Recognition Criteria, the Benefits of Recognition and the corresponding forms. One of the supporting
booklets to this manual is the UMSU HANDBOOKX for RECOGNIZED STUDENT GROLUPS: A Guide to
UMSU Recognition and Related Benefits, Your group may find it useful to review the Handbook as one
possible avenue to follow in upgrading your organization’s regulation.

The Handbook can be summarised as follows. UMSU maintains a three tiered system of Recognition to
help distinguish between the extensive diversity of the campus student groups. The two most popular
levels of Recognition reflects the groups degree of development. Small, new and forming groups may
submit a minimum of information and are then able to access all Recognition benefits, except Grant
Funding and Office Space Allocation (INTEREST GROUP STATUS). Once a group grows to be in excess
of 25 members and adopts a constitution, they may upgrade their rating to STANDARD GROUP STATUS
and gain access to funding and space.

The Centre itself should house all the services possible to keep all the services visible to those who enter
the Centre. Services not available in the Centre like private office space and business discounts should be
advertised in the Centre s0 groups are always reminded of these benefits.

CORRESPONDENCE

In my time dealing directly with student leaders, I have found that students hate to read mail from other
students, especially the Students’ Council. The phrase, " Oh yeah, | remember seeing something like that
but I didn’t bother to read iL", became all to familiar.

Try and keep your correspondence with the groups to a minimum. Less fs truly more. Keep your messages
short and to the point, this way they will be read. If you are informing them of an event or soliciting their

group's participation, slip in an ad-like flyer to promote the event and ask them to hang it where other
students will see it, perhaps at their next meeting and then on a bulletin board.

Although it is not recommended you cc (carbon copy) every letter you issue to the groups, it is a valuable
technique to issue one letter to two or more members (executives) of the same group. In the letter, ask the
members to talk over the issue at hand. Chances are one of the students will bring up the matter at the
group’s next meeting, which will almost assur that they will be aware of your thoughts,
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THE POWER STRUCTURE DEVELOPMENT CONTROL and POLICY CREATION

Most student organizations have an elaborate system of council with elected and appointed members.
Most Councils are supported by a network of commiltees to expedite the responsibilities of the
organization. It is a good idea to ensure your council has a direct link to the student groups and the
Centre through 2 committes. The Commitiee may be charged with the responsibility of recommending
new policy and programme initiatives to council to ensure smooth operation and growth of the Centre.

The Committee would link student groups with council to transform good grass roots ideas for the Centre
into active services in the Centre. All aspecis of the Centre and the programmes your organization offers
to promote student group activity should fall under the mandate of the Committee to oversee.

In the UMSU system, there are six parties which play key roles in the ongoing development of the Centre.
They are:

THE USERS: - The Students
= The Student Groups
- The Centre's Coordinator

THE POLICY MAKERS: - The Director of Student Services, Chair of SIGPAC
- The Student Group Promotions and Affairs Committes, (SiGPAC)
= The UMSU Council

One may note that the final authority to approve new policy, initiatives and funding, UMSU Council, is
fairly distant from the users, the general student body. This is why feedback and strong lines of
communication are so important. Ideas initiated at the grass roots level must be regularly passed through
the Centre to the Council (and/or its committee), It is the job of a strong Director to ensure that the
students’ recommendations are heard by the elected representative.

Should your organization be highly dependant upon the university for space, funding and/ or equipment,
ensure that both parties understand who controls the Centre and it daily activities. In negotiation for
assets, try to acquire all items as unconditional denations, In this way, the donor provides the Centre with
the donation and the Centre (or host organization) retains total control over the operation of the Centre.
Should donors seek a say in the operation of the Centre in return for a significant donation (such as rent
free space), set up a STEERING COMMITTEE. A Steering Commitiee has representatives from parties with
vested interest in the policy of the Centre. With student group reps, host organization reps and donor
reps, the student membership on the Committee should exceed the donor membership, leaving the
students in control of the Centre. Should there be a need to set out a Steering Committee, prepare a
document that describes its composition and purpese (Terms of Reference) and adopted it as the
Committees governing document.

Avoid losing any degree of control to outside agents. Once the host organization loses control of a
successful programme, it can never be regained,
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| BUDGETING

A sound budget is a quintessential component of any proposal. It should reflect all matters of interest to
the project and identify how they have been addressed. The budget should reflect all aspects of a
programme foreshadowing its delivery in the upcoming year, Typically, in many student organizations,
the Annual Operating Budget is one of the few documents that is consistently filed by outgoing leaders
and reviewed by new members each year. Hence, the more complele one’s budget is, the more
information one will pass on to new leaders in the following years.

To prepare a budget for your Centre, consider the following plan of attack.

L Start by reviewing the Wish List of Services prepared earlier.

% Review the information developed to priorize the services then define the cost of delivering each
feature of each service.

It is at this point where your organization will have to determine which services will be offered
freely and which may have user fees. If you believe a services requires a fee to contral distribution
or its subsidy, pick a reasonable unit charge and incorporate the projected revenue into your
budget. The actual amount of the user fee(s) can be adjusted upon revision to trim your bottom
line. Translate this information into your Budget.

Do not "pad” your cost estimates or over estimate possible revenue generation. The best budget
is‘an accurate budget. Record EXPENSES, REVENUES and the NET SUBSIDY OR PROFIT for
each service.

3 If you have not already done so, incorporate the Centre’s overhead expenses under a section
titled, GENERAL EXPENSES. Insure that this secHon includes all expenses such as salaries,
utilities, rent and maintenance fees.

You may choose to set up an endowment fund for your Centre. If so, insure that a small
contribution to the fund is included in the Budget under General Expenses. Outside agencies and
the student groups themselves may feel more comfortable contributing to an endowment fund,
rather than providing straight donations, as an endowment fund is seen to be more professional
and substantial.

4, Should your Centre be able to generate revenue that is not directly tied to any one service,
incorporate such incoming monies under a section titled GENERAL REVENUES. Incoming monies
under this section may be derived from selling advertising space in the Centre, fund raising
efforts or interest cheques from an endowment fund.

5. Calculate the bottom-line and if it seems reasonable, your DONE! [IF NOT, lock for places to
cut back by reducing the scope of certain features with any given service and/or by eliminating
some services entirely. Chances are you will have to revise your initial figures several times before
you are happy with the results. ** Remember, it is better to wait a year or two to introduce a new
service when you can afford it, rather than trying to offer more than your organization can
comfortably sponsor. Poorly financed services are sometimes worse than nothing at all. **
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The advantage to setting up you budget in this way is that you can track the "cost efficiency” or
*cost/benefit" of each service on a regular basis. This will help one to assess whether a service’s inherent
value is worth its cost of delivery. (Loosely correlate the expense of operating the service with the number
of students served. Should you only set up a two part budget reflecting expenses and revenue, you will
run the risk of burying information on a service that may not be economically feasible to support.)

Further, the three part format (Services E/R, General Expenses, General Revenues) provides the students
with a direct and readable source of financial information. Students can readily understand the expense
of offering a service and the revenue (if any) that it generates. By making such information available to
.the users of the Centre, you will:

- insure students are aware of the value of the Centre

- receive feedback on potential ways to reduce costs

- receive feedback on potential ways to increase revenue
- be seen to be running a fair, open and honest facility

Students like to be included. I have found that the more information you can offer in a simple, digestible
format, the more positively students respond to being included in the process.

Should you choose to adopt a three part budget plan as described above, it is imperative to also provide
a summary of financial status as a covering page. Simply summarize, in a few lines, the cost of delivering
the services in the Centre, the expense of running the Centre and the revenue the Centre is able to
generate. The summary page allows the reader lo take in the big picture and see the composition of the
bottom-line, without being drowned with details.

Graphs are useful tools at this point to demonstrate where funds are being expended.

A NOTE ON ENDOWMENT FUNDS: I have mentioned the term ENDOWMENT FUND above. For
greater clarity, let me define an endowment fund as an actual
bank account (or low risk investment) maintained by the Centre

to solicit donations from a variety of organizations. The donations are deposited and maintained as
principle in the account; they are NEVER WITHDRAWN. Only the INTEREST from the account is
expended each year. In this way, the endowment fund generates revenue for the Centre on a perpetual
basis. Of course, this kind of programme works best when the inflation rate is much less than the Fund's
interest rate in order to sustain, if not build, the Centre’s purchasing power.

So where as it may seem redundant to have a line in General Expenditures to contribute to the Funds and
a line in General Revenues to receive monies from the Fund, it is necessary to maintain the autonomy of
the Fund while tracking its growth and yield. In the early years, your organization may choose to
contribute significant monies to the Fund to get it going but with time, your organization’s contribution
to the Fund will be relatively small with respect to the interest being generated.

The appendix provides an example of a budget prepared by the above process: The UMSU STUDENT
GROUP CENTRE's Proposed 1991-92 Operations Budget. Please note that it does contain a significant
amount of textual detail (descriptions) inserted for the NCSS presentation. It is hoped that this budget will
provide the reader with a variety of options in planning and funding their Centre. As you can see, the
Budget, in conjunction with the Handbook for LIMSLU Recogmized Student Groups, really tells the whole story
of what UMSU offers to Recognized groups and how each service operates.
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OPEN THOSE DOORS AND OPEN THEM WIDE!!!

Once all the planning is complete, the Centre has been set up, the Coordinator hired, the policies prepared
its time to spring open the doors and let the chaos commence. Even with the most precise planning in the
world, you are still bound to miss a few things. Don't sweat it if things do not go exactly as you had
expected. Accept the fact that something has gone amiss, address it and adjust the Centre’s system to
handle such events.

Once your Coordinator is comfortable with the position and the groups get acquainted with the Centre,
try a special event or prepare a newsletter to profile a few active groups. Set the pace with which your
organization Centre will function. Show the groups that the Centre is here for them.

Keep a log of the kind of things your Centre does each month, this will help your organization plan the
next year of events and ensure there are monies budgeted to fund the events in the following years.

Keep close contact with the groups and the Coordinator to attune the Centre to the needs and desires of
its users.

Once the Centre has proven how effective it can be, take a look at the Wish List you used to develop the
Centre; start looking for ways to expand. But remember, do not expand just for the sake of growing
bigger. Once the Centre is in place the groups will tell you what they are lacking and how best to expand
the Centre. Listen to them, they are the ones who know best. Your job is to listen to all groups and
implement the changes that will help the most groups at a fair price.

PROMOTION OF THE CENTRE

It is important not only to involve the established student groups in the activities of the Centre but also
to inform the average student that The Student Group Centre is the place to come to get involved in
campus life. Promote the spirit of being involved.

The Centre is a valuable recruiting tool for established groups. By promoting the Centre to the University
community you can reach out to those students who want to get involved, to those who want to start new
groups and to those who want groups to become established. The latter are normally professors wanting
to see an academic group started up in their area of interest,

If your organization chooses to publish a newsletter or magazine for the Centre, it can be an excellent
medium to promote the Centre and its services, as well as the groups.

In its first year, promotion is extremely important. You must get the word out to all established groups
and all students that the Student Group Centre is here and open for business. Develop an effective
promotion schedule for your campus, then follow it! Chances are that the Fall's promotion will

focus on printed media (posters, publication) while the Spring session may be more oriented towards
people events like Recruitment Fairs, Theme Weeks and maybe 2 Grand Opening Celebration once all the
bugs have been worked out.

See the attached budget for details on the Centre’s efforts to promote the groups. Newsmagazines, event
calendars, recruitment fairs and theme weeks all play an important role in heightening the average
students awareness of and interest in the campus student groups.
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CLOSURE

That concludes the seminar. It is hoped that the information presented above along with the appended
budget and the supporting documents (circulated separately) will provide you with a pool of information
from which you can design and open your own STUDENT GROUF CENTRE.

As a small indicator of the degree of success this programme has enjoyed, I have attached two letters of
appreciation forwarded by experienced group leaders. I believe their words are accurate.

Before [ plug the consultation services, I would like to leave you with my reason for coming to the
conference. I have done my part on the UofM campus to make the world a little better and to tell you the
truth, I should be hqpywllhfhlt. but I'm not. T have an ambition to establish a network of these Centres
across the continent. Each helping students on their own campus but also being part of a larger network
able to share knowledge and experiences from coast to coast.

Just imagine the power and pﬂﬁndhﬁgwwﬂmmwhdmmwm
country. Tournaments, the latest news, exchange wuﬂm&mﬁmﬂiﬂhmmf
hm&mp&mﬂm?ukmﬂnﬁymﬁ group at UBC on Canada’s West
coast. Its really not as crazy as it sounds, but we need your help. Should you have or develop a Centre,

. We will send you a wﬂwh;ﬁnhﬂdlﬁﬁmﬂuﬂhtnumdm
dmmmW}dﬁ.Thmhmﬁnhw we just need your time and cooperation.
SEE THE CONTACT INFORMATION BELOW.

CONSULTATION SERVICES
Should you start to develop a proposal for a Centre and encounter difficulties with the process, | am

available for consultation, but there is a catch, there Is a fee. I have found it necessary to charge a fee for
three reasons:

1. To encourage the proposal researcher to struggle with the problem little.

2. To ensure the proposal has been well thought out and reviewed extensively by the
researcher.

These two items help to define the questions. Well defined questions are much easier to
answer than a variety of humms® and "uhs”.

A To pay my way to this conference. The airfare was a killer.

I presently support three types of consultations, each with their own associated costs.

1. Quick Questions! Should you have a few quick questions, you may write me a
short letter detailing your problem. 1 will respond by mail, fax or
phone (collect) depending upon your need for a response and the
scope of the problem.
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The first time you contact me | will register your organization for on going consultation
upon receiving a cheque for $100.00 (receipts available). This fee provides your
organization with the opportunity to ask up to 100 quick questions within 1 year, after
which Hme you would have to renew your registration, (if needed).

CONF EREN CE R.A TE.' $50. !9 0 wilid until November 29

Should time be of the essence, mark your letter, fax or phone message, " ASAP-ACK".
This is my special code to indicate urgency. While your group is registered, phone
consiltations are the fastest means of initial communications, provided your organization
is responsible for all calling charges.

FROFOSAL ASSESSMENT  Should you develop a proposal by the procedure out
lined in this manual, and you would Hke it to be
assessed lo maximize it's impact, you may forward the
proposal to me,

kJ

Tine charge for this service is $200.00. In return your organization receives a budget for
your facility summarizing the services, general expenses/revenues and starting capital.
The budget would not be as extensive as the one appended to this document. Preparing
a budget summarizes the scope and integrity of the proposals research. This will be the
basis used to assess the potential success (or failure) of your Centre. The report will also
include a list of features to investigate, should 1 not find them in your research.

3 ON SITE CONSULTATION Should you start 3 Centre that is not working as well as
. you would like, or you are not comfortable with the

development of your proposal, | am available a few
weeks in any given year to meet you on your campus
and help you, help yourself, to find the solution to your
problems.

Ihe charge for this service is $100.00 per day (minimum 5 days), plus all expenses,
including but not limited to; airfare, ground transportation, accommodations, meals and
proposal materials. The objective of this service is to assess your progress to date and
recommend a new direction for your Centre to resolve the dilemma.

When considering the value and merit of these services assess not only the value of the information you
will recefve but also the value of your time and what it cost your organization when you are perplex and
unable to progress on the project. There is no need to "reinvent the wheel", the information is available.

| may be contacted through JEFF HURST, SGC CONSULTATION SERVICES
the UMSU STUDENT GROUP CENTRE: c/o
University of Manitoba STUDENTS' UNION
_3_2\ STUDENT GROUP CENTRE
) Em 312 University Centre

Thank you for your ‘i WINNIPEG, MANITOBA, CANADA, R3T 2N2

Best of Luck = chir] {(204) 269 - 1299  fax}
v {(204) 474 - 8678 phone}



oSy eo e Jo Ausraamnep

2

Wiaiomng

sk Ao e ) .._ﬂ

LT | Kjrucsaod pus nsomEany] 40 [] 9010 JE Lo U
Fougy !M._m_lwﬁ .h%_q..:_r pum 3] WEEELS 01 3EGAn o) sdnoad e
EouEap A|25aUTE UM FUODILION YIIM PaAj0AU 34 0 o aremrayd Fhongeaag g
W Le0 A i) D Uspnis ) wog) Joddos pus £SO (00N U228 1A0U
sy pus oge| 29uT8 sdnoafl wapn IO [] ) PAAEALL uaaq A | Ajpioniag

~dyzy 07 i m Anpopymns *malsin mok wm wou pamasidde

dnouil !w!!_: g | -.ﬁvm_lﬂ__sﬂnl pum fhur yrasa ui st 5o sdnoad
JUDETIR MO 0] PIFQIUGD 1100 puE a0 pao Jut| WD S S0l 1aEma
drosdl wapnis ) pur aansed dnoad neap s = o jusmdopacp | mak
pmd myg agp] roapn e poe sdnos§ oapne jo prEge uo prp nok ool mopuoag
i) Jog mik sy | pua rok s i s o) 3§t poom dnold wapns g

[ st

——
*amnd 03 Waived
aog yejanety o enopjues Agpngadoy (ris Lavarase dnoab quspnys
i1 ybnoayy -ednoln Juapnis  puE @JUOPNGE 07 @N|EA  EnopHaEIg
jo eq ©3 uoaoxd EWY O84S0l JO JuomyETCEIse oyl '3I0UE Ul

AEFEE

§ EIUEPNIE @] BuTATEE Aeupnuab €7 OSWA Y3 BRIy IEeE]
av Tea, Iuojesardmy Bq] NITA PFRT U0 Baw a_-._”..___. TEIUEPNYE
3By op uUed ASMo Syl Jeya eyrroaidde o3 moab 35 oYl YIIA
1eep O4m SJUBPNIE AEYI punog sary § "eousTredss Aw ool CAENG eul
BPIEAG] 198 EIUAPNIE UCTIEUATTE By3 jo owor egudjmarp o3 padiay
Ewy 3T CCLNNOALS eUl 03 ISp0(D NSWn 8gl  sButig 085 oyl (g

*poystiva AT @37 JUSPnIE EONL CEIequsE ABU JO JUSE]TRIDIT
sya o3mipriow) pue gdnoan Juepnag ol osnnodxe ayguaTes epyacad
LEmuTL dnoin Juapnig eyl IBFIOIEAON BIN pur hg GuL (b

*azguag oYy Ag papyacad juemdinba eyjy aEn-aI pue
pavye o3 ednoip Juepniyy Gufmol(e Aq 1fmol “uopjeap(dnp pue a3wuM
Arasos puv ssaTpesu mlusanyd gng eyj Jo JosayEiiqelss aul (£

‘panE Ty ouy pum

pEiomoad 87 sdooan Juspnis Geaniag GOTIED UMD [ WO|IT0)RISOD
friagieung ATTEnanE yoTym yhnoIyl sow(d Jeajues € N a3yl Aol
*gng Byl Jo JUEEYE]IOEISS Bg) B0ups pascaduy Apywash ueeq owy
sdnoany  JUBPNIS USSAJDE  USTIEITUDEWOS DUE  UOTIVUTPIOOD | F

*IRATIIW 3N SOUTE pewooIInE Sawy dygeIoques
puw- A37ATiow dnoxs Juepnys 3wy} bursradine  Jou  eI0jeIwl
B} %I °“(*o3e ‘posoyioj &g junE ssanpesaoad jvga ‘xogQryew @ JO
Bafiie u¥ sanpas 03 moy ‘voryyuboses ngen I9b o3 Aoy ‘dnoib W
WEyqeawe o3 moy 6] ednoly JUBPNIS GFA-P-S]A ES0FAIOS puw
gafolfod neswn bojpivbaz DOTADE pUE UOTIVEIOJU]  83Ep-03-dn  puw
popasu epracid o3 oyge oy ouyn fIsuuws jusiied pue L[puetay Ieg uyl
*@yi1¢ sdnosp Juepnis pue ajuepnas o3 (njdiay Apenopuanaxy  eq
o3 ussaoid oEy ‘IQUUTRIOOD 8,005 Yl CITEQ uuy-areaw) (|

tBUTADT o) B3
IopIEleg CESpEDep Ul LpEE G ASWN 943 sTesow  peusiybyius  J@ow
Byl o suo opai A(guqoad BV DHE eyl JO JUMEYSTIqEIEe oyl
LAAEIOq Aym o8 CoeERy oy Yirom jou Jomi
7 NgWn eyl yita BuypTesp, Wl EpTITIIE &) POF  UOTJVURTIE
‘uoTiEIaEnay ‘ewpj pejova Uy pERTRESl OSHN #Y3 YITA Supreep oy
gsouRfIadEe yong "o ‘ednoln JUBPNIE STA-E-8§A ES00TATSS puw
satoiTod B, AN SU3 0 sawAr I8 10U 830A [TA Juswliedep JoyIoUD
Uy _m.ﬁﬂ._..r ews JEgs Koy Jou prp (A ewogd eyl ovo (AT Buyijees
® 3 (17 3ioa apyjo yaTA Leng (17 B21339 ey3 woag Aewaw (]
uajjo azen ‘injdioy oq o3 patay Lagl 1 uBAB ‘Oys  SBATINOGAD
ngHn uiTlies gatA [Eep o3 Bujawy Jo ajssey eyy (g pus ‘sdnois
JUEpNIE BTA-E-EfA GEOTATSE puw eeforlod &, AFM0 @3 go Juez yuboo
sAvAly J0U aIen Oya sajIViazoan yjga bLuiyeeds (v :BupmofiOj]
syj juven usjjo doosn JUBpNIS ¥ JO JIVNGRQ UD 1§l wooW 3w
NEWE @47 Yita Bupyesp “Da5 eyl J0 JuSeSGETIQEISS 8yl eIageg
*eoussard @ 3098 *Y3J
ajerosrdide sdnoin J0BPNIE pUF EjUepnie AYs DTUDEEGI PU3 IO ADJ W
uyFides om 307 ~ednoln JUBPNIE POV FIUSPNIE O3 SOTAISD  [SM0
sjgqunies pus [eibajuy uw aq o] veaosd vy 308 ay) ‘awel JEwd oy
I0A0 "(398) PAjue) dnDID JUBPNYE BY3 JO JUeENETIqVIER 843 I0]
NEWn =43 pue nod quwyl o3 ox1] proos [ ‘aepnojiaed ul ceeajazeg
JUGPNIE JO 10356370 ¥ PRIRINEUOSSD SAWY Dol JUBEITELSS DU
uojjeajpep o3 Joj uwopjvioeadde deap Am jjer ool o3 pusaxe o3
@11 PINoa T ‘dyysTeqees 37 JO JTEHeq Do puE ‘waeel ong 8]
sy a3 Ajeioog buyjegeg Byl JO JURpPIERId aY]) usaq Buyamy

arjus)y dnoip JUSpNg NSHO oYL oy

LGEL 52 Trady ‘Awpeanyy :ajwg

JuEpTEeId HOSO AR "urAJOl @7 SXIaTd IwDig

SEDjAIEE IUNPMIE JO IQ08ITQ IEE4 TININY JFOC IOl
L R



NOTES




N
OTES

Tha
nk
you ll
kLl.l=
i
for y
our
sup
port



THE UNIVERSITY OF MANITOBA STUDENTS UNION

STUDENT GROUP CENTRE's

PROPOSED

1991 - 92

|OFFiCE 3PﬁﬂE FUNDING PROGRAMMES




BREAKDOWN OF THE ANNUAL OPERATING BUDGET

DESCRIFTION O EER VICE

FAORIN

FERCENT OF
TOTAL. %

c

B s HMuddtHEEZESESEE o uni

¥4y

=k &

T.0%

L

il'l

eSS EEdER Gl PEE REAR

Pr peeermmmer P oprr fr (el femnmn e

UMEL FROGEAMME SITBSIDY

B




BUDGET RECOMMENDATIONS 1991-92
for the

UMSU STUDENT GROUP CENTRE

(Prapared by Jafl Hirst; Ditgoing DSS 1991)

This document has been structured in such a way as to summarize not only the costs
involved with delivering the programme titled above, but to supply the reader with a
significant amount of information regarding each component. Each section Is composed
of seven parts: OBJECTIVE, FEATURES, GOVERNING POLICIES, RELEVANT SPACE
NEEDS, CURRENT INVENTORY, GENERAL COMMENTS AND BUDGET DETAILS.

By grouping all the relevant detalls together for each component, it is believed that the
reader may establish a solid understanding of each programme and service.

The table to the left has been prepared to summarize the entire document and lists the
items as they appear in the main document. The pie chart on the cover provides a
different perspective of the overview, showing each major section of the budget as a

percentage of the overall subsidy.

The recommended subsidy for the Centre has come in at $57,022.00.

=========

This is a slight increase over last year's total expenditures, but many more programmes
and services have been adopted and many existing services have been expanded. As
the Centre is now fully equipped, a significant amount of the money spent on Capital last
year has been diverted to Operations for the delivery of services.

To insure the Union has the resources to finance the irregular capital expense related to
the Centre in the future, it has been proposed that the Centre set up an Endowment
Fund. Details may be found in the following section.

The Centre has surpassed all expectations of its potential success and is still growing
stronger everyday. Considering the number of students being served by the Centre
through the student group network, it is believed to be UMSU's most valuable service to
its members and the University community as a whole.




In an effort to build & financiof resource from which the Centre’s equipment and furnishing can be renewed,
an Endowment Tund fias been recommended. Tach annual operating budget for the Centre for the next ten
fl#}pﬂ:uﬂmnﬂmﬂm.ﬁwh‘iami Fund. The University fias been approached to mest
this amount on an annual asis; sckpowledging the vital role of the Centre in stimulating and sustaining o
high standard of student (campus) Gfe. Outside agencies, orgonizations ond individuals wanting to contribute
to the Centre, may also contrifute to the Tndowment Fund As UMSU is registered as a non profit
oganization, contrifutions to the Centre are tax deductifle.

fnhﬁynusbmwimuup&ﬂ'pmnquﬁrtﬁecmnnﬁzfmﬁ'uﬁﬂ'&mtﬁaﬂm&ﬂ
dependency on the UMSU to assume such immegular expenses. For the first five (5) years, oll the interest
generate from the Fund will be deposited to the Fund and sfioll fecome part of the principle. Capital
wﬂﬁﬁghﬁcmﬁw{ﬂwﬂdﬁﬁtwmfytﬁzﬂm‘

W#n%tfﬂm&iﬂnmﬁq.mﬂ@&ofﬁmmmmdpaﬂgm
W@gﬂ&tmmmwafﬁcfwmmﬂmuiadWamuﬁ:ﬂFmEﬂﬁrﬁati
Principle and Spendable [nterest, The ost organization may wisk o develop & multi tiered spending policy
which releases more and more of the interest as the years pass. The Fund showld fiave a yields goal over o
set period of time, which would meet the needs of its Centre

Of the two options illustrated, it is recommended that UMSTU adopt aption mumber one (1), which will yield
about $3000.00/year by the end of the tenth (107) year.

SIGPAC, a committee of UMSTU Council, will monitor the Fund’s growthi and eventusly Secome responsible

DETAILS:  See the following tables and their related curves for greater details
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4th Revision, SGC BUDGET 5

A. GENERAL SERVICES

Note: Staff time to administer these senvices and the expense of maintaining the general utilities are not
detailed below service by service, but have been accounted for under GENERAL EXPENSES.

The dollar amounts shown In brackets for capital purchases reflect the cost of purchasing new
equipment. They are shown for informational purposes and may or may not accurately reflect the
UMSU's cost of acquiring the merchandise.

SECURE FILING CABINET SPACE:

OBJECTIVE: To provide the groups with a secure space on campus o store their files
(constitution, membership list, minutes, activity schedules) and related materials.

FEATURES: Some space is available inside the Cantre for greater security. Other spaces are
available outside the Centre for 24 hour access

Each filing cabinet drawer is locked individually for greater security. This limits the
need for complex access policies which require enforcement.

PoLICY: Each group may have one drawer free of charge.

If the group requires additional space, one more drawer may be assigned subject
to availability, but a $10.00/year rental charge is assessed. Last year ten (10)
groups each purchased one exira space, there is no change anticipated for this
year.

The fee Is nominal, but is effective in insuring the space Is utilized by the group.

A $20.00, fully refundable key deposit is taken to insure the group retums the filing
cabinet key. The deposit monies are placed in the "Deposits® line under GENERAL
REVENUES. The deposit is returned to the group when the key is retum to the
Centre. If the key is not retumed, the monies are used to replace the cabinet locks

and acquire new keys.

SPACE REQ. UNIT FLOOR SPACE USED: 1 x 16" x 36"
TOTAL CENTRE SPACE CONSUMED: 5x 16" x 36"
EXTERNAL SPACE CONSUMED: 7 x 16" x 36"

Side access filing cabinets make great dividers or temporary walls. They also fit
well along low traffic comridors, making use of otherwise dormant space.

Each of the ten (10) desks in the Centre have locking file drawers which are also
allocated as file space.
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INVENTORY.

50*$ 0.00
10*$10.00

EXPENSE
$ 0.00

The Centre presently maintains:

- 5 blueish grey, 5 drawer cabinets in the Centre
- 7 cream, 5 drawer cabinets In the 102 hall way
- 10 file size, desk drawers in the Centre

for a total of 70 individual locking file spaces.

Due to the exiraordinary expense of purchasing new or used filing cabinete UMSU
has had to limit the number of drawers each group may have access lo in any
given year. If your group can find campus offices willing to donate their old filing
cablinets, you will save a bundie of money in start up capital expenses

As the capital expense of purchasing the filing cabinet ($900.00/unit) has besn
paid-in-full, there are no expenses associated with delivering this service.

Maintenance for the filing cabinets is expected to be minimal and If required wil
be charge to the maintenance line under GENERAL EXPENSES.

UMSU presantly offers 70 filing cabinet spaces. Occupancy ls greater Uhe B0%.

=$§ 0.00 first space assignments

= $100,00 second space assignments
REVENUE SUBSIDY/(PROFIT)
$100.00 ($100.00)
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A. GENERAL SERVICES

Note: Staff time to administer these services and the expense of maintaining the general utilities are not
detailed below service by service, but have been accounted for under GENERAL EXPENSES.

The dollar amounts shown in brackets for capital purchases refiect the cost of purchasing new
equipment. They are shown for informational purposes and may or may not accurately reflect the
UMSLU's cost of acquiring the merchandise.

INET SPACE:
OBJECTIVE: To provide the groups with a secure space on campus to store their files

(constitution, membership list, minutes, activity schedules) and related materials.

FEATURES: Some space is avallable inside the Centre for greater security, Other spaces are
avallable outside the Centre for 24 hour access.

Each filing cabinet drawer is locked individually for greater security. This limits the
need for complex access policies which require enforcement.

POLICY: Each group may have one drawer free of charge.

it the group requires additional space, one more drawer may be assigned subject
to avaliability, but a $10.00/year rental charge Is assessed. Last year ten (10)
groups each purchased one exira space, there is no change anticipated for this
year.

The fee is nominal, but is effective in insuring the space is utilized by the group.

A $20.00, tully refundable key depostt is taken to insure the group retums the filing
cabinet key. The deposit monies are placed in the "Deposits® line under GENERAL
REVENUES. The deposit is returned to the group when the key Is retum to the
Centre. If the key is not retumed, the monies are used to replace the cabinet locks

and acquire new keys.

SPACE REQ: UNIT FLOOR SPACE USED: 1x 16" x 36"
TOTAL CENTRE SPACE CONSUMED: 5x 16" x 36"
EXTERNAL SPACE CONSUMED: 7 x 168" x 36°

Side access filing cabinets make great dividers or temporary walls, They also fit
well along low traffic corridors, making use of otherwise dormant space.

Each of the ten (10) desks in the Centra have locking file drawers which are also
allocated as file space.
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TELEPHONE SERVICES

OBJECTIVE.

FEATURES:

To provide groups with a daily contact on campus and insure solid communication
between the groups, their members, UMSU, the University and various outside
organizations, including the media.

To provide groups with on campus access to the (all to often taken for granted)
combination of desk, chair and telephone to comfortably make local and long
distance calls,

The UMSU maintains four lines in the common office section of the Centre. The
lines are TOLL RESTRICTED to insure that no long distance charges are incurred
by the Centre.

The Centre also maintains the Coordinators line which is NOT toll restricted.
MmeMmhMﬂmmmﬁMgmmmm
must leave a deposit to cover the call before dialling.

The Centre's Coordinator also receives messages and transfers calls across
campus from her line for the groups to receive. No charges are levied for this
service as no additional expenses are incurmed,

The Centre alsc maintains an answering machine for after hours service. The
Gwﬁwpmmanmmlﬂfnrmmmﬂhwﬁmuppummm

The Centre’s PC computer network and the University's mainframe have modem
connections so groups can remotely access their accounts.

Groups may use the local lines while the Centre is opan,

Groups may arange to use the prepay, Long Distance Service by speaking with
the Coordinator while the Centre is open. The Coordinator calculates the
approximate cos/min of the call and Insures that the caller stays with in their
prepaid limits, The Coordinator logs each call and checks it off against the phone
bill each month. In this way adjustments to the charging practise can be made to
insure the calls are being paid in full by the groups. As this service is self
subsidizing, it appears as nel zero in the detall. Any monies collected from this
sendce are cradited 1o the phone fine,

Groups may receive messages through thelr mailboxes, accessible 24 hours a
day. Groups may call for their messages while the Centre is open.

The answering machine is available any fime the Coordinator can not take a call
and it is left on after hours,

Mndmmmhummmhmmaﬂymﬂaﬂamhmadw,mpt
when the system is down.

Public fax sarvices is readily avaliable near the Centre. The Centre does not offer
a subsided service for incoming or outgoing faxing.
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SPACE REQ:

INVENTORY.

Sufficient desk or table space should be offered to permit students to do paper
work while spaaking on the phone.

The Coordinator should have a desk of her own to work from with a second work
space near by for students using the long distance service.

The Centre presently maintains:
- Five(5) basic touchtone phones on extended cable;
- Four (4) on toll restricted lines
- One (1) on an open line
- One (1) data transfer line for the modem
- One Sharp 1000 Anawering Machine, two (2) Casssties
- Modem: accounted for in computer inventory detail
- Campus, city and student phone directories per phone

This service was one component of a better all- round communications system set
up for the groups to use. It saved the groups time and energy by having the
Coordinator receive calls and relay messages. The media and outside groups
appreciated the convenience of contacting the groups and hence the groups
developed better community relations.

An incoming and outgoing fax service is offered at the business next to the Centra,
so the Centre does not directly offer fax service. If desired, a self-contained, credit
card operated fax machine is available on a profit sharing basis by some vending

companies.

Campus phone lines are quite expensive, so insure the demand for the service
dictates the scope of service the Centre offers.

Re-connection fees make i impractical to disconnect phone lines over the
summer, hence the charges are calculated for twelve (12) months.

Local phone company charges are compounded by University switchboard fees.
Toll restriction also incurs a fee, however it is preferable 1o unaccountable long
distance charges. The University dictates the use of data-transfer lines for ail
computer connections, hence the modem line is much more expensive.

DETAILS:
4 * $32.00/month
1 * $30.00/month
$10.00/month
Prepaid by Group

2*s 500
1 *$60.00

EXPENSES
$27486.00

s u:uws-w Messages, Transfer

$ 10.00/year Answering Mach Tapes
$ 720.00/year Modem Daia Line

BEVENUES
§ 000
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MAIL BOX SERVICE and COURIER PICK UP/DROP OFF:

OBJECTIVE:

FEATURES:

To provide groups with a campus address to receive and send mall using the
UMSLU's mail boxes in conjunction with the University's mail service and private
couriers.

Combination box locks eliminate the need for distributing keys and managing
deposits. Combination locks are practical for mailboxes as groups tend to maintain
the same box from year to year to maintain the same mailling address.

The mailboxes are filled from the rear and stationed in an interior, perimeter wall
of the Centre. This parmits the Coordinator to sort mail and fill the boxes without
isaving the Centre unattended while providing the groups with 24 hour access to
their mailboxes from outside the Centre.

Second mailboxes are often not maintained for mall. Groups place their office key
in the box so0 several authorized members can attain safe, sasy access to the
group’s office and resources, sharing one key. Some groups provide all their
mambers with the combination their sacondary box to distribute minutes and other
club information.

Mail files are prepared for groups which choose not to register for a mall box. The
Mail Files sit behind the Coordinators desk in an old record stand in alphabetical
order. Group leaders simply chack with the Coordinator for mail and messages.

Courfer pickup/drop-off service Is useful and easy to administer with a full time
Coordinator.

Ench group may heve one mall box with 8 $10.00 annual registration Tee,

If the group requires addiional space, one more mall box May be assigned subject to svallebility, but
& §25.00/year rental charge ks sssessed. Lasl year five {5 such spaces were allotied malnly ke group
mamisrs o fresly sccess their offics keys. Thare is no changes enticipated for this yeer.

Students wishing 1o rent & mallbax may 4o so &l the rate $25.00/bos/year. Last yeer ffleen (15) spaces
whane rented, mainty to VISA pludents batwean homea. Feoulty and other campus membens may rent
a box & $50.00/bcx/year. This rate is compatitive with reguiar off campus postal boxes. Last yeer
UMEL rented sight (B space to campus unlons and professars. rumning busineeses on the sids.

The sbxrve fes schaciule has been designed to irsure student groups have priority scosss 1o the servics
while insuring all the boxes mey be in active Lse. Tha service lisell then penoraies exirs Fevenus,
sarves other in the Linivaralty community and Blustretes its own market value. |

Groups are resporalble postage on oulgoing and posiage dus materale

Giroup ere respormible for courler fses and must pay the Coordinater prior (o pick-up. COD drop-offs
&re not accopled unless poyment armangemants haeve been mads in advarce. A courler pick- _
cifs are lopged to remain socounisbis. Change from traresction mey be claimed o donaled o the
Endowmant Fund.

Groupe are resporaible for changing the tumblers on thelr locks for security ressons (spprox. $25.00).
Giroups musl requast lock changsa through the Coordinator, '
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SPACE REQ:

Mail boxes come in a variety of sizes. A combination of two sizes may be desired.
- A 35 square foot (7'x5) wall space will house about 150 mailboxes.

The Courier sarvice requires no assigned space and can be easily run from the
reception desk.

The Centre presently maintains:

130, 6™x6", rear feed mail boxes with combo locks: 24 Hour Access

20, 8'x8", rear feed mail boxes with combo locks: 24 Hour Access

50, Maii File slots for groups without mailboxes: Access While the Gentra’s Open
1. old wira racord stand to hold the Malil Files, (no kidding, works GREATI)

This year UMSU formally extended this service to include the package drop off
and awaiting courier service. The groups who usad the courier aspect of the
program found it to be an excellent service as it meant they could have a package
delivered to campus and/or pick it up at the Centre at their convenience.

Mall Files are an effective, low cost (capital) way to provide the service, howeaver
security can become an issue. Groups are encouraged to take on a mail box.

First assignment rentals to student groups are expected to increase due to the
increasa in new groups howewver no significant changes are anticipated for the
paying tenants in the upcoming year.

As the capital expense of purchasing the mailboxes ($50.00/unit) has been paid-in-
full some ime ago, there are no expenses associated with delivering this service.
Maintenance for the mailboxes is expected to be minimal and if requirad, will be
charged to the maintenance line under GENERAL EXPENSES.

THE UNIVERSITY HAS RECENTLY DECLINED TO CONTINUE THE SERVICE
OF SORTING MAIL AND FILLING THE MAILBOXES THIS TASK HAS NOW
BEEN TAKEN ON BY THE COORDINATOR.

The Union presently offers 150 mailboxes and 50 Mail Files. Occupancy is close
fto 95%. Expansion of this sarvice maybe required in the near future.
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ROTICE POSTING BOARDS:

FEATURES,

SPACE REQ:

To provide an srea for groups to post news regarding group business and
upcoming evants,

To update all groups on the latest news regarding the Centre, new groups and
UMSU sponsored avents,

Free standing, exhibition walls, elfeciive display posters, bulistins and other
prnted meadia. Such mobile walls are light weight and flexible, pearmiting
occasionat lay out aterations. We call it The Info Wall.

Traditional, permanant bulletin boards are effective in the common office saction
of tha Centre,

New plastic poster surfaces, which ciing with static electricity, makes good use of
paint wall surfaces without leaving residue from tape and glue or holes from tacks.

Space permitting, sach group is entitied to place a reasonable amount of postars
and notices on the Centra's bulletin boards and free standing Info Walls

throughout the year,

Ot course the quantity of wall space consumed by bulletin boards and alike is
squal to the size of the unit

Free standing display units create wall space, but consume floor space, the choice
is yours,

The Centre presently maintains:

- 120 square feet of bullstin board space

- 180 square fest of Info Wall space

- 36 square fest of postable painted wall space

SEE PICTURE FOR DETAILS:

Page 13.2 OF THE MAIN DOCUMENT
UMSU's HANDBOOK FOR RECOGNIZED STUDENT GROUPS
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COMMENTS:

No Detail

0.00

Groups found the Notice Boards inside the Cenire an asset as It meant posters
and other group news would not be destroyed by thoughtiess students passing by
in the hall ways, as well as being high profile space. Some groups regularly used
the boards to post Notice of the group's next mesting and pass on other vital
group news to their members,

By having group members drop by the Centre to catch up on the latest news for
the group, the group leaders were able to keep evary one up to date. The axtra
traffic through the Centre really heiped get the word around that the Centre was
open for business, so such activity is strongly recommended.

The Centre has reserved some wall space near the front entrance to hang a
poster display rack (popular in record stores) to exhibit the latest events being
promoted on campus with posters. Unfortunately, a good used poster rack has not
yet surfaced.

mmmmmmmmmwucmmm
Admission and University Relations Office, they may have an oid display unit
collecting dust in storage that they may let you have. If not ask them when they
might upgrade their system and if you could *purchase® the old one when they do.
University Administrators understand the value of a satisfied student body and may
feel justified in contributing University assets to a project like the Student Group
Centre. It Is & cheap out for them and your Centre will benefit, piay on that.

As the capital expense of purchasing the bulletin boards ($80.00/unit) and mobile
walls ($800.00) have been paid-in-full, there are no expenses associated with
delivering this service. Maintenance for the bulletin boards is expected to be
minimal and if required will be charged to the maintenance line under GENERAL
EXPENSES.

The UMSU presently offers approximately 300 square feet of postable space for
the groups to utilize.
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FEATURES:

SPACE REQ:

COMMENTS:

BUDGET.

8 * 5 -75.00/month
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To provide additional promotion for groups events.

The ENC board may be prepared by the group using special felts, so the design
is flexible.

The ENC board is predominantly placed at the entrance to the Centre so it is very
visible to incoming traffic and students patronizing the pub,

The ENC board is kept lite from 8:00am to 2:00am with a standard light timer.

Groups may purchase time on half of the Board at the rate of $10,00/week. The
other half of the Board is reserved to promote the activities and news of the
Ceantre.

Groups may only book the ENC board once a month to allow for fair access to the
board by all groups.

ENC boards come in a variety of sizes and dimensions. The Centre's board
consumes a 3'x5" wall area at eye level.

The Centre presently maintains:
- 1, 3'%5" ENG board

- 1, standard light timer

- 5 special colour felts

The ENC board is an experiment by the Centre in electric media. It Is a luxury that
is not required for initial set up.

As the capital expense of purchasing the Board ($750.00) Is NOT yet paid-in-full,
there remains 8 monthly payments of $75.00 owing to the supplier. It has been
dacide to pay the supplier off this year.

Maintenance for the Board is expected to be minimal and if required will be
charged to the maintenance line under GENERAL EXPENSES.

As the service was not introduced until late year, no empircal information is
available for budgeting purposes. A conservative guestimate for the expected
demand is such that the 1/2 the Board will be rented for 16 of the 32 weeks in
reguiar session, or a 50% usage rate.

= § -600.00 Capital Payment
=5

16*§ 10.00/week 160.00  Ad Space Rentals
EXPENSES REVENUES SUBSIDY/(PROFITY
$ 600.00 $ 160,00 $ 440.00
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FEATURES:

POLICY:

SPACE REQ:

No Detall

$ 0.00

To provide an area and means to display information on the groups, their services
and upcoming events.

The Centre maintains a varlely of display racks to exhibit leaflets, pamphiets,
photo copled documents, small magazines, newspapers and bound publications
effectively.

A small reading area is provided to encourage students to relax and enjoy their
time.

Once Recognized, groups may distribute any material they wish to promote,
providing that it s relevant to the group's constitutional goals and that it is not
considered to be Hate Literature as defined by the Govemnment of Canada.

Groups may leave extra copies with the Coordinator or monitor their matarials and
replenish the materials themselves when necessary.

The Cantre dedicates approximately 50 square feet of floor space, however this
includes the 36 square feet used by the reading area (couch/table).

The Centre presently maintains:
- One (1) publication rack

- Two (2) misc. articles rack

- One (1) pamphlet rack

- One (1) couch and one (1) table

All groups appreciated the fact that they can display their literature in the Centre.
The pamphlets, newsletter and even book marks that the groups had prepared to

promote themseives have proven themsalves to be excellent tools to help new
students decide which group to pursue for membership.

No charges are levied for this senvice.

As the capital expense of purchasing the display racks ($100.00/unit) has been
paid-in-full, there are no expenses associated with defivering this service,

Maintenance for the display racks is expectad to be minimal and if required will be
charged to the maintenance line under GENERAL EXPENSES.
=$ 0.00

BEVENUES
$ 0.00 $ 0.00
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ELECTRIC-NEON "CHALK® BOARD

OBJECTIVE:

FEATURES:

SPACE REQ:

INVENTORY:

COMMENTS:

BUDGET:

To provide additional promotion for groups events.

The ENC board may be prepared by the group using special felts, so the design
is fiaxibie.

The ENC beard is predominantly piaced at the entrance to the Centre so It is very
visibia to incoming traffic and students patronizing the pub.

The ENC board is kept fite from 8:00am to 2:00am with a standard light timer.

Groups may purchase time on half of the Board at the rate of $10.00/week. The
other hall of the Board is reserved to promote the activities and news of the
Centre.

Groups may only book the ENC board once & month to allow for fair access to the
board by all groups.

ENC boards come in & variety of sizes and dimensions. The Centre's board
consumes a 3'x5' wall area at eye level

The Centre presently maimains:
- 1, 35" ENC board

- 1, standard light timer

- § spacial colour felts

Tha ENC board is an experiment by the Centre in slactric media. It is a luxury that
is not required for initial set up.

As the capital expense of purchasing the Board ($750.00) is NOT yet paid-in-full,
thera remains 8 monthly payments of $75.00 owing to the supplier. It has been
decide to pay the supplier off this year,

Maimtenance for the Board is expected to be minimal and i required will be
charged to the maintenance line under GENERAL EXPENSES.

Asg the service was not introduced until late year, no empirical information is
available for budgeting purposes. A conservative guestimate for the expected
demand is such that the 1/2 the Board will be rented for 16 of the 32 weeks in
regular session, or a 50% usage rate.

B*$.75.00/month  =$-60000 Capital Payment
16 *$ 10.00/week =$ 160.00 Ad Space Rentals

ENSES
$ 600.00

REVENUES SUBSIDY/{(PROFIT)
$ 160.00 $ 440.00
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OFFICE AMENITIES and SUPPLIES:

OBJECTIVE:
FEATURES:

POLICY.

SPACE REQ:

To provide the resource of an office environment for all groups to use.

The common office section of the Centre offers all the conveniences of a modem
office environment. The following supplies are normally available in the Centre:

(5 =i

! -

Desks or workstations are up for group leaders to work comfortably in
reasonable privacy. Each workstation has a desk with a comfortable chair, a
telephone within reach, a office divider for some privacy and a circular file (trash
can). All the above supplies are at hand or available through the Coondinator.

Most workstations have a computer or electric typewriter at hand. The computers
and typewriters are detailed in the following components of this report.

At the Copy Centre store, next door, groups can purchase:

THOCRENG & DUTBOING FAX SEFMCE DOCUMENTE BiNOOMO
HIGH SFEED & COIN OF. PHOTOCDPYING COLOURED PAPER
DOLOLR TRANSFARENCY FREFPARATION

The Centre's communal office is run like a library, not that you have to be quiet
as a mouse, but group leaders can come in, use the available services, work
quietly, then leave their station clean (like they found &),

There is no charge to use the common office and supplies are freely offered on
a reasonable basis. Groups requiring large amounts of supplies must purchase the
supplies. Paper goods are sold on a cost recovery basis individually or in
packages of ten (10).

Students at large wanting to use the common office must pay a $2.00/hour
services charge.

A 25 sq ft (5'%5") area is required for @ach work station, this includes space for a
standard 3'x5' desk, chalr, divider and trash can, Hence, 14 workstations consume
350 sq feet of floor space, not including the isle betwean them,

The Centre presently maintains:
- 10, 3'x5' workstation desks ¢/w dividers

- 4, 3'x3 typing desks
- 1, 3'x4" utility GEBK wor s hetpunch & s and pasercumme
- 2, 1'%8° utility 12bIES ror smat nompunches, staiers, scimon

- 14, chairs

- 4, telephones (st n Teaghons Secton)

3, 286 cOMPUIers/printers et mn PC Computse Sacton

1, Mainframe terminal jsems n Mastems Ssctn

4, Electric Typewrilers i n Typesre Secton

9, trash cans; 2 recycling bins
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3, rubber stamp ink pads; red, black and green
1, solar powered calculator
Stationary and other supplies are maintained as needed

|
:
:
|

UMSU set up ten (10) workstations and four {4) typing stations. Thesa stations
have been weill used by those groups unable to secura office space on campus.

Oddly enough, even a few groups with campus office space have been using the
Centre because the common office is better stocked than the groups’ offices.

The common office facility allows UMSU to provide the groups with a tangible
suppart service in a cost effective manner. The facility also takes tremendous

pressure of the UMSU to supply private or semi private office space for ail groups,
an expensive and unrealistic traditional demand of the groups.

Although considerable axpense is incurred to maintain the common office, no
charged is levied. Paper goods and large quantities of supplies are sold on a cost

recovery basis.

The capital expense of fumishing the common office ($4000.00) was offset by
donations to the Centre and shuffiing of internal (UMSU) fumnishings in the year
the Centre was establish. No new additions are planned for the upcoming year.

The capital expense of equipping the Centre with a computer network, typewriters
and other major equipment may be found under the relevant following sections.
The smaller stationary tools and incidental equipmeant totalled less than $500.00
and has been paid for in full.

As supplies diminish and equipment wears with uss, the operational expense of
the common office builds. Where feasible, many Rems are secured to desks to
guard against theft. The monies below reflects the cost of supplying and/or
replacing supplies and equipment.

The numbers below are based on the previous year's year end iotals. As the
awareness of the Centre’s facilities grow, student-at-large business s expected 1o
increase, however no significant increase in business has been budgeted for this

=$§ 700,00 Replenishing Supplies
=$ 100.00 Replenishing Equipment
= $-600.00 Student-at-Large Rental Charges

REVENUES SUBSIDY/(PROFIT)
$ 600.00 $ 200.00
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TYPEWRITERS

OBJECTIVE: To provide an easy to use atemative to the fast paced, modem technology in the
Centre for students not familiar with computers.

FEATURES: The typewriters are relatively new but very simply, straight forward and easy to
operats.

The typewriters are useful to have on hand even if you are able to secure
computers as they are effective for jobs requiring spacing detail, such as
completing pre-printed forms and addressing ervelopes.

POLICY: Group leaders wanting to use this service simply use the typewriters as they
become available, no further restrictions apply.

There is no charge to use this service.

Students at large wanting to use the common office must pay a $2.00/hour
senvices charge.

SPACE REQ. The typewriters sit on the typing desks accounted for in the Office Amenities
section. No further fioor space is consumed,

INVENTORY: The Centre presently maintains:
4, Brothers electric typewriters

COMMENTS: Mature (retuming) students find the typewriters a real asset. The Centre's faciiity
is the only public access to typewriters on campus so it does create some
revenue.

BUDGET: Although maintenance and supplies can be expensive, no charged is levied to the
groups for this service.

The capital expense of purchasing the typewriters ($150/unit) has been paid-in full,
however a monthly equipment service contact is maintained.

The numbers below are based on the previous year's year end totals. As the
awareness of the Centre's facilities grow, student-at-large business is expected to
increase, however no significant increase in business has been budgeted for this
year. —

-

8 * § 10.00/month
40 *§ 5.00/ribbon
10*$§ 3.00/ribbon

Cost Recovery
500 hrs * $ 2.00/hr

N BEVENUES
$ 310.00 $1000.00 ($ 880.00)
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MAINFRAME TERMINALS/UNITS:

OBJECTIVE:
FEATURES:

To provide the groups with the programmes and services of the Uofv Mainframe

The Mainframe offers the user access 1o large dalabases, statistical programmes,
S programming languages and utilities such as mail and modem access.

can access the main frama from any campus terminal at the UofM and
any one of five Mainframe member universities across the province

Groups need to register with tha Univarsity's Department of Computer Services to
set up an account on the mainframe system.

UMSU then allocates a reasonabie number of units through the Centre to the user

groups throughout the year. Units are like "computar money” that each group's
account must have in order to *buy® time on the system.

Students-at-Large are not permitted to use the Centra's mainframe terminal.

The Mainframe terminal is set up on one of the small typing tables detailed in the
Offices Amenities section and as such does not consume further floor space.

The Centre presantly maintains:

= 1, Mainframe terminal

= 1, Mainframe scroll printer/terminal

- NOTE: Several hundred terminals can be found eisawhere on campus.

The Mainframe at the UofM has a salect group of users (by their own choice),
Most student prefer to use the IBM PC's or the Apple systems on campus,

The Computer Club and the (Computer) Gaming Club are the biggest users of this
service.

Operational costs of the system is minimal for the Centre, hence no charge is
levied for this service,

As the capital expense of purchasing the terminal ($50.00/unit) has been paid-in-
full, there are few expenses associated with delivering this service.
Maintenance for the terminal is expected to be minimal and if required will be
charged to the maintenance line under GENERAL EXPENSES.

University policy prohibits additional user charges being applied for Mainframe use,
hence it is not possible to genarate revenue.
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IBM PC COMPATIBLE COMPUTERS:

To provide groups with IBM PC computing facilities that are not subject to the
academic demands placed on the University's facilities

The Centre offers three, 286 IBM compatible computers with colour capacity dot
matrix printers on a LAN. The colour printers are usetul to produce banners, signs
and similar promotional material,

The printers also use regular black ink ribbon for standard applications.

The network server offers wordprocessing, spreadsheet and database
development programmes for the groups to monitor and administer their affairs.

The network server aiso offers banner, sign, calendar and invitation production
programmes to help the groups plan and promote their events. Further, in the near
future, desk top publishing software is hoped to be added to reduce the cost and
burden of producing newsistters.

Modem access is available to the Centre's network.

Groups need only to log on to the network of computers. The Coordinator can
assist the novice users,

Students at large wanting to use the computers must pay a $2.00/hour services
charge.

Paper supplies are sold on a cost recovery basis.

The computers are located on the workstations and do not consume additional
floor space. The network printers are located in the common office on a narrow
utility table.

The Centre presently maintains:
- 4, 286 Compaq terminals s tor e Coomiiness
-incls: keyboard, cables and Datatrain monitor
- 1, 286 Compaq server c/w 70 Meg hard drive
2, Star NX-1000 Rainbow printers/cables
1, Epson LQ 1500 wide carriage printer
1, Epson FX 100 namow camiage printer
1, 1.5'%8" utility table ror e computnr nemeon: priviens
Network and programme software incls:
- Novall 1.2 with utilities
- Wordperfect 5.1, SuperCalc 5.0¢
- Database |V, Paintshow
- Bannermania and The New Printshop
-  Seamless, coloured banner paper and standard

computer paper available through Coordinator,
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COMMENTS:. UMSL was fortunats encugh 1o be able to fumish the Cantre with a small local eomputer network In
mm&wwdmumummwmmmpwﬂ
snlicipating the naed for computers in the soon & ba bulii Contro. (seems aimost piennad dossn'? it}
The PC LAN has bean wall recelved bid damand for WINDOW's scitwars, mica and lassm printsm has
beer growing. Groups would like 1o see & full deskiop publishing sysiam 1o aid in the production of
nealofiers and megazines. The Cantre s prasantly werking lowerds thin poal,

11 showld be noled that alihough most standard software is vary axpenaive, some programmes (ke
Bannermenia and Printshop are very useful and insspenalve ($40,00). Furiher ShareWare oifers many
Intsresting programine FREE.

Good sorap paper from varous campus offices ks collecied In recyciing bins. Groups uss the back side
o this paper for drall copins, then purchass “dean’ papar for thair final copy.

BUDGET. Although maintenance and supplies can be axpensive, no charged is levied.
The capital expense of purchasing the computers (5000.00) and network software
has been absorbed by UMSU as the equipment was transferred from another
department without internal charging. Howewver a monthly equipment service
contact s maintained.

The numbers below are based on the previous year's year end totals. As the
awareness of the Centre’s facilities grow, studant-at-large business is expected to
increase, however no significant increase in business has been budgetad,
It is not plan to purchase significant equipment this year, however, the Centre will
purchase additional software this year to enhance the user friendliness of the
system. This is expected to reduces the demand on the coordinators time to
demonstrate how to use the system.
DETAILS:
12*$2500/month = $ 300.00 Equipment Service Contract
No Detail = $ 800.00 New Software like Windows 3.0, Aldus PageMaker
4 * $100.00/mouse = $ 400.00 Mice to use WINDOWS, stc.
5 * $30.00/ribbon = $ 150.00 Printer Ribbons - Coloured
4 * 520.00/ribbon = $ B0.0O Printer Ribbons - New
B * § 4.00/reink = $ 1200 Printer Ribbons - Re-Inked
5 * $50.00/box = $ 250.00 Fanfold Computer Paper Bax (5000 shts/box)
25000 * $ 0.01/sht = $-250.00 FFP - Single Sheets Soid
1 * $70.00/box = § 70.00 White Bond Paper- (5000 shis/box)
5000 * $ 0.02/sht = $-100.00 WEP - Single Shesets Sold
10 * $ 5.00/50" roll = § 50.00 Seemlass Banner Paper
500" * § 0.10/foot = §- 50.00 SBP - Linear Foot Sold
100 *$ 2.00/hr = $-200.00 Student-at-Large fee
E BEVENUES SUBSIDY/(PROFIT)
$2112.00 $ 600.00 § 1512.00
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To provide groups with the A/V resources to mount successful events,
The Centre offers a variety of A/V equipment as detailed in the Inventory balow.

As most groups are active within the building, it is convenient to obtain AV
equipment from the Centre, rather than from A/V Services across campus,

Groups must leave a damage deposit for the squipment, but there are no service
charges, uniike with the University's service.

Groups are entitied to reasonable access.

Groups may be suspended or prohibited from using this service should abuse of
the equipment occur,

Groups may resarve the equipment up to three months in advance through the
Coordinator.

The availability of secure storage space in or near the Centre is certainly a serdous
consideration for such valuable and markstable equipment. The following
information attempts to break down self space needs:

- Overhead Projectors: 2% 225sqt (18°x18")
- 16 mm film projector: 1% 1.50 sq ft (12°x18")
- 35 mm slide projector: 1% 1.50 sq ft (12°x18%)
- 8'x6' projection screen

- B%7" projection screen

- TV/VCR and troliey: 1%  B.00sqf (2'x3')
- Lectem audio box; ix 200sqf(1'x2)
- Portable Stereo o/w CD 1 200sqf (1'x2")
- Standard Sterso 1x 400sqft (2% 2)
- Transportation trofley ix 6.00sqf (2'x3)
- Power Bars, Cords etc 1box 2.25sqf (18187
The Centre prasantly maintains:

SEE SPACE REQUIREMENTS
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COMMENTS:

BUDGET.

UMSLU chose lo Invest in some every basic audiavisual equipment to support the
groups’ events late in the first year, Although the Unharsity maintains a well
stocked AV departmant, the groups often found the rental charges exorbitant and
prohibitive.

Although considerable expenss is incurred to maintain this equipment, no charge
is presently levied. A nominal service charge may be an option in the futurs to
eliminate the operational cost of providing this senice and record usage.

The capital expense of purchasing the equipment has been paid-in-full, however
there are savaral expenses associated with delivering this sarvics,

Although It i2 not planned to purchase more equipment, maintenance and monthly
equipmant sanvice contracts for the equipment Is significant as can be seen in the
datail.

No money has been put aside to replace the equipment with time and use, Monies
to replace all equipment maybe found under GENERAL SERVICES,

12§ 30.00imonth  =$380.00  Equipment Senvice Contract

2* $ 60.00/bulb = § 120.00 16 mm Projector Bulbs
2* § 50.00/bulb = § 100.00 35 mm Projecior Bulbs
4 * § 35.00/bult = $ 140.00 Overhaad Bulbs

2" § 10.00/card =$§ 20.00 Power Cord/Bar Raplacament

5*$ 5.00tape =$ 2500  Video Tapes
BEVENUES SUBSIDY/(PROFIT)
$ 765.00 $ 0.00 $ 785.00
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DROP-IN RECRUITMENT:

OBJECTIVE
FEATURES:.

SPACE REQ:

INVENTORY.

No Detail
EXPENSES
$ 000

To link the average student to the student groups.

The Coordinator helps students review the groups and investigate their options for
membership.

The Coordinator provides the student with the contact Information for the group(s)
and forwards the students name and contact info to the group's recruitment lialson.

In this way both paries are aware of prospective membership.

Groups nead only to insure the Centre has the [atest contact information for the
group and that their 'Recruitment Liaison’ is active and accessible,

The sarvice is run from the reception desk and is supported by the information in
the pamphiet racks and on the bulletin boards,

The Centre presently maintains:

- Current listing of all campus groups and their contact info
- Referral sfips

- Information Pamphiets on groups (when available)

- Posted Info on the groups (when available)

Groups working with the Centre have found that many new students have been
directed to their group through the Centre. The Centre is providing a much needed
link to bridge the gap between the student body and the student groups. The value
of this service can not be overstated, it is a special asset particularly on large
campuses. Students, stafl, even counsellors are now directing students and friends
to the Centre to become involved and seek out new experiences while attending
university,

Apart from the General Expense of running the Centre no expenses are incumed
to operate this valuable service.

No charges are levied for this service.

REVENUES
$ 0.00 $ 0.00
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MEETING ROOM SPACE and CAMPO FLOOR SPACE:

OBJECTIVE:

FEATURES:

SPACE REQ:

To provide groups with the facilities to mest and practise their activities privately
and host public exhibitions.

University Centre, the bullding which houses the Student Group Centre, also
houses a varisty of mesting and large function rooms and events.

University Centre also offers a large open area on its main floor referred to as
*CGampo®. This area is well utilized by groups exhibiting displays for the student

body to enjoy.

Groups may also book a number of rooms in the various faculties and schools. A
complete list of reservable space is maintained in the Centre.

Groups need only to resarve the facility with the University's Dept. of Special
Functions.

All rooms and floor spaces are offered at no charge except for the two, large,
connectable multi-purpose rooms (600 and 200 person capacities). Rental and
service charges are applied for the use of thess halls.

Rental fees may be applied in some faculties and schools.

Meeting room space can usually be acquired on campus. No such space Is
included in the Centre lay out.

The University Centre presently maintains:
11 - 10 person capacity rooms
capacity rooms

rooms

|
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capacity room
po open area Is approx. 3200 sq ft with an approach hall way
of 600 sq ft and is able to house 26 display booths.
- A mezzanine level above campo holds another 12 display booths.
The surrounding floor space can hold a further 6 display booth in the vicinity,
See A10 in the Handbook for UMSU Recognized Student Groups for the layout

The Centre also maintains a list of other campus venues that groups can use
including; classrooms, conference rooms, and theatres.
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Groups make regular use of this service, When UMSU drafted the goals of the of
University Centre (then the UMSU Building) in the 1980, the provision of space for
groups to meet freely was a prime objective of the building. To this day, this
objective has been maintained.

As UMSU shares the Title of the building with the University, no direct expense for
room or space rentals are charged to the Centre, hence the Centre incurred no
expenses In offering this senvice.

SUBSI
§ 0.00 $ 0.00
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BUSINESS DISCOUNTS:

OBJECTIVE:
FEATURES:

To provide student groups with a break on their activity and promotion expenses.

The UMSU PrintShop presently offers 15% off, on all orders for UMSU
Recognized Groups.

Scholars, UMSU's table service restaurant, offers reservations for group bookings
and 15% off all dine-in orders.

Answers, the information booth, offers central ticket handling for social or fund-
raising events at a set rate of 6%. Groups may choose to absorb this charge or
pass It on to the consumer. Selling ticksts through Answers makes advertising
licket sales very straight forward,

B-52s, the students’ pub, offers Super Saturday and Sunday night bookings with
no hall rental charge!!!

Weekly and monthly specials from local businesses, on and off campus, are
advertised in the Centre prior to and during the time of the special,

Groups need only to identify themsalves to recsive the discount(s). Should this
service continue to axpand, |D cards may be issued to the groups to avoid misuse
by non Recognized groups/people.

Each group in entitled to reasonable access to discounts at UMSU and other
businesses.

No charges are levied for this service as no additional expenses are incurred by
the Centre.

A special location is reserved on the Centre's Notice Boards to promote the
service. No exira space is required.

The Centre mairtains a log of active and past sponsors.
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BUSINESS DISCOUNTS:

OBJECTIVE:
FEATURES:

To provide student groups with a break on their activity and promotion expenses.

The UMSU PrintShop presently offers 15% off, on all orders for UMSU
Recognized Groups.

Scholars, UMSU's table service restaurant, offers reservations for group bookings
and 15% off all dine-in orders.

Answers, the information booth, offers central ticket handling for social or fund-
raising events at a sat rate of 6%, Groups may choose to absorb this charge or
pass |t on to the consumer, Selling tickets through Answers makes advertising
ticket sales very straight forward.

B-52s, the students’ pub, offers Super Saturday and Sunday night bookings with
no hall rental chargelll

Weekly and monthly specials from local businesses, on and off campus, are
advertiged in the Centre prior to and during the time of the special.

Groups need only to identify themsaives to recelve the discount(s). Should this
service continue to expand, |D cards may be issued to the groups to avoid misuse

by non Recognized groups/pacple.

Each group in entitied to reasonable access to discounts at UMSU and other
businesses.

No charges are levied for this service as no additional expensas are incured by
the Centre.

A special location is reserved on the Centre’s Notice Boards to promote the
service. No sxire space is required.

The Centre maintains a log of active and past sponsors.



+  No Detaill

§ 0.00
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UMSU is fortunate to maintain its own businesses and hence maintain control over
its charging practise. |f your organization does not own and operaie shops,
discounts for groups may be secured by consulting with business managers In
your area. Many business would jump at an opportunity to tap in 1o the University
markel.

Actually, any service or product that the groups collectively may make use ofiza
good candidate to target for a discount Normally local merchants are open to at
least a 10% discount programme if not more.

The beauty of this service is that it has few to no expenses associated with its cost
of delivery. The Coordinator must commit some time to solicit and maintain
sponsors, but the cost is not recorded here.

Promotion of weekly and monthly special are included In the Centre's general
promotions. If the |D cards are issued to regulate this and other services, the cost
of doing so would appsar under GENERAL EXPENSE.

REVENUES SUBSIDY/{PROFIT)
$ 000 $ 0.00

B .,-..\. -_
At Alumni House you can ...

* hold a meeting

* have a reception

* buy a University tie

 order a University watch

e insure your house or apartment
* pay your autopac

We're open 8:30 to 4:30 Monday to Friday

180 Dafoe Road Telephone 474-9946
Next door to Tache Hall

The Alumni Association of the University of Manitoba

Congratulates the SGC on their 2nd Year.
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OCCASIONAL LOCKER STORAGE:

OBJECTIVE:

FEATURES:

POLICY:

SPACE REQ:

INVENTORY:

COMMENTS:

BUDGET:

DETAILS:
No Detall

EXPENSES

To provide the groups a secure space on campus to store their valuables
avemight or for a short term.

The storage facility offers a secure place for groups to keep their belongings
ovemight during multi-day exhibits and events.

The storage facility is only accessible by the Coordinator, After hour access in not
permitted to limit security issues.

Groups may have reasonable access to the storage space in the Centre, Groups
can nol expect to house their belongings in the Centre for longer than one week
at a time. Demand dictates the frequency with which groups may use the facility.

The Centre houses an 8'« 12' storage facility. Groups may use their allotted space
on one of the shalves which line three sides of the closet. The Centre retains a
number of shelves for its own needs and stores much of s A/V equipment on
mobile trollies in the Centre space when it is not on display or in use.

The Centre presently maintains:

- 1, 8'x12' storage closet in the Cantre
Housing twelve (12) occasional storage areas.

- The Centre's table space is often used for after hour storage during UMSU
sponsored avents like Recrutment Days to handle the peak demand.

The actual storage closet has been used more for the Centre's own purposes over

the course of this first year. Group's requiring overnight storage simply placed their
goods in the Centre just prior to closing time and picked them up in the moming.

For the groups that did actusily use the spacs, it was normally due to the fact that
they needed a few days to armange for transportation.

As sacurity of goods is always an issue, only the Coordinator was permitted to
access the storage space, students and visitors could not enter the area.

No charges are levied for this senvice as no additional expenses are incurred.

Maintenance of this facility is expected to be minimal and If required will be charge
o the maintenance fine under GENERAL EXPENSES,

ja2
;a

‘ﬁ.d_
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128" CT WORK :

OBJECTIVE:

FEATURES:

SPACE REQ:

INVENTORY.

COMMENTS:

BUDGET:

ETAILS:
No Detall

$§ 0.00

To provide a large work area for groups to paint banners/posters and work on
other (messy and/or large) group projects together.

The project work table offers a large, flat work surface not found elsewhere on
campus.

The walls surounding the table have many electrical outiets to insure power for
tools and appliances.

Groups may resarve the work space or simply drop in and start working if the table
is not booked.

Groups are expected to clean up after they have finished for the day.

The table is located in a 10'x16' room allowing for a minimum 2' perimeter
workspace around the table. The perimeter work space should probably be at least
3 to 4, unfortunately there was not room in the Centre's chosen location.
Constraintsl! Consiraints!!!

The Centre presently maintains:
- 1, 512" project work table
- A variety of cleaners and rag should be available for groups to use for clean up.

This work stefion vess definlisly under utiized, this was dus in part to It physical location, Half way
through the yesr many group leadens were quoted aa aaying, *| didn't know this was back hers”. Neod
year all the group Exscutives will be irvited in for individual tourn of the Centre and ite facilities so all
group leaders are mware of gll the Cantre has to offer and how their group cen make good use of ita
resoLroe,

A aink and nanning water would be an excellent festure 1o incorporatas in to your Centre if st all possible.

Thes table sl was mede from four, idenfcal amaller tnbios, bofted together with the ssams plastersd
and the top coverad with lincleumn to provide & smooth surface.

No charges ara levied for this service.

As the capital expense of purchasing the table has been paid-in-full, there are no
expenses associated with delivering this service.

Maintenance for the table is expected to be minimal and if required will be charged
to the maintenance line under GENERAL EXPENSES.

§ 0.00 $ 0.00
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MEMBERSHIP CARDS
OBJECTIVE: To provide the groups with low cost membership ID
To provide a vehicle to disseminate a list of the Centre's services to active
members.
FEATURES:. The membership cards, the size of business cards, are printed in bulk (5000/run).

The cards, as seen below, are generic in content but can be customized to a
spacific group using the Centre's adjustable rubber stamp.

The cards help groups to appear more professional in their recruitment efforts.

POLICY: Group leaders may sign out up to 100 membership cards, free of charge each
year, Additional cards may be purchasad for $0.05/card,

SPACE REG:. The cards are on permanent display in the Centre to encourage group leaders to
adopt the Centre's membership cards,
INVENTORY: The Centre presently maintains has a stock of less than 1000 cards. A new run

will have to be printed this year. The Centre also maintains two (2) adjustable
rubber stamps, each with a different font.

COMMENTS. ' ' This service is one that was recommended by a group and adopted by the Centre.
By printing In bulk, UMSU is able to print the cards for a very low unit price.

Due to the number of tiny, rubber letters used in the adjustable rubber stamp, the
Coordinator has been setting the script herself to minimize the number of letters
being lost.

BUDGET: The group receives up to 100 free cards per year. Extra cards are purchased at
a cost of $0.05/card. Last year approximately 1200 cards were sold, a moderate
increase has been projected for this year.

5000 cards = § 200.00 Printing Charge
2000 cards @ $0.05/ = $ 100.00
= $ 000 Rubber Stamp/ink: Budgeted under OFFICE
EXPENSES BEVENUES
$ 200.00 $ 100.00 $ 100.00
in Room 312 University Centre
— Secure Filing Space Info on UMSU Funding/Services
Ne________ Posting Boasdy/Newslester Staplers, Holepunches, Cslendars
Fundraising Information Long Distance Call on Account
Faper CullerfScissors A 12 % 5 Project Work Swution
Desks, Piee Local Phanes Muil/Courier Reception
_ P Drop in Recruitment Organizational Assistince
(Print) Mambec's Name T Imeed Esmpin Occasional Locker Stomge TypewriteryPC Computers
Phone Call Relay/Messaging Muinfrume TerminalyUnits
Pamphles and Info Distribution Exposure For The Group

Member's Signature Group's Aulherizstion
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B. INFORMATIONAL RESOURCES

ORGANIZATIONAL ASSISTANCE:

OBJECTIVE. To offer new and existing groups assistance in working through some of the finer
points of administering and organizing the group's activities,

FEATURES: The Coordinator Is trained to help group leaders with a variety of matters including:
- Applying for UMSU Recognition and Benefits
- Constitutional Reform
- Financial Accountability
- Elections
- Event Production
- Meeting Protocol
- New Member Recruiiment

POLICY: Group leaders just have to ask for help.
SPACE REQ: This service s offered from the reception desk. No further space Is consumed,

INVENTORY: The Centre presently maintains reference material for leaders to read.
SEE RESOURCE AND REFERENCE LIBRARY section

COMMENTS: Autonomy is one word UMSU has heard over and over again each time a
programme was proposed to help the student groups, hence when the Centre was
formed, UMSU was cognisant of the groups need to remain autonomous.

For UMSU this meant we would ensure that groups' leaders knew that the Centre
could help them manage their affairs but they would have to initiate the process.

BUDGET: No charge is levied for this servica,
Mo capital expense was incurred to offer this service,

DETAILS:
NO DETAILS

EXPENSES REVENUES SUBSIDY/(PROFIT)
§ 0.00 $ 0.00 $ 000
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FUND-RAISING INFORMATION:

OBJECTIVE:
FEATURES:

$ 000

To help groups find alternative sources of funding.

The Coordinator investigatas various on and off campus fund-raising opportunities
and records the details on who may access the funding and how they may do so.

The groups may consult with the Coordinator on a need basis, The Coordinator
then informs the group of applicable sources of funding, should they exist.

Nominal shelf space is required to log funding sources,
The Coordinator maintains on binder/ffile on fund-raising opportunities.
UMSU had intially thought of posting the fund-raising opportunities in the Cantre

but the funding sources that had been resaarched were very limited. UMSU decide
to log the opportunities to insure the monies went towards the activities of

Recognized groups as a service of Recognition,

The Secretary of State proved to be a great source of funding for many cultural
groups, the Women's Centre and the Allilance for Students with Disabilities,

Altemative funding sources proved to be extremely valuable to the groups. It also
relieved some of the strain on UMSU's own Special Events Fund for sponsoring
campus orierted activities.

No charge is levied for this senvice.

There is no capital expense associated with providing this service,

BEVENUES
$ 0.00 $ 0.00

55583
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INFC ON UMSU AND CAMPUS SERVICES:

OBJECTIVE.

FEATURES:

SPACE REQ:

INVENTORY:

COMMENTS:

$ 0.00

To provide consistent, accurate information on what additional senvices the UMSU
and the University may supply, as well as information on how to access such
sanvices.

An attempt is made to maintain an all encompassing list of current services (to
numerous to detall hara).

Groups may simply pick up a pamphiet or ask (even phone) for the information.

Much of the information on UMSU and Campus services is displayed in the
pamphlet racks which are also used to promote the groups.

The Centre presently maintains a number of pamphlets on UMSU and University
services.

In years past group leaders often received inaccurate and/or conflicting information
regarding campus services and programmes. Now that the Coordinator is in place,
such information is current and readily available for groups to consume.

No charge is levied for this senvice.

The is no capital expense associated with providing this service.

Pamphiets are normally supplied by the host organization free of charge, hence
there is no cost associated with this senvice,

REVENUES SUBSIDY/(PROFIT)
$ 0.00 $ 0.00
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RESOURACE and REFERENCE LIBRARY:

OBJECTIVE

FEATURES:

SPACE REQ:

To provide student group leaders with a relevant resource base of information to
aid them In discharging their responsibilities.

The library offers published copies of standard information on organization
management, meeatings and event production, as well as custom made documents
on the UofM system and local practises.

Groups may sign out most books & documents and return them within two weeks.
Some material is treated as reference material and can not leave the Cantre,

Groups are encouraged to recommend Tities for purchase if they befieve other
group leaders may aiso find the information useful.

A significant amount of shelf space may be required to hold the publications. The
Centre presently dedicates six fest of sheiving to its library, but it is expected to
doubie or triple this amount in the near future.

The Centre presently maintains publications on:
- nal Structura
- Constitutional Reform
- Fund-raising Opportunities in Manitoba
- Access and Use of UMSU and Univarsity Services
- Effective Campus Advertising
- Leadership Skill Development Info:
= How to run & Mesting/Mesting Protocol
- The Treasura's Guida
- Successful Delegation
- Assertiveness, Self Confidence
Effective Elections
Effective Prasamlation Skills
How to Handle the A/ Equipment
How to Prepare a Group Newslatier

Many publications are relvant to students involved in siudent government and ere tharofons mads
evailable to all slscied atudent leaders, such =3 shudent prasidents, senators and councillors. Marry
publications have baen prepared by LIMSLU Exscutive mambars and ciber local authorities,

No charge is levied for this service.

UMSU has been making efforts to build & comprahensive library of information. As
such, an acquisition line appears in the detail to start acquiring and/or creating

REVENUES SUBSIDY/(PRO
$§ 0.00 $ 850.00
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C. THE STUDENT GROUP TIMES

STUDENT GROUP TIMES NEWSLETTER:
OBJECTIVE. To promote the groups collectively.

To aftract students 1o the Student Group Centre.
To promote the benefits of UMSU Recognition
To inform the groups of current News

To distribute contact information for the groups

FEATURES: Each issue contains:
- The latest news relavant to the student group
- New senvices and news about the Centre
- Upcoming events
- Upcoming application deadlines
- A message from the Centre's Director
- A message from the Centre’s Coordinator
- Start up info for new groups
- Contest and incentives
- Gurrent business discounts

- Circulation is 10, 000 coples per issue

pPoLICY: UMSU maintains complete editorial control over this publication as it is solely
funded by the UMSU,

Gmupﬁnuadmrymamuawﬂta-uptothaCammmmmmcmmlng
their latest activities and upcoming events.

The Gentre publishes a minimum of two issues per year. Three or four issues may
be published if time and/or money permits. Mid September and mid January are
primary release dates. Mid November and early March are the secondary release
dates.

SPACE REQ: This service is prepared by the Coordinator (Editor) through the reception desk.
Lay out and production normally consumes the project work table for & week.

Prior 1o distribution, all 10,000 copies are brought to Centre to administer
distribution. This uses up about 40 sq ft of reception space.

INVENTORY: The Centre distributes all the newsmagazines quickly across campus. 1000 copies
are retained for distribution from the Centre, 100 copies are kept for archive
purposes.

The Camera ready materal is kept for reuse in later [ssues.
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COMMENTS :

DETAILS:
4*$ 500.00
4 *$1200.00

4* % 100.00
4*5 000
4*3% 50.00
4 * $ 800.00

EXPENSES
$7400.00

Groups are request to regularly update the Centre regarding the groups activities.
Matarial for the TIMES is taken from the groups' standard promotional paragraph
(a requirement of Recognition) and the latest news they have submitted to the
Centre.

The Coordinator has been fortunate to find many group membere ready, willing
and able to volunteer to help lay out the newsmagazine. Those who help

appreciate the experience and provide an invaluable creative input as well as
production assistance. These volunteers make The Times a real student

magazine.

The Times has been very well received by the University community. Groups
sincerely appreciate the exposure,

No charge is levied for this senvice.
There is no capital expense associated with providing this service.

Production cost are significant but well worth the investment. Advertising can help
offset costs. The first two issue of The Times were fully subsided by the UMSU but
the Coordinator will attempt lo secure a cliental list this year of potential
advertisers.

= $2000.00 Design, Lay out and Production
= $4800.00 Colour and Printing Charges

= $ 400.00 Distribution

= $ 0.00 Campus Mailer to Groups/Big Wigs
= £ 200.00 Small Pick Up Promo Campaign

= -3200.00 8 ads/issue at $100.00/ad

REVENUES SUBSIDY/(PRO
$3200.00 $ 4200.00
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D. PROMOTIONAL ASSISTANCE

OBJECTIVE To maintain an accurate and all inclusive summary of campus activities
To help group leaders plan and time events more successfully
To provide groups with better exposure
To inform the students of upcoming events
To promote the spirit of involvement among the students

FEATURES: Large wall calendars are maintained by the Coordinator which track both tentative
and confirmed events. Events are called In by organizers and taken from campus
vehicles. Days and times which tend to beneficial for events as well as
days which can be datrimental to events, (such as holidays, axams), are recorded
on the calendar.

Event organizers can reference the calendar and check out the campus
competition for a Friday beer bash or a mid week film series. As a majority of the
events for any particular day are recorded, organizers can better assess their
petential attendance level adjust their plans accordingly.

The calendar is summarized and printed up each month and circulated around
campus on posters, in the mall and in the paper. The calendar is always
accompanied by the address and phone number of the Centre and a message to
encourage students to get involved and attend an event.

Each group may submit information to the Centre regarding an upcoming event.
Each group will recelve fair exposure based on avallability and demand.

Monthly events calendars will be printed on 24" x 18* poster blanks, using black
ink print overs. The poster blank itself will be a two (2) colour design. In months
where alot of campus activity Is taking place, weekly calendars will be published
in the student paper in half page ads. The Blanks will carry the general message
to students to get involved in a much more predominant format.

POLICY: To confirm events, groups are asked to drop off a promotional poster of their event
to record the date, time and place. The poster is then placed on the Info Wall,

Should groups wish to purchase ad space, they will be charged a nominal fee of
$10.00 per issue for both production and distribution to insure they have a valid
Mhmm.ﬂmmwmmwmmﬁmm
and pictures, but final lay out of the calendars rest with the designers.

SPACE REQ: A 2 x 2" wall space Is used to hang the poster,

INVENTORY": The Centre presently maintains one wall calendar for all events near the reception
area. Should demand dictate, more than one calendar may be used to track
categories of events, like social vs academic.

COMMENTS: The Coordinator collects information on the various campus events and prepares
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monthly and/or weekly summaries which reflect where and when events will take

place on campus.
BUDGET: During the 32 weeks of regular session, it is estimated that 12 weeks will require
weekly calendars. The weeks targeted for weekly calendars include:
SEPT 4 weeks Orientation/Frosh
OCT 1 weak Halloween Week
DEC 1 week Fost Exam/Christmas Events
JAN 4 weeks FestivalElections
FEB 1 weak Pre Spring Break Events
APR 1 weak Year End Event

Each month 100 coples of the poster calendar will be printed. All monthly calendar
posters will tell the reader to check the student paper for more details.

An average paricipation rate of 10 groups per issue is expected.
The monthly posters will be distributed by the UMSU at no charge to the Centre,

DETAILS:
BDO*§ .B0/blank
800*S§ .25Mblank
12 * $300.00/ad

12 * § 10.00/group
32 * $ 10.00/group

No Charge

EXPENSES
$4440.00

= $ B40.00
= § 200.00

= $3600.00

= $-120.00
= §-320.00

Produce and Print Poster Blanks
Print Over Charge

1/2 Page Paper Ad

Revenue Fee - Paper ad
Revenue Fee - Poster Spots

Poster Distribution

REVEN
$ 440.00 $ 4000.00
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ENT TION

Tuuaiﬂhminu'andneﬂ;ﬁamgntadgmupahﬂmirstﬂupaﬂnmbf
promoting the group and its services, See FUNDING PROGRAMMES for detalls

AC TO UMSU

OBJECTIVE

FEATURES:

SPACE REQ:

INVENTORY:

COMMENTS:

§ 0.00

OTIONA

To provide groups with priority access and reduced rates to proven campus
promotional vehicies.

Group leaders are provided with a list of campus promotional vehicles offered by
UMSU. The list details how, where and when (day prior to event) to purchase the
senjices,

Pmmummamm“nmmmm:muhammmm
distribution, electronic signage, sandwich boards rentals,and messaging/advertising
hthashﬁuﬂpapa.ﬁﬂumwﬁdludhymedmammm
promotional vehicle.

Groups receive some basic promotion automatically with Recognition, at no cost.
These vehicles Include: the groups name and contact info in the Student
Telephone Directory, the use of paintsfelts and poster blanks to make their own
Wm:ﬂdﬁuntnutMsmmimdﬂmhaminmhﬁnmmmlﬂmmm
drawn signa/banners and coverage in The Times and more,

A fee for service applies to most of these promaiional vehicles but the return on
the advertising is well worth the fee. Groups must contact the UMSU
Communications Department to use most of these services, excapt those offered
by The Manitoban,

Tmmummlsiamdhﬂnthemwnndﬂkwmmﬂnm
UMSU department.

The Centre complles the and maintains a detalled “price list* for all the vehicles
and distributes copies frealy in the Centra.

Eﬂmm.dmﬂv-ﬂmhhwumhmm.wm“
mmWWMhmMMMMwaﬂmhmm
m-mmmnh-mmmuw\gmmﬂm.md
CAMmpUS of group alze, &y growp's long term success will depend upon their sbility to attract new
Mbuﬂm-ﬂw,ﬂ*m{mmpj. Effective advertising helps students
find the group(s) of their choice.

As all the cash flow for the use of the promotional vehicles occurs in other
depariments and no subsidies are issued, no monies are required by the Centre.
The cost of preparing and printing the so called *price lists® is nominal and will be
applied to GENERAL EXPENSES.

REVENUES SUBSIDY/(PROFIT)
$ 0.00 § 0.00
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E. UMSU SPONSORED EVENTS

FALL/SPRING RECRUITMENT DAYS FAIR-

OBJECTIVE:

FEATURES:

SPACE REQ:

To heip the groups aftract new members by exhibiting the group's role/services
To expose the students to the spirit of involvement
To use the groups’ collective value of attraction to spur students’ interest

The Fairs run for three days, mid week in the second week of September and
January, The Fair is set up in Campo, a high profile, high traffic location in
University Centre, centrally located on campus.

The Infrastructure of the Fair includes approximately 40 booths each set up with
one 2'x8' table skirtad at the edges from top to ficor with coloured banner paper,
3 chairs, a backdrop and balloons. Music plays from the Student Group Centre's
booth to enhance the atmosphere. Electrical outiets for the groups A/V needs are
only available &t certain locations.

Many of the table skirts are painted to read "UMSU STUDENT GROUP
RECRUITMENT DAYS®, "CHECK (/) US OUT" or other slogans to encourage
students to see what's happening.

Time permitling. the Centre may prepare creative banners, using Bannermania,
to help students distinguish one booth from another. Many young groups do not
have much dispiay signage and appreciate the banners.

The Centre itself sets up a booth to offer information on the Centre's services,
location and role on campus. Further, the booth becomes the central coordinating
venue for the event. Solid coordination is required to insure the event runs wall.

Groups nead only register with the Cantre for each event, such as Fall and Spring
Recruitment Days.

Groups can only book a maximum of 3, hall-day bockings over the course of tha
three days. This is to insure that all groups can be present at some time during the
fair. Further, it guards against groups booking a booth for three full days, then
finding out they have not enough members to staif the boath.

The preparation and organization prior lo the event is managed by the Coordinator
at the reception desk.

The fair itself requires & large open area to houss the booth and sufficient room
for the pedeastrian traffic to flow freely. Congestion is a negative and unwanted
influence on the aimosphere of the fair.

The Centre fisell does not presently retain any inventory to mount the fairs other
than its AV equipment ses av seson. The tables, chairs etc are provided by
University Centre.



BUDGET:

2§ 30000
2+ $ 100,00
2+ $ 200,00
2+ $ 100.00
2*$ 0.00
2* $ 300,00

2*§ 50.00
2*$ 40.00
2*§ 0.00
2*§% B0.00

EXPENSES
$2340.00
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UMSU hosts a few collective events each year to encourage student to join a
group. The Fall and Spring Recrultment Days have been long standing UMSU
traditions, but the Centre may now be able to help coordinate such events as
ISSUES WEEK, MULTICULTURAL WEEK, WEEK for the ENVIRONMENT,
GAMING WEEK and RECREATION WEEK. Oh! the possibiiities are endless,

providing the groups have time to participate in such events.

The Director of the Centre is investigating the purchase of tall, tube pillars which
connect one booth 1o another and hold up a large sign dencting the tenant of the
booth. The pillars are simple, but add a tremendous assthetic value to the overall
look of the fair. Further, the signage that they support enhances the function of the
fair.

As mentioned, solid coordination is quintessantial to the success of the fair, The
Coordinator has found that posting the table assignments (date/time/place) and a
map of the overall sst up, not only aided the groups in getting settied, but lets the
students know when a group will be available (set up) at the falr.

The Centre organizes both the Fall and Spring Recruitment Days and hopes to

offer a number of smaller productions during the year. The following monies pay
for the expenses Incurred from producing these events,

Nominal registration fees may become necessary to help assure that groups do
not reserve more time than they can staff and that they set up during their
reserved times. At $5.00/.z«, with 150 groups participating on average for two
(2), half day bookings; $1500.00 could be collected for each main fair. This would
subsidize 75% of the production costs. No fee Is to be applied this year.

=$ 40000  Refreshments for Exhibitors
=$ 200.00 Production of Table Skirts/Group Banners
=$ 000 Rental of Campo Floor Space
=$§ 800.00 Promotion of the Fair
=$ 100.00 Handouts/Handbills
=% 80.00 muTﬂmm
=% 000  Fental of Floor Space
=$ 180.00  Promotion of the Fair
$0.00 $§ 2340.00
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F. FUNDING PROGRAMMES

SPECIAL EVENTS FUNDING:
OBJECTIVE: To stimulate student activity on campus by subsiding campus events

FEATURES: The Special Events Fund has been a long time senvice offered by the UMSU to
campus studant groups. Normally grants of $100.00 to $200.00 dollars are issued
to pay for promotion and production expenses associated with mounting events.
Certain restrictions apply.

Whaere possible, credit notes are issued to insure the monies are spent for their
intended purpose.

POLICY: Groups must maintain Standard Status to access the Special Events Funding.
Standard Groups need to apply to the UMSU for funding a minimum of 30 days
in advance of the evenL Should the group receive a grant, they must acknowledge
the UMSU assistance on the advertising for the event and at the event itsalf.

The fund is accessible from September to April,
SIGPAC, a committee of UMSU Councll, considers all funding applications.

{Eies paga 1F of T Han® ook for Setnlly)

SPACE REQr This service is offered from the reception desk.
INVENTORY. The UMSU allocates $10,000 a year 1o the Special Events Fund.
COMMENTS: Grants are allocated on a lose basis which correlates the event's contribution to

student life with the dollar amount of the monies granted. Events which encourage
or invite the campus community to become involved are highly desirable and
recaive the highest retum rate.

BUDGET. Monies for the fund are provided by UMSU (proper). Promation of the Fund is
provided by the Student Group Handbook, The Times, the Info Wall and letters to
group President/treasures. Promotion costs are coincident to the medium and are
not allocated balow,

Normally once the Fund Is exhausted, no further monles are allocated to the line.

25 gvents * $400.00/event  =$10,000  Average Grant allocation = $400.00

REVENUES SUBS
$10,000.00 $ 0.00 $  10,000.00
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NEWSLETTER PUBLICATION GRANTS:

OBJECTIVE.

FEATURES:

To stimulate the production and distribution of group newsletters
To provide current information on groups for students visiting the Centre

Eligible groups may apply to UMSU for Newsletter Funding.
The grant is issued as a Copy Centre credit note to cover print costs,

The amount of the grant is a function of the number of Issues and circulation.
Average grant allocations are $100,00 which may provide 500 copies of a four
page(sided) newsletter,

Only Standard Status groups are eligible for Newslstter funding. The Fund is
accessible from Saptember o April.

SIGPAC, a committee of UMSL Council, considers all funding applications.
This service is offered from the reception dask.

The Centre presently budgets for 50 grants from the fund per year. Of course
supplies diminish as the year progresses.

At one time, UMSU simply carried a $20,000 GRANTS programme to service the
student groups. Time has proven that targsted funding is more effective. Hence,
UMSU now maintains three smaller funds as has been previously dencted:
RECRUITMENT PROMOTION FUND, SPECIAL EVENTS FUND and the
NEWSLETTER FUND.

Monies for the fund are provided by UMSU (proper). Promotion of the Fund Is
provided by the Student Group Handbook, The Times, the Info Wall and lettars to
group Presidentreasurers. Promotion cost are coincident to the medium and are
not allocated below.

Normally once the Fund is exhausted, no further monies are allocated to the line.

50 Grants * $100.00/grant = $5000,00 Average Grant allocation = $100

EXPENSES
$5,000.00

REVENUES SUBSIDY/(PROFIT)
§ 000 $ 0.00
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NEW GROUP RECRUITMENT PROMO:

OBJECTIVE.

FEATURES:

SPACE REQ:

To assist forming and newly Recognized groups in their start up efforts by
promoting the group and its services.

Eligible groups are made aware that they may request a Recruitment Promotion

Package through the Coordinator. The package is designed to attract new

members to the group and expose the organizer to effective campus adverising
vehicles.

The package includes:

2 - 1/8 spots on the Around Campus poster
1 - 1/4 page ad in The Times
16 - 20 word messaging spots in the Manitoban
100 - 8= x 11 coloured paper, photocopied posters
incis: production and printing
1 - Distribution coupon

The package is composed of a number of credit notes (coupons) which have no
cash value except for in trade. This has been an effective tool in controlling abuse
of this funding program, Group organizers are responsible for the timing, design
and content of their promotion. The UMSU MEDIA department, however, can
recommend enhancements fo basic design concepts for the posters and student

paper ads.

The package also includes some basic information of effective advertising

techniques, suggested distribution pattems and procedural information on how and
where to actually spend the credit notes.

Groups just forming must register with the UMSU and file an INTENT TO FORM
(ITF) application. Recently Recognized groups, at INTEREST GROUP STATUS
LEVEL ONLY, may receive a Racruitment Promotion Package. Groups which have
been dormant for longer than four (4) years, showing intent to reform may receive
this service providing they satisfy one of the two criteria iImmediataly above.

All monies issue are to be granted in the form of a credit note good at a specified
UMSU business or department: The Copy Centre, UMSU Media or the Manitoban.

This sarvice is offerad from the reception desk.

The Centre presently budgets for 40 such packages per year, Of course supplies
diminish as the year progresses.
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G. OFFICE SPACE

OBJECTIVE :

FEATURES:

SPACE REQ:

To provide semi-private office spaca to groups which require a ¢ campus local to
be most productive.

The offices are small but aliow groups to have 24 hour access to their resources
and a greater privacy, relative to the Centre.

Each office is on an exterior wall of the building allowing for natural light to enter.
The space comfortably holds two desks, chairs, a filing cabinet, shelves and
bulletin boards.

Two keys per office are normally issued. This permits the president to have a key
and leaves one key for general pick up in the groups mailbox. Members can also
access their space by signing out a key to their office at Answers. Answers is the
UMSU's Information Booth. It is located near the offices and has been effective in
providing access to the office space for the members, with Iittie to no abuss on the

sysiem taking place.

Groups must maintain Standard Status to be eligible for the semi-private office
space. Standard Groups need to apply to UMSU to be considered for the space.

B page 13 of e Hasdboos ko detai)

Significant space outside the Centre is required to offer the service of private
and/or semi-private office space. The required space Is equal to about 5% more
than the rooms collective square footage, allowing for walls.. Many organizations
can not justify the allocation and maintenance of space for the purposes of
housing studant groups.

The Centre offers 24 semi-private office spaces for groups to bid for:

- 8 Small offices on the first floor of University Cenire (12' x 6 2 groups/office)
- 2 Large offices on the fifth floor of University Centre (24' x 10'; 4 groups/office)

Note: UMSU presently grants private office space to a select number of groups,
normally with SERVICE STATUS. This reduces the pool of total space
available.

Groups who demonstrate a need for the space are placed on a 'High Priority’ list,
As spaces become available, groups receive their office allocation for one term.
Once their term has expired, the group’s name goes to the bottom of the list. The
list perpetually rotates with new high priority group being added to the bottom of
the list each year. Groups then receive an allocated space in due time.



2*$3500
1*$ 0.00
16*§ 2.00
100*$ 0.08
1*§20.00

$5120.00
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The ITF application entities the organizers of the group to a limited number of
benefits including Recruitment Promotion. The Organizers must agree to seek
UMSU Recognition once their group is established such that others may continue
to join the group. The Cenire has spurred the formation of no less than 25 new

groups in Its first year of operation.

One of the main goals of the Centre when the concept was deveioped was to
actively assist new groups with their start up and recruitment effort

The Centre requires funds to pay interdepartmental charges as & result of the
credit notes issued for the program. This year, 40 such packages will be prepared.
The credit notes are valid at: UMSU Media Department, The S.G. Cenire, The
Manitoban, the Copy Centre and UMSU Media with respect to the list below.

= $ 70.00 2 - 1/8 spots on the Around Campus poster
= $ 000 1 - 1/4 page ad in The Times
= $ 3200 16 - 20 word messaging spots in the Manifoban
= $§ 600 100 - 812 x 11 coloured, photocopied posters (printing)
= $ 20.00 1 - Graphic Lay out and production for poster/ad
$128.00 1 - of the above packages
$5120.00 40 - of the above packages
SuU

$ 0.00 § 5120.00




BUDGET.
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With the introduction of the Centre, tremendous pressure has been removed from
the UMSU to provide private and semi-private office space. Of the

120 campus groups nearly half are eligible to apply for space. Last year UMSU
placed 30 groups on the High Need List of which 16 received space (4 private
allocations, two in large offices). Should no other groups be granted a piace on the
High Need List, all 30 should have had a year-iong term in an office by the end
of the second year.

More than likely, new groups will apply and be placed on the High Need List, and
the fourteen (14) groups from last year placing 17° -30™ will receive space, with
new groups having to walt a year. Once the groups enjoys a term with office
space, they are placed at the bottom of the list and await their next space
gliocation,

?nﬂmuﬂymwhangmmdunutlnwﬂrmnmmmm make
greater use of the Student Group Centre.

SWMMMMMnMWMMMmMHM
inmmmmm;m.smmm“nmmm
gmmmmemMMymmmmdmmhmumwm.
UMSU shares title with the University for the building and by agreement, no direct
rental charges are collected. UMSU does contribute to a common maintenance
fund for the buiiding.

thmgmmummavquuumtb&maﬂuicmnmmmeﬁupa
or to the UMSU, however reduced rental rates greater than simple nominal
amounts may be an effective tool to control demand. Unfortunately, by charging
a significant amount of money for rent there is a danger that:

1. QmMgmmmllmhmMMMm
groups who really could use the space effectively.

2 A poliical backiash may be felt by the Council of the day as

students question why they are paying for a service again which
is ultimately funded by their student fees.

Humnmawgamnmnm.mdumdmmﬂuimwmmmRMm
proposed for this year.

EXP
$ 0.00

SUBSIDY/(PROFIT)

$ 000 $ 0.00
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H. GENERAL EXPENSES

In addition to the promotional efforts the Centre undertakes to promote the groups, some additional funds
should be allocated for the Centre to promote self, its role and location along with the general spirit of
getting Involved. Such promotion compliments the other service-oriented promotion offered by the Centre.

A small variety of vehicles will be usad including:

assaging in the stutent paper, the Linndaban Lster wtd |phiome campaigns 10 siudents troogh undom selectan
Aseerlining i e sbsdent paber, e Maninsan Lostier med phasrs campaigna o shudents counclis
UNS pubiicaters ada; UMSLUMAN, The Degtimar, Tesphone Doty and oo o

2*% 4.00/mess =% 128.00 Manitoban Messaging, one per issue

8 * $300.00/ad =$1200.00 Manifoban Advertising, 1/2 page/month
3 * $300.00/ad =§ 90000 UMSU Publication Ads
1 *$100.00 =§ 100.00 UMSUMAN Ad

=5 0.00 Letter and phone campaigns
No postage require for on campus addressss

EXPENSES REVENUES Su Fi
$2328 $ 0.00 $ 2328.00

Stationary, pens, pencils, computer disks, paper, envelopes, files and file holders, binders, ductangs,
overhead transparencies, Coordinator's business cards, stamp pad ink, receipt books, mailing labsis and

various other office supplies must be purchased as part of the normal operation of any business.
Funds are made available to purchase a small amount of supplies not already present in the Centre for
the groups to use in the Common Office.

AI W
NO DETAIL =$250.00  Misc Office Supplies
EXPENSES REVENUES SUBSIDY/(PROFIT)
§ 250.00 § 0.00 $ 250.00

-

The Coordinator communicates with several off campus organizations on the groups’ behal. A budget
aliocation to cover postage and courler charges Is necessary.

200*$ 0.43Metter =% 8600  Letter Postage

10 * $15.00/package -: 115:3%] Eackaga Courier Charges

EXPENSES REVENUES SUBSIDY/{PROFIT)
$250.00 $ 0.00 $ 250.00
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UTILITIES

As previously mentioned, the UMSU shares Title to the building which houses the Student Group Centre,
Due to a complex history of the buliding and the students relationship with the University, an agreement
governing the use of the building has been adopted. The Agreement directs the University to assume all
utility costs, Therefore; electricity, water, sewage, heat, air conditioning, cleaning and all related matters
pertaining to the maintenance and general health of the building are funded by the University. UMSU
(proper) does pay for telephone charges and contributes to a joint fund 1o cover extrangous expenses not
covered by the Agreement.

No allocation appears, as the telephone charges have been documented in Section "A® of this document
and UMSU (proper) pays the deposit to the joint building fund for all departments of the UMSU.,

PENSES VENUES SUBSIDY, o

$ 0.00 § 000 5 0.00
ENDOWMENT FUND
Denotes the monies allocated to the Endowment Fund, See ENDOWMENT FUND for more detall
DETAWLS:

$1000.00/year = $1000.00 First year contribution to the Endowment Fund

REVENUES

$1000.00 $ na $1000.00
PHO a

To minimize misunderstanding, each party works from the same source of information. This means that
photocoples are often made of letters, application forms and other printed documentation. Groups are
encourage to make their own copies o reduce the financial burden on the Centrea.

The average cost for a letter size (B«2" x 11") copy Is $0.055. It is estimated that an approximately 20,000

photocopies were made last year for administrative, promotional and production purposes. There is no
change anticipated for this year. The Centre's total consumption of photocopies will be tracked this year.

Recycied paper has been Introduced this year.

20000 * $0.055/copy =% 1100.00 Photocopying

EXPENSES AEVENUES
$1100.00 $ 0.00 $ 1100.00
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SALARY AND BENEFITS

1 4 M S LN 7

The Coordinator receives:

- A salary of $15,000 for an 8.5 month period, from mid August through to the end of April.
- Work days are 8 hours in duration (10am-8pm), incl: a half hour lunch and two (2) 15 min breaks
- 10 days of holiday time, excl. Christmas Break and stat holidays (approx 15 working days),
- 2 Sickdays/month (cumulative)
- Medical, Dental, Vision Care, Long Term Disability Coverage and other standard Benefits
- Dollar for Dollar Matching Pension Plan Contributions
- Employer Paid Govemment Daductions;
- Canada Pension Plan, Provincial Payroll Tax

Although the cost of hiring and supporting a full time coordinator is significant, it is strongly balleved that
the vaiue of the Coordinator in the Centre is greater than that of a manager in a busy retail store. A
knowledgable, responsible, long term employee is the strongest asset your Centre can provide to insure
a steadfast connection Is present to link students with groups on the Unions behalf.

Tugetataftad.Muwmmmmmuadmmupmmmﬂmﬂcmmmm
of its office and have the receptionist field the questions. This is very dangerous. Group leaders may simply
become frusirated with the commotion, lack of sincere attention and lack of knowledgable staff (if not
trained properly). Host organizations, not abie to support a full time coordinator may be better off training
and managing a small pool of volunteers to staff the Centre, hence providing well trained personnel with
one interest at hand, to serve the students entering the Centra.

DETAILS:

$15,000.00  Salary
8 *§$8650/month § 73525 Great West Life Insurance Beneafits
8.5 * $100.00/month § 850.00 Employers Contribution to Employees Pension
85*%$40.00/month $ 38350 Employer Paid Government Deductions/Taxes
$

10 * § 88.24/day 882.35 Holiday Pay in lieu of day taken (potential expenditure)
ENSES REVENUES suBs
$17,861.10 $ 0.00 $ 17,861.10

-
IENT

MWSUhmmGMHMﬂmhMmmtmmwﬂcjmmW
it owns with in University Centre. Further, UMSU (proper) does not charge its tenants rent as part of it
departmental charging system, therefore, the Centre does not incur monthly rental charges.

DETAILS:
NO DETAILS
EXPENSES REVENUES SUBSIDY/(PROFIM)

$ 000 $ 0.00 $ 0.0
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UTILITIES

As previously mentioned, the UMSU shares Title to the building which houses the Student Group Centre.
Due to a complex history of the building and the students relationship with the University, an agreament
goveming the use of the building has been adopted. The Agreement directs the University to assume all
utility costs. Therefore; electricity, water, sewage, heat, air conditioning, cleaning and all related matters
pertaining to the maintenance and general health of the building are funded by the University. UMSU

(proper) does pay for telephone charges and contributes to a joint fund to cover extraneous expenses nol
coverad by the Agresment.

No allocation appears, as the telephone charges have been documentad in Section "A" of this documant
and UMSU (proper) pays the dapasit to the joint building fund for all departments of the UMSLL

REVENUES SUBSIDY/(PROFIT)
$ 0.00 $ 000
ENDOWMENT FUND
Danotes the monies allocated to the Endowment Fund, See ENDOWMENT FUND for more delall
DETAILS:
$1000.00/ysar = $1000.00 First year contribution to the Endowment Fund
REVENUES SUBSIDY/(PROFIT)
$1000.00 $ na $1000.00
PHOTOCOPYING

To minimize misunderstanding, each party works from the same source of information. This means that
photocopies are often made of letters, application forms and other printed documentation, Groups are
encourage to make thelr own copies to reduce the financial burden on the Cenlre.

The average cost for a letter size (B+2" x 11") copy is $0.055, It is estimated that an approximately 20,000
photocopies were made last year for administrative, promotional and production purposes. There Is no
change anticipated for this year. The Centre's total consumption of phatocopies will be tracked this year,
Recycled paper has been introduced this year,

20000 * $0.055/copy =% 1100.00 Photocopying

EXPENSES REVENUES SUBSIDY/(PROFIT)
$1100.00 $ 0.00 § 1100.00
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GENERAL MAINTENANCE

All aspects of the supporting infrastructure require maintenance and occasional repairs. Plants, small
pictures & fixtures and minor renovations such as touch up painting are required on occasion to insure the
Centre retains its warm and inviting atmosphere. Nominal funds are set aside for this purpose

DETAILS:
EXPENSES REVENUES SUBSIDY/(PROFIT)
$ 200.00 $ 000 $ 200,00
PUBLISHING THE STUDENT GROUP HANDBOOK

Each year the guidelines governing tha UMSU'’s relationship with the campus groups are reviewed and,
i neaded, amended. As the Handbook was just revised late last spring, no monies a have been allocated
to republish the Handbook,

M -
0*$30000 =§ 0.00 PMTs, typessiting, Graphic Design
0*$80000 =§ 0.00 Printing Charges for 1000 copies
0*$10000 =% 0.00 Binding
0*$ 000 =§ 000 Distribution: On campus Mailings/in house Pick up
0*$% 000 =% 0.00 Pick up Promotion; Not Required
EXPENSES REVENUES SUBSIDY/(PROFIT)
§ 000 $ 0.00 $ 0.00

I. GENERAL REVENUES

ENDOWMENT FUND
The Centre has started an Endowment Fund. For the first five (5) years, no Interest will be removed from
the fund. See ENDOWMENT FUND for more delails

DETAILS:
0* ~ 10% of principle = § 0.00 intarest to be Spent
EXPENSES BEVENUES SUBSIDY/(PROFIT)
$ n/a $ 0.00 {$ 0.00)

AD
On occasion, the Cenire may solicits or be approached to post poster size ads, exhibit product displays
and/or othar forms of business promotion within the Centre. The revenue collected from such efforts are
posted to this line and used to reduce the overall subsidy of the Centre.

DETAILS:
MNa Detail
EXPENSES REVENUES SUBSIDY/(PROFIT)

$ 0.00 $ 500.00 ($ 500.00)




HAVE I DIED AND GONE TO HEAVEN:
IDEAS FROM CANADIAN STUDENT GOVERNMENTS

The following list of services and programmes will be discussed. Extra space has been left by
each title fo you to make note as the presentation and discussion proceeds. Feel free to ask
questions at any point.

UMSUMAN:
- Orientation magazine, comic book style
- general information serve in a light formal
- services, maps, enteriainment schedules
- list of first week events

Student Ombudsman/Advocate:
- Student position offers alternative/compliment to the University’s counsellors
- Provides direction and support in the appeals process;
Guidance, preparation and representation
- Effective means to encounter, document and address real problems the academic arena

Computerized Carpool Coordination:
- Database application to match drivers and riders from all areas of the city and
surrounding areas. See Handout

A Student Telephone Directory:
- List all students by: Name, College, Year
- Info on the Union
- Profs, deans and administration numbers
- Campus fax numbers
- Tear outs of; Common Questions, Student Council Numbers
- Organization Charts of UMSU and UofM

A Campus Cookbook:
- To help students cope to life on their own
- Guides 1o plan, budget and buy good food
- Quick Fix foods to full meals
- Multi Cultural diversity
- Coupons for groceries and restaurants



Peer Advisor Support Programmes:
- Students helping Students, Education and Counselling
- Personal, Health, Relationships, Academic problems
- Strong training program required
- Excellent for Referral

Daycare, Evening Babysitting;
- On campus facilities for student parents
- Day and evening services

Daytimer:
- school year calendar, relevant dates/holidays, planned events
- space for students to make notes

- info on Union

- service info relevant to students

Tutors Listings:
- Database of tutors cross matched with students in need
- Lists of tutors regularly circulated
- Free for students, listing charge for professional services

Typist Listing:
- Database of typist cross matched with students in need
- Lists of typists regularly circulated
- Free for students, listing charge for professional services

Income Tax Return Preparation:
- On campus preparation service knowledgable of student cases
- Quick and convenient
- Low rates for students in return for UMSU sponsorship

Income Tax Return Self-Preparation Seminars:
- Seminars offered on how to "DO IT YOURSELF"



Safe Social Programme:
- Designated Driver Programme; free access, soft drinks
- Aides Awareness literature
- Responsible Drinking literature
- After hours restaurant service
(to "dry’ out, satisfy the "munchies’)

Darkroom Facilities:
- Colour and black and white processing
- UMSU’s space and equipment
- Students chemicals and time
- Reduced rates for the Camera Club

Drop-In Seminars:
- Relevant topics: study skills, personal budgeting,
- Public speaking, effective presentations

Student Group Support:
- See HANDBOOK FOR RECOGNIZED STUDENT GROUPS

Video Vending Machines:
- Convenient and a money maker

Student Discount Cards:
- Target all local business, use collective buying power

Entertainment Programming:
- Bands, dances, films, comedians
- debales, speakers, awarcness programmes
- fashion shows, scavenger hunts, spring break trips
- multi cultural cvents, performing aris
- subsidy programmes



TalkBack Table:
- professional convention-style display booth
- good, consistent image for student government
- effective for survey research & publication distribution

Student Oriented Businesses:
- provide & service to students and campus community
- set fair market value price for public
- provide discount for students
- Use profits to subsidize other programmes
- Provide student employment
- EXAMPLES:
- Pool Hall, Arcades: prime money maker

- Confectionary: very good money maker

- Sit-Down Campus Dining: alterative to cafeterias

- Used Book Exchange: altemative 1o new books

- Copy Centre: high speed and colour copies, binding, fax

- Student Owned Pub:
- Excellent permanent venue for entertainment events
- Control over programming and profits

Campus Communications:
- Weckly ads on posters
- Banner services: production display space
- Sandwich boards; rentals and signs
- electronic media
- publications space



starting at 11:30 a.m.

312 University Centre
next to B-52's

Refreshments/Tours/Food
Come One, Come All /1!

All Welcome




