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ABOUT UNITED STUDENT GOVERNMENT (USG) 
 
 
Mission 
The representatives of the United Student Government (USG) of Moravian College, set their 
mission to:  

¶ Be a voice between the student body, the faculty, and the administration of the College. 

¶ Continue to change and uphold College policy and tradition.  

¶ Provide governance and allocations to clubs and organizations.  

¶ Promote and maintain an inclusive student body.  

¶ Create sustainable relationships with community partners.  
 
Members of USG serve either as elected representatives of the student body (President, Vice 
President, and representatives) or are appointed by the President and approved by the 
representatives). Elections occur in November of each academic year. Terms of office are 
served beginning in January each year.  
 
The USG office is located in the Haupert Union Building (HUB) next to the HUB desk. Students 
wishing to contact USG can stop by the office, send an email to usg@moravian.edu, visit the 
USG webpage at www.moravian.edu/usg, or contact any member of the organization.  
 
 
 

 
 
 
 
 
 
 
 

mailto:usg@moravian.edu
http://www.moravian.edu/usg
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MAINTAINING ACTIVE CLUB STATUS 
In order for a club to sustain a United Student Government charter, there are various 
requirements for the clubs to remain recognized. These regulations will be adhered to and 
regularly reviewed by the Club Ambassador and the Vice President. If a club fails to adhere to 
the rules in this section, the governing body reserves the right to administer consequences as 
seen fit by a 2/3 vote.  

A. Clubs must have a minimum of six (6) members at all times 
a. Official Member Requirements 

i. Must attend at least 50% of club meetings 
ii. Must attend at least one (1) club event per semester 

B. All clubs must have a President, Vice President, Secretary, and Treasurer. If club does not 
use these terms, they must have similar responsibilities.  

C. All clubs must meet a minimum of once per month 
D. All clubs must have a full time Moravian College faculty/staff advisor 

a. The advisor must attend a minimum of two (2) meetings per semester  
E. Clubs must abide by their own constitution, as well as the USG constitution 
F. All club treasurers must attend a USG hosted Budget Information session each semester. 

If the treasurer cannot attend, clubs may send another representative 
G. All clubs are required to submit (and update as needed): 

a. Club roster and Officers 
b. Club constitution  
c. Signed copy of the USG financial rules 
d. Signed copy of the USG club rules 

H. Clubs are required to completed the USG Point System budget process 

http://www.moravian.edu/usg/clubs
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FINANCIAL INFORMATION 
 

ABOUT THE USG FINANCE COMMITTEE 
The USG Treasurer and the Finance Committee are responsible for the distribution of the 
student activity fee. This includes the allocation and administration of club funding. The 
activities of the USG Treasurer and the USG Finance Committee are governed by the standing 
rules of the USG Finance Committee and operating practices of Moravian College.  

 
The key roles and responsibilities of the USG Treasurer and the Finance Committee include the 
following:  

¶ Allocation of the student activity fee 

¶ Supervise the administration of club/organization accounts 

¶ Handle discretionary fund requests 
 
HOW ARE USG FUNDS ALLOCATED? 
USG has two classifications for funding student clubs and organizations: point system clubs and 
exempt clubs 
 Point System Clubs 
 Exempt Clubs 
 
ELIGILIBILITY FOR ANNUAL FUNDING 

1. Only clubs in active standing are eligible to earn funds through USG 
2. All clubs must submit an annual USG budget request (see below) 
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e. Personal fees/dues required for national organization membership 
f. Contributions to charities or for donations 
g. Academic materials to be used for tutorial purposes 
h. Mandatory events held during the final exam period 
i. Transfer of funds to outside accounts 
j. Fundraisers* 

*Funds may not be allocated for fundraiser items that will be resold, but you may use funds for 
the setup and implementation of the fundraiser. Any voucher regarding fundraising may be 
called before the governing body for approval.  
 
ANNUAL CLUB/ORGNIZATION BUDGET REQUEST PROCESS (Spring only) 
The annual club/organization budget request process (spring) is the primary mechanism for 
clubs and organizations to receive funding from USG. Only clubs and organizations chartered by 
USG may request funding during this process. The general outline for this process is as follows:   

mailto:usg@moravian.edu


http://www.moravian.edu/usg)
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PLANNING ON CAMPUS EVENTS  

/eventmanagement/faculty-staff-students
/eventmanagement/faculty-staff-students
/eventmanagement/space-administrators
/eventmanagement/space-administrators
/eventmanagement/space-administrators


https://moravian.okta.com/login/login.htm?fromURI=%2Fapp%2Fmoraviancollege_schooldude2_1%2Fexk55oa1s1hEVwHfD0x7%2Fsso%2Fsaml
https://moravian.sodexomyway.com/catering/index.html
http://cithelp.moravian.edu/
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Media playing at events (slideshows, music, timeline) are available and are most successful 
when discussed 7 business days in advance. 

The event requestor is responsible for notifying Media Services of a change of meeting, 
location, and/or time at least 3 days before the event. 

If items are requested that the College does not own, they will be ordered from a rental 
company at the expense of the Event Requestor. 

STEP FIVE: Schedule Parking & Security 
Campus Police is responsible for maintaining a safe and pleasant environment for the campus 
community. Officers assist in event management particularly when it involves parking and 
security issues. 

Contact Campus Police to make arrangements for traffic control and parking needs at least 7 
business days in advance. 

If on-site security staff is requested, 2 weeks notice is needed to schedule Officers and/or 
Private Security who may be requested to assist with the event. 

STEP SIX: Request Transportation 
If College transportation is required, requests should be made 2 weeks in advance to schedule 
drivers and reserves buses and/or vans. Requests for transportation should be directed 
to FMPC 610-861-1550. 

If transportation services are cancelled less than 2 hours prior to event, event sponsor will be 
billed for 2 hours driver time. 

STEP SEVEN: Advertising 
The Campus Events Calendar is a place for public-facing events. Community members, alumni, 
parents, friends of the College, faculty, staff, and students all refer to this calendar to stay on 
top of what’s going on at the College. 

Events NOT appropriate for the Campus Events Calendar  calendar include: department 
meetings, club meetings, private activities, or anything of an internal nature. 

Event planners seeking to publicize on the Campus Events Calendar should contact their Web 
Content Manager. 

To advertise on the plasma displays, submit a PowerPoint slide to Marketing & Communications 
at digitalsignage@moravian.edu

/about/campus/main-street/2/campus-safety
http://home.moravian.edu/public/pp/new/home.html
/news/Inside-̽������/Campus%20Buzz
/news/Inside-̽������/Campus%20Buzz
/news/Inside-̽������/Campus%20Buzz
https://docs.google.com/a/moravian.edu/spreadsheets/d/1LC7uJ7Wgtjy0RLfQTdpU1EnsnG_MUR1AyKfttyh8otc/edit?usp=sharing
https://docs.google.com/a/moravian.edu/spreadsheets/d/1LC7uJ7Wgtjy0RLfQTdpU1EnsnG_MUR1AyKfttyh8otc/edit?usp=sharing
mailto:digitalsignage@moravian.edu
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accommodation or have questions about the physical access provided, please contact the 
sponsoring organization/department at least one week prior to the event. 

¶ Written Publication (ie; press release): Moravian College seeks to provide an accessible 
and hospitable learning and working environment for all, while ensuring full compliance 
with federal and state regulations. Our community welcomes and encourages persons 
with disabilities to participate in our programs and activities as faculty, staff, students, and 
as visitors to the College. If you anticipate needing any type of accommodation or have 
questions about the physical access provided for an event on our campus, please contact 
the event sponsor at least two weeks in advance of the event. 

For information regarding professional photography and graphic design needs, 
contact Marketing & Communications. 

 
 

EVENT RESOURCES & POLICIES 
Visit Moravian College Event Management for the most up-to-date information.  
 

Advertising & ADA Statements 
All advertisement/communication for events hosted at Moravian College must include the 
following statement: 

¶ Graphical Flyer/Poster (including email): Moravian College encourages persons with 
disabilities to participate in its programs. If you anticipate needing any type of 
accommodation or have questions about the physical access provided, please contact the 
sponsoring organization/department at least one week prior to the event. 

¶ Written Publication (ie; press release): Moravian College seeks to provide an accessible 
and hospitable learning and working environment for all, while ensuring full compliance 
with federal and state regulations. Our community welcomes and encourages persons 
with disabilities to participate in our programs and activities as faculty, staff, students, and 
as visitors to the College. If you anticipate needing any type of accommodation or have 
questions about the physical access provided for an event on our campus, please contact 
the event sponsor at least two weeks in advance of the event. 

 

Doghouse Usage Policy 

/photorequest
/eventmanagement/event-planning-resources
/content/doghouse-usage-policy
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Events with Minors & Pennsylvania Act 153 
Event host must ensure proof of the mandated clearances for all those involved with the event 
(paid employees and/or volunteers), which include: 

¶ Pennsylvania State Police Criminal History Record Information, 

¶ Child Abuse History to determine if the person is named as a perpetrator of an indicated or 
founded child abuse report, and 

¶ Federal Criminal History Background Check (FBI check with submission of fingerprints) 

Learn more about PA Act 153 and obtaining clearances. 

 

Food & Catering Policy 
Sodexo Dining Services has the first right of refusal for all catering needs on the College 
property. 

http://keepkidssafe.pa.gov/cs/groups/webcontent/documents/document/c_135249.pdf
http://tinyurl.com/hubstorage
http://tinyurl.com/hubstorage
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Fundraising Policy 
Fundraising forms must be submitted online to the director of Civic Engagement at least one 

https://docs.google.com/a/moravian.edu/forms/d/e/1FAIpQLSfRlzBqyyFYX0D24fWvprNIxt6WVXYfB1s5cNXrr5zSeSNNAA/viewform?c=0&w=1
/handbook/policies
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¶ Any time you show a film in the HUB, PPHAC, Comenius, or any other public College 
space 

¶ 

http://www.swank.com/
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¶ When requesting space(s) for an event with catering, you MUST add the following 
amount of time to request, to account for setup and breakdown.  

o Classroom or Meeting Room: Add 30 minutes to the start and 30 minutes to the 
end of your scheduled event time(s).  

o Athletic, Dining, or Outdoor Space: Add 2 hours to the start and 1 hour to the 
end of your scheduled event time(s). Additional setup time may be required 
based on event size and demands. Please coordinate with the space 

mailto:catering@moravian.edu
https://moravian.sodexomyway.com/Images/2017-2018%20Catering%20Guide_tcm1889-136646.pdf
http://www.moravian.edu/student-involvement
mailto:steinmans@moravian.edu
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ADDITIONAL RESOURCES FOR STUDENT LEADERS 
 

WRITING A CONSTITUTION 
A constitution contains the fundamental principles that outline the purpose, structure, and 
limits of an organization. Essentially, the constitution provides a foundation upon which an 
organization operates. All clubs and organizations that intend on having an annual budget from 
USG should submit a constitution to USG.  
 
 
What should be included in the constitution? 

¶ A constitution should provide the structure for an organization, describe its purpose, 
and define the duties and responsibilities of the officers and members. The objective is 
to create a document that covers these topics in a simple, clear, and concise manner.  

¶ Since your constitution should be tailored to the needs of your organization, you may 
wish to include additional articles or use a different structure. However, the basic 
information outlined below should be included: 

 
Article I Name 

▪ State the name of the organization. “The name of this organization shall be (insert 
name).” 

 
Article II Purpose and Goals 

▪ Section one – provide a general statement about the purpose and goals of the 
organization, as well as the type and scope of the organizations activities 

▪ Section two – a sentence or two stating that the organization abides by and supports 
Moravian College policies as well as local, state, and federal laws. 

 
Article III Membership 

▪ Provide a general statement about membership eligibility, standards, and requirements. 
Note: student organizations are required to be non-discriminatory in membership 
unless otherwise permitted by applicable federal law. As such, you should review your 
constitution to ensure that it does not contain discriminatory language or provisions.  

▪ Example of membership requirement – “As a member, one is required to attend 
organization meetings regularly, pay dues if required, and actively support organization 
projects. Membership will be revoked by ½ vote of officers plus ¾ vote of general 
membership if actions are deemed inappropriate by membership.” 

 
Article IV Officers 

▪ In sections under this article; list the titles of officers, qualifications for each office, the 
method, time, and process of selection, and term of office. 

 
 
 



 19 

Article V Duties of Officers 
▪ The duties, powers, and responsibilities of each officer as well as procedures for 

removal from office and filling vacancies should also be outlined here. 
 
Article VI Amendments and Ratifications 

▪ This article should explain how constitutional amendments may be made, as well as the 
procedure for adopting this constitution and any future amendments. At a minimum, 
your constitution must be voted on and approved by the general membership of your 
organization.  

 
What are Bylaws? 
Bylaws are secondary principles that govern the internal affairs of an organization. Bylaws are 
essentially an expansion of the articles or sections of the constitution. They describe in detail 
the procedures and steps the organization must follow in order to conduct business effectively 
and efficiently.  
 
Why should I have Bylaws? 
Student organizations are not required to have bylaws, but may find them helpful to the 
organization’s operations. The constitution covers the fundamental principles but does not 
provide specific procedures for operating your organization. Bylaws should set forth in detail 
the procedures your group must follow to conduct business in an orderly manner.  
 
What should I include in my bylaws? 
Bylaws must not contradict provisions in the constitution. They generally contain, as needed, 
more specific information on the topics outlines below:  

▪ Membership –should discuss and detail the various aspects of membership that may be 
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RUNNING AN EFFECTIVE MEETING 
 
Before the Meeting 

1. Define the purpose of the meeting. If you can’t find a purpose, don’t meet! 
2. Develop a meeting agenda: 

a. Approval of previous meeting minutes 
b. Announcements 
c. Unfinished business 
d. New business 
e. Special issues 
f. Open discussion 

3. 
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RECRUITING NEW MEMBERS 
Whether it is the beginning of the year or the middle of your major event, now is the time to 
recruit! An organization can always use new ideas and energy.  
 
Before beginning your recruitment process: 

¶ Your organization must identify the needs of the people you are trying to recruit and 
identify why those students might want to join. Keep in mind what current group 
members need while you attempt to earn the loyalty, commitment, and energy of new 
members.  

 
Group members need: 

¶ To have a sense of belonging 

¶ To share in planning the group’s activities 

¶ To know that the goals are within reach and align with the group mission 

¶ To feel that what they are doing has real purpose 

¶ To feel that the value of their contributions extends beyond personal gain 

¶ To know what is expected of them and to be kept informed 

¶ To have responsibilities that challenge and contribute toward reaching goals 
 
Recruitment Techniques: 

¶ Attend the Club Fair held at the beginning of each semester 

¶ Personal contact/word of mouth – people are more likely to get involved if a friend or 
neighbor personally asks them to get involved. 

¶ Set up a series of informational meetings or information tables in the HUB 

¶ At your next event – make announcements and have an information table with a sign-up 
sheet for potential members. 

¶ Recruit within the publicity of your event – on your advertisement, add a line, “if you are 
interested in helping plan our next event, contact…” 

¶ Announcement – send information to your target population with posters, emails, or 
messages through social media 

¶ Reach out to Moravian College faculty and staff who will encounter students searching 
for involvement – residence halls, career and civic engagement, academic departments 

¶ Ask each current member to bring a friend to your next meeting 
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PROGRAMMING AT A GLANCE 
 
How to plan a successful program: 

1. Identify your audience and their interests 
2. Decide on the goal of the program 
3. What is the best means to reach your goal 
4. Develop and event and title 
5. Develop a budget for your event 

General Guidelines:  

¶ Document everything, both to protect your organization and to make certain that 
records are correct. 

¶ Before your organization begins planning, make sure that there are funds available to 
cover the costs of the event. 

Program Planning Checklist:  
Six weeks away:  
 _____ Check the College calendar to avoid conflicts (HUB desk) 
 _____ Reserve event space with appropriate space administrator (HUB) 
 _____ Develop budget 
 _____ Consider co-sponsoring with other organizations or departments 
 _____ Review any contracts (must be signed by VP of Finance & Administration) 
 _____ Contact campus services that are needed (Facilities, media services, etc.) 
 _____ Plan promotional campaign 
Four weeks away:  
 _____ Begin preparing publicity and planning distribution 
 _____ Arrange event procedures during event 
 _____ Arrange clean-up procedures 
 _____ Create a list of volunteers 
Ten days away:  
 _____ Check distribution of publicity 
 _____ Confirm set-up time and needs 
 _____ Confirm catering 
 _____ Confirm payment 
 _____ Confirm volunteer schedule 
 _____ Develop signs for the day of the event 
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FUNDRAISING IDEAS 
 

https://docs.google.com/a/moravian.edu/forms/d/e/1FAIpQLSfRlzBqyyFYX0D24fWvprNIxt6WVXYfB1s5cNXrr5zSeSNNAA/viewform?c=0&w=1
https://docs.google.com/a/moravian.edu/forms/d/e/1FAIpQLSfRlzBqyyFYX0D24fWvprNIxt6WVXYfB1s5cNXrr5zSeSNNAA/viewform?c=0&w=1
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Role of the Secretary 
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