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What constitutes a student organization at Governors 

State University? 

A student organization is an association of persons for 

some common objective usually meeting periodically; 

a group identified by some common characteristic. 

While student organizations may include faculty, staff, 

or community members, the bulk of the organization 

must be currently enrolled Governors State University 

students. Additionally, only currently enrolled students 

are permitted to serve as officers of officially 

recognized student organizations. 

Recognition of Student Organizations 

The Director of Student Engagement and College 

Relations will ask the Student Senate Programming 

Committee Chair for a recommendation upon receipt 

of their petition. Student groups will normally be 

approved if they follow the appropriate procedures 

and comply with being open to all students without 

respect to race, color, national origin, sexual 

orientation, religion, gender (excluding social 

fraternities and sororities), age, marital status, or 

disability. If the Director of Student Engagement and 

College Relations determines that a student 

organization has failed to abide by these criteria, 

he/she may revoke the organizationõs recognition. 

Organizations must register each September with the 

Director of Student Engagement and College 

Relations to continue their official recognition. 

What are the benefits of official recognition? 

¶ Permission to use the Governors State 

University name with their organization under 

strict guidelines and approval; 

¶ Use of Student Life bulletin board space; 

¶ Ability to post organizationõs events to the GSU 
Calendar; 

¶ The right to apply for monies from the Student 

Life activities fee; 

¶ Use of Print Shop services; 

¶ Use of a mailbox for organization 

correspondence; 

¶ The right to apply to conduct fund raising 

activities on campus; 

¶ Use of campus mail service; 

¶ Access to a staff liaison in the Student Life 

Unit, who can provide assistance in 

programming, leadership development, 

planning, financial management and 

accessing additional university resources and 

services; 

¶ The use of space by reserving rooms, halls 

and outdoor event space; 

¶ Participation in the student engagement fairs 

held at the beginning of the year, as well as 

activity fairs held each winter for incoming 

students;  

¶ Inclusion in the on-line directory of student 

organizations; 

¶ Organization account for financial 

transactions. 

How does the process of recognition work for new 

student organizations? 

There are basic steps in forming new organizations at 

Governors State University.   

Step I -- Tentative Recognition 

A group may receive permission from the Student Life 

Unit to hold an organizational meeting on campus.  

The group must apply for tentative recognition by filing 

a Petition for New Student Organization with Student 

Life which includes the following information: 

¶ name of organization 

¶ purpose of organization 

¶ name of Governors State University 

faculty/staff advisor 

¶ name and student ID number of seven (7) 

current students, which is the minimum 

number required, who have agreed to join. 

This petition will be forwarded to the Director of 

Student Engagement and College Relations or 

designee.  Upon receipt of the petition, he/she will 

ask the Student Senate Programming Committee 

Chair for a recommendation.  If the petition is 

approved the club or organization will be granted 

tentative recognition which will provide them with all 

the privileges of a fully recognized group for a period 

of three (3) months by which time they must have 
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completed step 2.  In extenuating circumstances, the 

Director of Student Engagement and College 

Relations or designee, upon written request, may 

extend the three months to a maximum of five 

months. 

Step II -- Formal Recognition 

To be formally recognized as a club or organization, a 

group must present the following information to 

Student Life: 

¶ a constitution which must include the name, 

purpose, operating procedures, membership 

requirement, and  basic structure of the 

continuing organization (guidelines for and a 

sample of a constitution are included) 

¶ the name of the current yearõs Governors 

State University faculty or staff advisor 

¶ a list of the current officers including name 

and student ID number.  Officers must be in 

academic good standing to be eligible to 

serve. 

¶ the club must have its officers and advisor 

attend an orientation with the Director of 

Student Engagement and College Relations. 

Upon receipt of the above, the Director of Student 

Engagement and College Relations or designee of 

Student Life will ask the Student Senate Programming 

Committee Chair to recommend formal recognition of 

the group.  If the Director of Student Engagement and 

College Relations or designee disagrees with the 

recommendation, he/she will ask for a meeting with 

the chair to discuss their recommendation.  If 

differences cannot be reconciled, the Director of 

Student Engagement and College Relations or 

designee will rule on recognition of the group.  This 

ruling may be appealed to the Dean of Students or 

designee for review.  The decision of the Dean or 

designee is final. 

If approved, the group will be a recognized university 

organization with all of the privileges thereof as long 

as it: 

1. files each trimester a Registration Form with 

the current officers and name of the 

Governors State University faculty or staff 

advisor with Student Life 

2. adheres to procedures for all financial 

expenditures, which must be authorized by 

Student Life before implementation 

3. Completes other paperwork as required (i.e. 

Fund Raising Activity Form, Purchase 

Requisitions, etc.). 

Any group becoming inactive for two years or more 

must reapply for recognition as a new organization.  

For additional information, contact the Director of 

Student Engagement and College Relations or 

designee (A2103). 

Application forms and a sample club/organization 

constitution are available on the Student Life web 

page at www.govst.edu/studentlife. 

Club Sports Recognition 

Governors State Universityõs club sports teams are 

student-initiated activities that require students to be 

responsible for organization, leadership and decision 

making. Club sport activities range from informal play, 

regular practice and instruction to intercollegiate and 

tournament competition. Some clubs require dues 

from their membership in order to support their 

activities. The Office of Student Engagement and 

College Relations provides guidance, use of athletic 

facilities, minimal financial support and an 

administrative framework for the operation of officially 

recognized clubs. 

Similar to student organizations, Club Sports must 

create a constitution, develop a budget, and meet 

other requirements in order to be considered for 

recognition by Student Engagement and College 

Relations. 

Requirements of All Student Organizations (New and 

Re-registering Organizations) Annual Registration of 

Student Organizations 

Student organizations must submit the following 

information about the previous yearõs activities with 

the Office of Student Engagement and College 

Relations each fall trimester in order to maintain their 

official status with the University. In addition to this 

http://www.govst.edu/studentlife
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annual filing requirement, student organizations must 

notify the Director of Student Involvement and 

Leadership whenever officer changes occur or there is 

a change in contact information. At any time, the 

Director should have the most updated contact 

information for all officers of the organization.  

To register, go to www.govst.edu/studentlife for the 

Registration Form.  Throughout the year, student 

organizations can update their information. Any officer 

listed on the organizationõs registration is permitted to 

make updates. 

The following are the necessary components of the 

annual re-registration process: 

1. Completion of the Student Club/Organization 

Registration Form 

2. Submission of a current Membership Roster 

3. Club/Organization constitution 

4. Listing of the previous yearõs activities 

A Note on External Organizations and Groups 

Under the conditions described below, 

organizations/groups external to Governors State 

University may request permission to recruit GSU 

students for membership.  To be considered for 

permission to recruit on campus, an 

organization/group must meet all of the following 

conditions: 

¶ The organization/group must operate 

under a charter or similar governing 

document which is issued by an executive 

leadership team of the 

organization/group; 

¶ The mission and goal(s) of the 

organization/group must complement the 

mission, goals, and policies of Governors 

State University; 

¶ The activities, events, and programs of the 

organization/group must meet the 

requirements and adhere to the same 

rules, regulations, and student conduct 

code policy and procedures of on-campus 

approved organizations/groups; and 

¶ Eligibility for membership in the 

group/organization must meet the 

requirements of the Governors State 

University Affirmative Action Statement.  

Groups/organizations seeking permission to 

conduct recruitment activities on campus 

must submit the following documents to the 

Universityõs Director of Student Engagement 

and College Relations for review: 

¶ A letter signed by the local and national (if 

appropriate) president or other chief 

executive officer of the organization/group 

requesting permission to recruit GSU 

students on campus and describing the 

benefits of membership for GSU students; 

¶ A copy of the charter and other governing 

documents that include the mission, 

goals(s), and purposes of the 

organization/group and that guide the 

organization/groupõs activities; and 

¶ A copy of any application and materials 

perspective members will have to 

complete to be considered for 

membership. 

After reviewing the required documents, the Director 

of Student Engagement and College Relations may 

grant permission for on-campus recruiting; may 

request additional information and/or documentation; 

or may deny permission for the group to conduct on-

campus recruitment activities.  Permission to recruit 

on-campus will include access to University facilities 

according to the policies, rules, and regulations 

governing such use. 

Hazing Statement 

Hazing for the purpose of pledging, initiation, 

admission into, affiliation with, or as a condition for 

maintaining membership in a group, organization, or 

team will not be tolerated at Governors State 

University. Hazing is defined as any intentional, 

knowledge of a reckless act, whether on or off 

campus, which endangers the mental or physical 

health or safety of any person, regardless of consent, 

or which violates public law or University policy. 

Hazing includes, but is not limited to (a) any physical 

http://www.govst.edu/studentlife
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brutality such as whipping, beating, striking, paddling, 

branding, placing of a harmful substance on the body, 

or similar activity; (b) any physical activity such as 

sleep deprivation, exposure to the elements, 

confinement, calisthenics, or other activity that 

subjects a student to risk of harm, or that adversely 

affects the mental or physical health or safety of a 

student; (c) any activity involving consumption of food, 

liquid, alcoholic beverage, drug or substance that 

subjects a student to risk of harm, or that adversely 

affects the mental or physical health or safety of a 

student; (d) any activity that intimidates or threatens a 

student with ostracism, subjects a student to extreme 

mental stress, shame or humiliation, or adversely 

affects the mental health or dignity of a student, or 

that may reasonably be expected to cause a student 

to leave the organization or institution rather than 

submit to acts described above; and, (e) any activity in 

which a person solicits, plans, encourages, directs, 

aids, or attempts to aid another in hazing or 

intentionally, knowingly, or recklessly permits hazing 

to occur and/or knowingly fails to report the incident. 

What to do if you suspect hazing? Contact: Director of 

Student Engagement and College Relations 

Hazing is a serious threat not only to an individual, but 

the integrity of the organization. Hazing will not be 

tolerated on the GSU campus, which holds true to the 

ideals of a just, civil, responsible, safe, healthy, and 

diverse community. Listed below are the steps you 

should take to report a hazing incident. Hazing either 

continues or stops with you. 

1. Try to prevent the incident yourself. Talk to 

other members of the organization about the 

hazing. The problem will not solve itself; 

therefore, individuals must be made aware 

that their actions are inappropriate and illegal. 

2. Contact the Director of Student Engagement if 

you have questions about what is or is not 

hazing. 

3. Contact the Office of Student Life 

(708.534.4552 ) or Department of Public 

Safety (708.534.4900) and report the 

incident. It is against state and federal laws 

not to report incidents of hazing. Any 

questionable activity that is reported to the 

Office of Student Life will be investigated by 

the appropriate authorities and dealt with 

accordingly. Judicial procedures are detailed 

in the Student Handbook and Daily Planner. 

 

Civility Policy 

As set forth in its Mission Statement, Governors State 

University is committed to a campus and academic 

community that òcultivate[s] and enlarge[s] a diverse 

and intellectually stimulating community of learners 

guided by a culture that embodies: 

¶ openness of communication; 

¶ diversity of backgrounds, experiences and 

expectations; 

¶ mutual respect and cooperation; 

¶ critical inquiry, constant questioning and 

continuing assessment; and 

¶ on-going research and scholarship.ó 

The faculty, staff and students of Governors State 

University, as members of the university community, 

can expect to be treated with respect and 

consideration and are expected to treat others in a 

similar manner.  All members of the community must 

treat community members with civility and respect, 

while recognizing that disagreement and informed 

debate are valued in an academic community. 

Demeaning, intimidating, threatening, or violent 

behavior, either in verbal or written form, that affects 

the ability to learn, teach, or work in the university 

community are unacceptable and violate Governors 

State Universityõs standard for civility and respect. 

Individuals covered by this policy include all members 

of the Governors State University community [faculty, 

staff and students of Governors State University]. 

Contractors and vendors of Governors State 

University, as well as visitors to the campus are also 

expected to comply with the requirements of this 

policy. 

Violation of the Policy.  A university community 

member who has violated the policy is subject to 
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disciplinary action, which may include separation of 

the offending party from the university, consistent 

with established disciplinary procedures. 

Non-compliant behavior by contractors, vendors or 

visitors may lead to removal from the campus, at the 

discretion of Governors State University. 

Responsibility to Act.  A member of the community 

who is involved in or witnesses behavior on campus 

that imposes imminent danger to people or property 

should immediately contact the Department of Public 

Safety.  In situations that do not involve imminent 

danger, for advice on the proper course of action, or 

to make a complaint, a member of the community 

should contact a supervisor, division/department 

chair or Dean, Human Resources or the Office of the 

Provost. 

Civility Policy (Effective 9.11.08) 

Pursuant to the Board of Trustees Regulations, the 

President has approved the following policies 

regarding the delivery, possession, use or 

consumption of alcoholic beverages [collective òUse 

of Alcoholó] on Governors State Universityõs property 

or under University supervision, and at University 

sponsored or sanctioned events held on or outside 

the GSU campus: 

1. Any Use of Alcohol is subject to this policy and 

all applicable federal, state and local 

regulations, including, specifically, limitations 

on legal age. 

2. Use of Alcohol at University sponsored events 

is prohibited unless approved, in writing, by 

the President or the Director of Public Safety, 

acting as the Presidentõs designee prior to the 

Use of Alcohol at any GSU event. 

3. Approvals for the Use of Alcohol at University 

events shall be limited to specific times and 

places. 

4. The sale of alcoholic beverages at University 

events is prohibited and will not be approved. 

5. Personal consumption, possession, or display 

of alcoholic beverages is prohibited in 

University public places. 

6. Any person who exhibits offensive behavior, 

misconduct, excessive noise or creates a 

public disturbance on University property or 

property supervised by the University may be 

subject to disciplinary action under University 

policies, and/or legal action. 

7. The purchase of alcoholic beverages with 

appropriated State of Illinois funds is strictly 

prohibited. 

When permitted under this policy, the use of alcoholic 

beverages on University premises is a privilege which 

may be withdrawn, and only be permitted when such 

use will not interfere with the decorum and academic 

environment of the University. 

Planning Meetings and Events 

The success of your organizationõs events will rely on 

how prepared you are for the unexpected. However, 

your organization should try to anticipate everything 

by systematically following these steps and remaining 

organized throughout the process.  Obviously smaller 

meetings are less complex than campus-wide events. 

You should recognize the scope of your event and 

plan accordingly. Avoid last minute stress, anxiety, or 

even the need to cancel your event by adhering to the 

necessary steps. We have abbreviated the steps here. 

You will find fuller descriptions of each of these steps 

subsequent to this checklist. 

¶ Brainstorm ideas. Keep in mind why you are 

having this event, the mission of the 

organization, what your organization can 

provide to the University community, and how 

you can collaborate with other student 

organizations to plan an event. 

¶ Choose an idea and make sure that all 

members of the organization are committed to 

the idea. You will need the help of your 

membership to plan this event. If applicable, 

work with other student organizations to 

choose an idea. 

¶ Establish a budget and determine if your 

organization has enough money to cover the 

expenses of the program. If not, develop 
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fundraising plans or work with another 

organization. 

¶ Develop program goals, timelines, a master 

task list, and how you expect to delegate 

responsibilities. Communicate often with one 

another and ensure that everyone is aware of 

their particular responsibilities.  

¶ Register your event and receive permission 

from the appropriate offices.  

¶ Always work with the Universityõs Public Affairs 

Office when inviting dignitaries or other high-

profile performers, speakers, or guests. 

¶ Reserve a room location or site. If the event is 

to be held off-campus, it should still be 

registered with the Director of Student 

Involvement and Leadership. 

¶ If your deejay, performer, or venue requires a 

contract, be sure to follow the Procurement 

rules and guidelines. *Only specified 

authorized GSU employees are able to sign 

contracts and/or place orders. No students, 

no faculty advisors. 

¶ Make necessary equipment arrangements 

including audio-visual, sound, light, staging, 

maintenance, etc. 

¶ Make travel arrangements, if necessary, for 

your invited guests. 

¶ Order food and beverages at least 3 weeks 

before your event. 

¶ Work with Public Affairs for press releases, 

posters, flyers, etc. 

¶ If the event requires waivers or releases, 

ensure that these are completed 2 weeks 

prior to the event. 

Registering Your Event and Room Requests 

You must register your event via the Facilities Use 

Request form found in Facilities Development and 

Management. This form allows you to request rooms 

and any special equipment that may be needed in just 

one stop! 

Through this form you will be asked a series of 

questions about the event. Depending on the 

complexity of your organizationõs activity, you may 

need additional housekeeping staff, food service staff, 

maintenance laborers, and security through the 

Department of Public Safety. These services, if 

needed, will be charged to your club accordingly by 

the appropriate department. The Director of Student 

Engagement and College Relations, or designee, must 

sign this form. 

We strongly advise all groups to register a minimum of 

3 weeks in advance of an event. Please plan ahead. 

No advertising is permitted until the event registration 

process is completed and you have been notified by 

the Director of Student Engagement and College 

Relations or designee that the event has been 

approved and scheduled through Facilities 

Development and Management.  

Food Regulations 

Student organizations may wish to have food at 

events. All food and beverages must be ordered 

through Food Services, Inc., the campus dining 

service, via the Director of Student  Engagement and 

College Relations or designee. To see menus and 

prices, view  

http://www.govst.edu/auxil/t_auxil.aspx?id=2156 

For specific menu requests or questions regarding 

menu items, you can call FSI at 708.534.4496. Gsu 

has an exclusive contract with FSI, and all food 

service/catering must be ordered through FSI.  FSI 

has the òfirst right of refusaló so for any snacks, 

dinners or banquets we must check with them first. 

However, pizza can be ordered with a Purchase Order 

from anyone of our approved vendors. 

If your organization needs to order catering items, 

your request must be submitted to the Director of 

Student Involvement and Leadership one week prior 

to the event; if less than that, FSI may add an 

additional fee for late orders. 

Event Publicizing 

Perhaps the most important part of planning an event 

is the way in which you communicate it to the 

University community and to the public (if applicable). 

Work with Public Affairs for press releases, posters, 

flyers, and brochures. Any marketing material that 

may be used off campus, needs to have the approval 

of the Director of Public Affairs, as well as any 

http://www.govst.edu/auxil/t_auxil.aspx?id=2156
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marketing item (flyers, t-shirts, pens, etc.) that 

includes the GSU logo.   

Public Affairs can include your event in The GSU View 

and posting on the large monitors throughout 

campus.  The Phoenix can list your event in the paper 

or you can take out an ad to market your activity. 

You can reach Public Affairs at 708.534.4044 and 

The Phoenix at 708.534.4517.  

Posting and/or Distribution of Literature on the GSU 

Campus  

Approval for posting materials on Student Life bulletin 

boards is the responsibility of the Director of Student 

Engagement and College Relations.  Approval must 

be obtained before posting of all materials. 

Types of material which may be posted include but 

are not limited to events, notices of and activities 

offered by the Student Life Unit, events and activities 

sponsored by recognized student groups and 

organizations, events and activities offered by 

Governors State University or their associates (i.e. FS, 

Follett Bookstore, etc.), non-profit events and 

activities of interest to Governors State University 

students.  Direct service items and solicitations 

offered by for-profit companies not in partnership with 

Governors State University will be reviewed for 

approval on a case-by-case basis by the Director of 

Student Involvement and Leadership. 

Approved items must have a Student Life Unit date 

stamp and authorized initials/signature which is 

obtained in the Welcome Central. They will be 

displayed within 72 hours upon their receipt.  A 

posting log will be kept and reviewed weekly by the 

Director of Student Engagement and College 

Relations. 

Due to limited board space, full exposure for very 

large, double-sided or tri-fold pieces cannot be 

guaranteed posting on the Student Life bulletin 

boards.  Only 11 copies for display will be accepted.  

The Welcome Central will remove any unauthorized or 

outdated material on a daily basis.  Materials 

accepted for posting will be on the bulletin boards for 

a maximum of 30 days.  

Distribution of Leaflets, Brochures, Flyers, Pamphlets 

It is the policy of Governors State University that: 

A. Materials may not be placed on 

vehicles parked on the campus 

(parking lots, roadways, driveways). 

B. Individuals who wish to distribute 

posters, flyers, pamphlets, brochures 

or other materials on the GSU campus 

must request approval from the 

Director, Department of Public Safety 

prior to the dissemination.  Materials 

proposed for distribution on the GSU 

campus will be reviewed for 

appropriateness of content and 

presentation (graphics, pictures, 

language). 

C. The following locations have been 

designated as approved areas for the 

distribution of materials on the GSU 

campus: 

1) Outside the main entrance (D-

Main) of the University (or in 

the vestibule of the D-Main 

entrance) 

2) In the area in front of the 

Welcome Center 

3) In the Hall of Governors 

D. Posters, flyers, brochures, and 

pamphlets may not be distributed 

using the GSU internal mail system. 

E. Flyers, brochures, pamphlets, posters 

and other materials may not be placed 

on the tables, counters, or chairs in 

the cafeteria. 

High Profile Speakers  

If your organization is considering inviting a prominent 

or famous speaker, including those who may draw a 

large audience, a government official or head of state, 

you are to contact the Director of Student 

Engagement and College Relations immediately to 

discuss the plan. Coordination of invitations and visits 

to Governors State University are essential. This will 

help avoid significant conflicts such as multiple 

invitations sent to one person from different areas of 
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the University; invitations extended without thought to 

security, travel, housing, and other associated costs. 

 

Purchasing Items and/or Services 

Anytime your club/organization wants or needs to 

purchase goods and services a Purchase Requisition 

Request Form needs to be completed. You may obtain 

Purchase Requisitions from the Director of Student 

Engagement and College Relations. 

What information is needed to complete a Purchase 

Requisition Worksheet? 

1. A complete account number 

2. Vendor name, address, (W9)--Social Security 

or FEIN (Federal Employer Identification 

Number) number, telephone and a fax 

number if available. 

3. Complete description of the purchase 

4. Invoice/quote 

5. Description of what the purchase is for 

6. Dollar amount 

7. Club/organizationõs Advisor and Treasurerõs 

signatures 

Purchase Requisitions need to be completed and 

turned in to the Director of Student Engagement and 

College three weeks prior to needing the requested 

goods and services. 

Once the Purchase Requisition is received by the 

Director of Student Engagement and College 

Relations who checks to make sure the 

club/organization has enough funds in their account 

to purchase the goods or service it is then sent to 

Purchasing for review and approval and is processed 

as a Purchase Order. The length of time for processing 

a Purchase Requisition varies but generally the 

following applies: 

¶ Direct Pay or Check with Order ð can take up 

to 30 days 

¶ Purchase Orders ð allow at least 10 days 

Checks are cut ONLY on Tuesdays and Thursdays. 

Can I be reimbursed for purchases I make on behalf 

of the University? The simple answer is no. When 

exceptions are made the following rules apply: 

¶ Sales tax is not reimbursable 

¶ Equipment or software purchases are not 

reimbursable 

¶ Original receipt of payment is required 

¶ Reimbursements are only allowed for small 

emergency purchases and when a GSU 

Purchase Order or check is not a possible 

option.  

¶ Balloons, flowers, food, plates, napkins, thank 

you gifts, etc. are not considered an 

emergency purchase. 

What if I donõt know where to buy what I need? 

Complete the Purchase Requisition Work leaving the 

vendor blank. A buyer will assign a vendor after 

getting competitive pricing. 

What local vendors does Governors State University 

currently have accounts with? The following are some 

of the local businesses with whom we have accounts: 

¶ Best Buy 

¶ Borders 

¶ Chicago Dough 

¶ Dominickõs 

¶ Flowers by Don 

¶ Gordon Food Service (GFS) 

¶ Home Depot 

¶ Jewel 

¶ Menardõs 

¶ Office Max 

¶ Radio Shack 

¶ Sears 

¶ Sony 

¶ Wal-Mart 

Can we order goods or services on line? Governors 

State University has a few vendors that we can 

purchase from on-line. They include: 

¶ Amazon.com 

¶ Dell 

¶ Office Max 
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However, the usual requisition process is still 

required.  

* Only specified authorized GSU employees are able to 

sign contracts and/or place orders. Not students and 

not faculty advisors. 

How do I return something I ordered? Whenever 

possible, DO NOT discard original packaging. Call 

Purchasing as soon as possible so that they can 

obtain a return authorization number from the vendor. 

The package must be either picked up by or sent to 

Central Receiving so that it can be returned to the 

vendor. Please keep in mind that a restocking fee may 

apply and some items may not be returnable. 

What if I donõt know what to do? Ask the Director of 

Student Involvement and Leadership and they will 

guide you through the most efficient process to meet 

your needs, budget concerns, and goals via 

communication with Purchasing. 

Honorariums for Guest Speakers 

Student clubs and organizations may pay guest 

speakers for their services. In order to do this the 

speaker must provide their name, address, phone 

number, and (W9) as well as an invoice for their 

services.  A Purchase Requisition is then completed to 

begin the payment process prior to the date of 

service. Presenters will receive their payment via mail. 

*NOTE: GSU employees cannot be paid for speaking 

engagements or other related services related to 

campus activities. 

Fundraising 

All student clubs/organizations must complete and 

submit for approval to the Director of Student 

Engagement and College Relations a Fund Raising 

Activity Form and a Fund Raising Compliance 

Agreement at least three (3) weeks prior to a fund 

raising activity. A fund raising request must be 

approved before initiating any measures to implement 

it. 

Raffles and two-for-one splits are not permitted as 

fund raisers. Any food and/or book fund raising sales 

must conform with FSI and Follett Bookstore, 

respectively, contracts. Each has certain exclusive 

rights to sales on the GSU campus in their respective 

areas. 

If you are conducting a bake sale or food sale of any 

sort that includes òhome preparedó items, you must 

place a sign up at the venue stating, òThe Will County 

Health Department did not inspect any food at this 

fundraiser.ó Clear visible sign òhome baked goodsó 

must be displayed.  Food must be individually 

wrapped, clear plastic bags or clear wrap. This is per 

the Will County Health Department. 

The Fund Raising Activity Form is available on line at 

http://www.govst.edu/studentlife. Completed Fund 

Raising Activity Forms may be faxed to the Director of 

Student Engagement and College Relations office at 

extension 8955 (708.534.8995). Any 

club/organization not in compliance with this fund 

raising requirement will face the possibility of having 

its funds frozen. 

All student clubs/organizations shall maintain 

organization funds on deposit with the Business Office 

where they will be maintained as òagencyó funds and 

be subject to audit. Organizations may not maintain a 

petty cash fund. All funds received and funds 

disbursed must be done so through the Business 

Office. Thus, fund raising monies are to be deposited 

in the club/organization account. Be sure you have 

your account number and ask for a receipt at time of 

deposit with the GSU cashier. 

Travel by Student Organizations 

Student organizations are allowed to travel using 

funds from their budgets. If your group is planning a 

trip to a conference, workshop, or research project, 

contact the Director of Student Engagement and 

College Relations in order to establish an itinerary 

with the organization, have student travel packets 

signed by traveling members, and provide pre-trip 

planning information. 

Contact Information 

Questions? Call Student Life at 708.235.7653 or visit 

our offices in A2100. 

http://www.govst.edu/studentlife
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Some of Our Local Vendors 

Listed here you will find recommended vendors that 

will work with us. This list is provided for research 

purposes and included you will find their CARS ID 

number. There are various ways to purchase from 

these vendors. Example, if you are going to their place 

of business to shop in some instances you will need to 

come to the Procurement office to pick up a card. 

Some you will only need a copy of your Purchase 

Order. Whatever the method you use to purchase 

from these vendors a Purchase Requisition is needed 

beforehand in all cases. 

4 Imprint  
101  Commerce St. P.O. Box 320, Oshkosh, Wisconsin 54901  
CARS ID 146175  

Alpha Beta Press Inc.  
8301 183rd. Place, Tinley Park, Illinois 60477  
CARS ID 100281  

Ambrosino's  Italian Ma rket & Deli  
20495 S. LaGrange Road , Frankfort, Illinois 60423  

CARS ID 167367  

Americoach  Travel  
3056 E. Lincoln Highway, Lynwood, Illinois 60411  
CARS ID 190929  

Apple Computer  

12545 Riata  Vista Circle, Austin, Texas 78727  
CARS ID 138311  

Aurelio's Pizza  
3740 Sauk Trail, Richton Park, Illinois 60471  
CARS ID 124374  

B & H Photo  
420 Ninth Avenue, New York, New York 10001  

CARS ID 133100  

Beggar's Pizza  
22149 Governors Highway, Richton Park, Illinois 60471  
CARS ID 217265  

Best Buy  
7601 Penn Avenue South Floor B -4, Richfield, Minnesota 55423  

CARS ID 184921  

 

 

Big Jim's  

15755 South Bell Road, Homer Glen, Illinois 60491  
CARS ID 191029  

Barnes & Noble.com  
76 Ninth Avenue, New York, New York 10011  
CARS ID 189596  

Book House, The  
208 W. Chicago Street, Jonesville, Mic higan 49250 -1199  

CARS ID 101142  

Borders  
4824 West 211th Street, Matteson, Illinois 60443  
CARS ID 167705  

  
The Cawley Company  
1544 N. Eighth St. P.O. Box 2110, z 
Manitowoc, Wisconsin 54221  

CARS ID 186990  

CDW Government Inc.  
200 North Milwaukee Ave., Ver non Hills, Illinois 60061  

CARS ID 124495  

Center for Performing Arts  
1 University Parkway, University Park, Illinois 60484  
CARS ID 115900  

Chicago Dough Company  
3767 Sauk Trail, Richton Park, Illinois 60471  
CARS ID 98136  

Chicago  Southland Chamber of Comme rce  
1916 West 174th Street, East Hazel Crest, Illinois 60429  
CARS ID 99590  

Chuck's House of  Magic  
18725 Dixie Highway, Homewood, Illinois 60430  
CARS ID 104646  

Country Inn & Suites  
950 Lake Superior Drive, Matteson, Illinois 60443  
CARS ID 145580  

Daily So uthtown  

18127 William Street, Lansing, Illinois 60438  
CARS   ID 99511  
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Dell Marketing L.P.  

One Dell Way, Round Rock, Texas 78682  
CARS ID 131438  

Dick  Blick  
P.O. Box 1267, Galesburg, Illinois 61402  
CARS ID 100533  

Dominick's Finer Foods  
4233 W. 211th St.,  Matteson, Illinois 60443  

CARS ID 105088  

Enterprise Car Rental  
3270 W. Lincoln Highway, Park Forest, Illinois 60466  
CARS ID 189653  

Extravaganza  
4221 Arlington Drive, Richton Park, Illinois 60471  
CARS ID 118616  

Flowers by Don  

22242 Governors Highway, Ric hton Park, Illinois 60471  
CARS ID 98152  

Frankie's Touch of  Italy  
25921 S. Governor's Highway, Monee, Illinois 60449  
CARS ID 163543  

Gateway Business  
610 Gateway Drive, North Sioux City, South Dakota 57049  

CARS ID 129062  

GFS 
P.O. Box 2087, Grand Rapids, M ichigan 49501  
CARS ID 173855  

Great Glacier Inc.  
2302 Oak Leaf Street, Joliet, Illinois 60435 ID 198036  

Great Lakes Clay & Supply Co.  
120 South Lincoln Avenue, Carpentersville, Illinois 60110  
CARS ID 180760  

Helsel  Jepperson  
197th & Halsted St. P.O. Box 3 10, Chicago Heights, Illinois 60412  
CARS ID 100155  

Hobby Lobby  

7061 159th St eet, Tinley Park IL 60477  
CARS ID 174982  

 

Holiday Inn  
500 Holiday Drive, Matteson, Illinois 60443  

CARS ID 98035  

Holiday Inn Select Hotel & Con.  
18501 South Harlem Avenue, Tinl ey Park, Illinois 60477  
CARS ID 142166  

Home Depot  
20808 S. Cicero, Matteson, Illinois 60443  

CARS ID 132717  

Iron  Oaks Adventure Center  
20000 S. Western Avenue, Olympia Fields, Illinois 60461  
CARS  ID 98388  

Jewel Food Store  
2500 Lincoln Highway, Olympia F ields, Illinois 60461  
CARS ID 97814  

KI (Krueger International)  
1330 Bellevue Str eet, Green Bay, Wisconsin 54302  
CARS ID 122565  

Kickert  Bus School Busline  Inc.  
20575 Torrence  Avenue, Lynwood, Illinois 60411  

CARS ID 98235  

KOI Computers Inc.  

200 West North  Avenue, Lombard, Illinois 60148  
CARS ID 135333  

Lands' End Corporate Sales  
P.O. Box 217, Dodgeville, Wisconsin 53533  
CARS ID 131853  

Lenovo  

8123 South Hardy, Tempe, Arizona 85284  
CARS ID 187167  

LinJen  Promotions  
9910 West 190th Street Suite A, Mokena, Il linois 60448  
CARS ID 181390  

Lippert Inc.  
600 W. 172nd Street, South Holland, Illinois 60473  

CARS ID 98220  

Matrix Integration LLC  
812/634 -1550  
417 Main Street, Jasper, Indiana 47546  
CARS ID 122370  
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Menards  
708/481 -0028  

21630 S. Cicero Avenue, Matteson, I llinois 60443  
CARS ID 103990  

Midwest Stencil Co.  
2125 Gailor , Crete, Illinois 60417  
CARS ID 180756  

Midwest  Suburban Publishing  

6901 W. 159th Street, Tinley Park, Illinois 60477  
CARS ID 119628  

Murray Catering  
1301 Hamilton Road, University Park, Illinois  60466  
CARS ID 98221  

National Car Rental  
P.O. Box 22233, Tulsa, Oklahoma 74121  

CARS ID 187326  
 

Office Max - A Boise Company  
800 West Bryn Mawr  Avenue, Itasca, Illinois 60143  
CARS ID 98070  

Olympic Printing  
189 W. Joe Orr Road, Chicago Heights, Illinois 604 11  

CARS ID 100457  

Oriental Trading Co. Inc.  
P.O. Box 2308, Omaha, Nebraska 68103  
CARS ID 117339  

Pearson's Bakery  
1 West 16th Street, Chicago Heights, Illinois 60411  

CARS ID 105500  

Positive Connections Inc.  
P.O. Box 1427, Homewood, Illinois 60430  

CARS ID  115126  

Prime One Printing  
7777 W. Lincoln Highway, Frankfort, Illinois 60423  
CARS ID 144079  

Regency Enterprise Limo Service  
344 Longwood Drive, Glenwood, Illinois 60425  
CARS ID 196027  

Russell Publications  
P.O. Box 429, Peotone, Illinois 60468  

CARS ID 1 27381  

 

Sears Contract Sales  

2417 regency Blvd. #6, Augusta, Georgia 30904  
CARS ID 147205  

Shelly's Deli Delights  
25777 Governor's Highway, Monee, Illinois 60449  
CARS ID 201909  

Sicilian Joe's Pizzeria  

4831 Court Street, Monee, Illinois 60449  

CARS ID 21803 9 
 
SimplexGrinnell  
91 North Mitchell Court, Addison, Illinois 60101  
CARS ID 166746  

Total Fitness  

6432 North Ridgeway Avenue, Lincolnwood, Illinois 60712  
CARS ID 181999  

Trophies & Awards Ltd.  
3344 Chicago  Road Suite 3, Steger, Illinois 60475  
CARS ID 1320 83  

University Golf Club  
23520 Crawford Avenue, University Park, Illinois 60466  

CARS ID 183888  

Wal - Mart  
21410 S. Cicero, Matteson, Illinois 60443  
CARS ID 110508  

White Knight Limo Service  
321 Merrimac Street , ;, Illinois 60466  

CARS ID 158992  

Wilson Renta l  
2125 West 183rd Street, Homewood, Illinois 60430  

CARS ID 196883  

Zones Incorporated  
1102 15th Street Suite 102, Auburn, Washington 98001  
CARS ID 103539  
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You MUST attach 

an invoice or quote 

to the Purchase 

Requisition!! 
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Sanderson, Sheree  



Student Organization Handbook 

16 | P a g e 

 

                                                                                                                                                                                                                                                                                                                                                                                 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Student Organization Handbook 

17 | P a g e 

 

 


