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Please be sure to complete the following steps:

· Read and Sign the Student Organization Center “Cube” & Desk Space Agreement ___.
· Submit Agreement to Campus & Community Life, University College 002, by Thursday, December 7, 2007 at 5pm___.
For any questions or concerns, please feel free to contact the Student Organization Graduate Assistant, Cynthia Beard at cynbeard@indiana.edu or at 317-274-0848.
Student Organization Center “Cube” & Desk Space Agreement
The oversight and development of the Student Organization Center “Cube” is supervised by Campus & Community Life, utilizing the Student Organization Desk Space guidelines, as well as IUPUI and Campus Center polices. It is the responsibility of each organization to inform their membership of the rules of conduct in the “Cube”. Also, in order to maintain a functional, appealing and attractive work/meeting area and atmosphere for all student organizations, as well as to service students visiting the Campus Center, the following guidelines must be followed. Please initial each of the following sections:
____Section 1. General Guidelines: Student organization desk spaces are used both as an organization work space and as a resource of information for members and non-members who might be curious about your organization.  Therefore, your organization must post office hours, two current leaders and/or member contact names (with emails), and post a short description of the organization and its purpose.
A. Office Hours:

· Each student organization is expected to keep office 10 hours each week.  
· A copy of the organization’s posted office hours, as well as any change in office hours, must be submitted to the Student Organization Graduate Assistant. 
· Desk space areas will periodically be observed to verify usage of space during office hours.
· Encourage members to use the space and take pride in it. Not utilizing your allotted space on a consistent basis could negatively impact the status of your organization’s eligibility for future desk space.
· Please list your organization office hours for the Spring 2008 semester below:

________________________________________________________________________________________

B. Current Leader & Member Contact Names with Emails;
Organization Description and Purpose:

· The contact information of at least two current leaders must be posted in your space. The individuals listed should be willing and able to serve as a resource, and to provide information on behalf of your organization.

· An organization description and purpose statement must be posted in your desk space area. 
· Your student organization desk space and the “Cube” area may be visited by current students, faculty, staff, perspective students and visitors to IUPUI.
· Please list your organization contacts below:

________________________________________
________________________________________

________________________________________
________________________________________
· Please attach the organization description and purpose that you would like displayed on your desk space.
Section 2. Desk Space Furnishings: In addition to your desk, your work area may include other furniture, including but not limited to a filing cabinet and locker. These items must remain in the desk space area. If any of these items are damaged or missing at the end of the desk space contract, the organization will be charged for the cost to replace the items. In addition, you may not add personal furniture (bookcases, shelves) or storage units to this area. Also, boxes may not be kept under or around the desks (this will be strictly enforced). An inventory of items will be conducted upon move-in and move-out.

A. Please keep the desk space neat and orderly. 
· If at any time your desk space is deemed too disorganized or messy, you will be notified of the occurrence and be given 1 week to remedy the situation. 
· Cleaning supplies are available from the Campus & Community Life office. 
· Failure to keep you desk space clean may result in a $25 cleaning fine and loss of desk privileges.
· Student organization desk spaces may NOT be moved without the permission of the Student Organization Graduate Assistant.

B. Keys will be available for each student organization desk space.
· One (1) key will be available to each organization for the duration of the desk space contract year. Any lost or damaged keys will be assessed a $45 replacement/convenience fee.
· Additional keys will be available for check-out during Campus & Community Life office hours, and may be retrieved from the Campus & Community Life front desk. Each organization must submit a list of members who are approved to check-out keys for their organization desk space, to the Student Organization Graduate Assistant. Only members on this list will have the capability to check-out keys. Failure to return this key at the end of the day will result in a $45 replacement/convenience fee that will be charged to the organization.
C. NO TAPE is allowed on the desk, windows, walls, or ceilings. 
· Stickers or other permanent items may also not be attached to the desks. 
· Failure to abide by this policy will result in a $35 fine and a loss of desk space privileges.
D. Requests for repairs and/or maintenance to desk spaces should be submitted to the Student Organization Graduate Assistant. 
· A Repair Request Form is available at http://www.iupui.edu/~sldweb/ccl/student-orgs/. Repair or maintenance will be completed in a timely manner, contingent upon the nature of the request. 
· Repairs or maintenance to equipment provided by the organization are the responsibility of the organization, not Campus & Community Life. 
· Excessive damage done by members of the organization can lead to loss of the desk space, and the organization will incur any cost to replace or repair damaged items.
____Section 3. Respect and Conduct: Respect and communicate with other organizations in the desk space area. Please be mindful that respect includes, but is not limited to, using language that is appropriate in a professional setting such as profane, objectionable, and offensive language. In addition, organizations should not play any sports, run, jump (etc.) while in the cubicle area. Organizations will be responsible for any item(s) damaged/destroyed due to such activity. Excessive damage may lead to loss of the desk space.
____Section 4. Observance of Deadlines: Deadlines for turning in requested information such as contact information and office hours, or for submitting payments or deposits are important! Compliance with deadlines illustrates organizational skills, responsibility and consideration for others.  
____Section 5. Notifications:  Information concerning your organization desk space area, or concerning the general “Cube”, will be sent to the each organization President via email. It is the responsibility of the President to inform members of any changes/updates to “Cube” policies or procedures.
____Section 6. Sharing of Desk Space: Due to space limitations, some organizations may not receive desk space. However, organizations do have the opportunity to share a single space. For any organizations that agree to share a desk space in the “Cube”, it will be the responsibility of these organizations to coordinate and plan for use of the space. Each organization should hold separate office hours, and both organizations must post the required items as stated under general guidelines.
I have read the above guidelines for student organization desk space usage, and have shared these policies with the members of my organization. Our organization agrees to follow these guidelines, as well as any additional guidelines that are enacted during the course of the semester. Failure to follow these guidelines may negatively impact your organization’s eligibility for future desk space.
_______________________   _______________________   _______________________   _______________         
_____________________________________  

          ____________________________________
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