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OVERVIEW

+* Registered Student Organization (RSO) FUNDING
» Common Misconception
» Self-Generated Revenue (SGR) vs. Student Funding Board (SFB) Allocations

» SFB: Who Can Apply? What Does SFB Allocate Money Towards? SFB Application Types
& Process

+* Registered Student Organization (RSO) SPENDING
» Spending Basics: Authorized Users & RSO Org Code
» Spending Methods: On-Campus Charging, Purchase Order, Reimbursement, JV Transfer

+* Registered Student Organization (RSO) CONTRACTS
» New Easier Contracts
Student Services Entertainment & Event Agreement, Umbrella Insurance, Risk Chart
Guest Lecturer Acknowledgement Agreement
Certificate of Insurance

YV V V V

Student Involvement’s Procedure for Contracts
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RSO Funding Sources

Self-Generated Revenue (SGR) Student Funding Board (SFB)
= money raised by RSOs = money allocated through

through > SFB application process
» membership dues

ticket revenue
donations & sponsorships
campus competitions

YV V V VY

fundraising

Restrictions: Money must be Restrictions: Money must be
spent in adherence with spent in adherence with
Mason policies and Mason and SFB policies and
procedures. procedures.
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WHO CAN APPLY FOR SFB FUNDS?

Answer: Any Tier 1 or Tier 2 Registered Student Organization

Tier 1 Limits Tier 2 Limits

» Can receive up to » Can receive up to
S3000 per academic S6000 per academic
year year

» Cannot request more » May apply for travel
than $1000 in a single funding. Limit S1000
application per academic year,

> No travel funding and $500 per

individual

GEORGE MASON UNIVERSITY



WHAT DOES AND DOESN’T SFB FUND?

Funded

VVVVYVYV VWV VYV

V VYV

Event Supplies (including non-
permanent decorations & utensils)
Catering & Food (w/i per diem
limits)

Performer Fees

Vendor fees

Honorariums (S500 or less)
Travel — hotels & flights (Tier 2 only)
Conference/Competition Fees
Marketing & Print Materials
(including flyers, social media ads,
publications, etc.)

Event Services

Police Services

Parking for Guests

Space Rental

Not Funded

>

>
>
>

YV V VY

Giveaways/Prizes

Permanent Decorations
Permanent [tems (w/o on-campus
storage site)

Formals/Banquets (closed or
designed specifically for the group
applying)

National Dues

Insurance

On-Campus Student & Staff
Parking

Events that are

not free and open to all students
(not including travel)

Charity Events & Fundraisers
Recurring Events (multiple events of
the same title and/or purpose)

GEORGE MASON UNIVERSITY



SFB APPLICATION TYPES

Single RSO < $6000 Large Event > $6000
> All applications are due » Applicants must present
at least 45 days before their event to the board
event or program. based on the following
dates:

o Events occurring February
2nd -- April 10th -
Presentation Date: Saturday,

Collaboration < $6000

November 30th
» All applications are due > All applications are due
at least 45 days before one calendar week
event or program. before the presentation

date.
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SFB APPLICATION PROCESS

» Within one week of an application’s submission, the Student
Funding Board (SFB) will review the funding request and
notify (via e-mail) the RSO that it has been either:

o Full Allocated — All requested funds have been allocated.

o Partial Allocated — Only portions of the requested funds have been
allocated.

o Denied — No funding has been allocated.
» If SFB partially allocates or denies a funding request, it will

provide specific details as to why the funding was reduced or
denied.

» If your RSO wants to appeal the decision, it must do so by
replying to the original SFB notification e-mail within 5
business days.

GEORGE MASON UNIVERSITY



https://si.gemu.edu/sfb/
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RSO SPENDING




SPENDING BASICS

» RSO president & treasurer = only authorized spenders

» Six-digit organization code (61xxxx) used to spend both SFB
and SGR.

» Spending methods include:
o On-Campus Charging
o Purchase Order (PO)
o Reimbursement
o Journal Voucher (JV) Transfer

GEORGE MASON UNIVERSITY



ON-CAMPUS CHARGING

» Provide your organization code to certain on-campus offices
to “charge” goods and services directly to your RSO account.

the

Print Hub

*
sodeXo

QUALITY OF LIFE SERVICES

UNIVERSITY

Event Services
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PURCHASE ORDER (PO)

» Pay an off-campus vendor for a good or service.

eVA

Order No. EP2866418-

Issued on Wed Oct 03 15:18:51 EDT 2018 eVA Reqgf: PRB312062
Created on Wed Oct 03 1518:51 EDT 2018

Supplier: Ordering Person:

WING ZOME George Mason University
1 Catawba Manor Ct

Clarksburg MD 2087 1-4337 United States FPhone: 7T03-083-2804

Fhone: 7T03-003-0484 Fawx: 000-000-0000
Contact: Penal Patel

Vendor TIN: """"1185

SWaM:

Ship To: Bill To:

GMU-Office of Student nvolvement (2300} GMU-Accounts Payable (4200)

4400 University DR 4400 University DR

2300 The Hub (SUB II) MSN 2Dé& 4200 Merten Hall MSN 3C1

Fairfax, VA 22030 United States Fairfax, WA 22030 United States

Phone: 703-003-2008 Fax: Phone: 703-093-2580 Fax: 703-003-2580

Deliver To: Christian Gameas E-mail: accipayf@gmu edu
.Ilzem]'ltem iDescription INeed (Quantity |Unit {Unit ||[Extended |Contract,

Mlmll:rerE By Price |Amount | Number
1 | catering f! GBM. hosted by ; 'each_ 59099 | Se9g0
Masan an 10/11/18 (SFB) | uso | uso

I._inel |Cnmmen15:

|VENDOR MUST E-MAIL INVOICE TO ACCTPAY@GMU.EDU TO RECEIVE PAYMENT IN NET|
30 DAYS.

||Student focused event under 52k within per diems.

Total :||3 £0.92
|luso

Status: Ordered

This order is governed in all respects by the laws of the Commonwealth of Virginia, including §23.1-1003 cflhecma'\.'ignam
the associated Rules Governing Procurement of Gonds, Services, Insurancs and Construction (the Rules), and the Commonweslth
\firginia Purchasing Mmuaforisun.‘nm of Higher Education and 'I'I'iexf\.l‘erws copies zeaua%ablea: hitps:livascupp orgl. If

Contracior wmdesgowsmdservms&satremleﬂ\e by or any other ir
jprotected by state or federal privacy faws, \he%ﬁowngDaﬁanmy‘ denduem shall apply and be i i into this order:
httpifiscal gmu.edufwp-contentiuploads/20 174/ Data-Security-Addendum pdf. Nonm&ts!andng my‘hngmmzmcm the Contractor’s |
terms: fo the contrary, e tems of this agreement shall supersede any Jent o ions included in any
standard dick-throwgh or Shrink-wrap end user license agreement that may accompany a puchase order. Any dick-through or shrnk-
/|wr2p agreement shall not bind George Mason University. The stated price(s) nciude shapping, FOB destination, uniess otherwise stated
in thee body of the order. This order is subject to al eVWA provisions and requi stated in the Ds of General Services

Agency Procurement and Surplus Property Manual and Vendors Manual. This order is subject to an €\VA transaction fee in accordance |
with the VA Fee Schedule, avalable at www.eva virginia.gow. This fee will be invoiced to your company aporocmately 50 days after
the order issue date specified above by the Commonwealth of Virginia, Department of General Sendces. Any modification to these
terms must be sgreed to in writing by all parties prior to 1ce of this order.
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REIMBURSEMENT

» Repay an RSO member for an out-of-pocket expense.

RECEIPT

GEORGE MASON UNIVERSITY



JOURNAL VOUCHER (JV) TRANSFER

» Move money between university accounts.

B George Mason University &=

L—‘:»
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RSO BUDGET

Date column lists when the revenue/expense posted, not when the event or transaction occurred.

g

The account code classifies revenue & expenses by type.
"; expenditure account

Revenue account codes start with
codes begin with "7."

Commonly-used account codes include:

07955 Prize or award money from other university
offices (usually processed via a IV transfer)

08411 Membership fees/dues (usually deposited
by RSO at Cashier's Office)

70000 SGR carry forward from the previous fiscal
year (if applicable) and the current amount of SFB
funding used by the RSO.

73153 Embroidery/screen printing for clothing,
equipment, and supplies

73640 Services by the private sector to provide
meals and food

73680 skilled and technical work, not included in
other account codes

73682 Used to charge a university dept. for services

provided by another university dept. (i.e., Event
Services, Parking Services, Police Services)

74620 Unprepared foods and groceries (not
catering)

Account Cod

GMU Ravenclaws (6100934 )
FY 2017

(July 1, 2016 - June 20, 2017)

RSO name & org code

Fiscal Year (FY) is the 12-month period on which the university’s
budget is based; the term is July 1st to June 30th.

ate Revenue Expense nce
12/31/16 |Golden Quil Award $ 500.00 | $ - s soo.o
07995 |AE Rev from Univ Depts |05/30/17 |Order of Merlin Second Class $  2,000.00 |3 - |'s =500.00
TED Inter-House Quidditch Cup &  1oo000 |3 - ¢ 230000
09/01/16 |Clearwater, Penslopa $ 55.00 | % - |$ 333500
08411  |Membership Fees/Dues |09/01/16 |Davies, Roger $ 55.00 | $ - |'$ 3.610.00
09/01/16 |Chang, Cho $ 55.00 | % - |$ zses.00
08412 |Evert TickstRevenue  [12/25/16 |Yule Ball ticket sales $  3,860.00 | & - | 752500
S (A —— 07/01/16 |FY16 SGR Carryforward to FY17 $  1,500.00 | % - |$ 902500
Budget Pool TBD FY17 SFB Funding (YTD) & 495650 | & - 4 14,021.90
12/01/16 |Madsm Malkin's Robes for All Occasions | § ] £80.00 | $ 13,341.90
72153 |Embroidery/Screening
03/16/17 |Gladrags Wizardwear $ - s 520.00 | $ 12,821.90
10/31/16 |The Thres Eroomsticks $ - s 94.15 | $ 12,727.75
73640  |Catering Services 01/18/17 |The Leaky Cauldron $ - s £59.40 | % 12,068.35
04/05/17 |The Hog's Head $ - 1% 204.00 | § 11,864.35
7360 |Non-GMU Skilled sl Dervish & Banges magical instrument | ¢ s M 202,00 P
rvices repairs
73681  |GMU Photocopying 02/28/17 |Copy Canter for FEBRUARY 2017 $ - s 54.00 | § 11,428.35
12/30/16 |police services invnice 17-1801 4 - s 365.00 | $ 10,463.35
72682 |Recharge GMU Services
01/16/17 |avent services invoice 12 $ - = 222.50 | § 10,240.85
73689  |Artists 12/30/16 |Weird Sisters $ - |4 =00000[% 724085
08/27/16 |Scrivnshaft's Quill Shop, Inc. $ - s 320.00 | $ 6,920.85
74120 |Office Supplies
08/29/16 |Cllivander's Wand Shop $ - |$ =200000(% 492085
11/18/16 |Honeydukes, Inc. $ - |s £00.00 | $ 4,320.85
74620 |Food & Beverage lterns |02/04/17 |Lowegood, Luna reimbursement $ - s 164.50 | $ 4,156.35
05/15/17 |Flitwick, Fillus reimbursement $ - % 401.23 | § 3,755.12
10/07/16 | Quality Quidditch Supplies $ - |% 180000[% 195512
74782 |Student Event Supplies
10/31/16 |Weasleys' Wizard Whaezes $ - s 350.00 | § 1,605.12
78130 |Honorsria 04/20/17 |Ravenchw, Rowena $ - |$ 100000[8% sosa2
Total| § 14,021.90 | $13,416.78 | § 605.12

Italics indicate pending transadtions
last updated 5/30/17

4= Balance is the amount of money in the account

after revenue is added and expenses are
subtracted.

s

—

Denotes whether the expense was funded by SGR,
SFB, or a combination of both.

e

SFB $315, SGR $650

8GR
SGR
SGR.

4—— Current SGR Balance

GEORGE MASON UNIVERSITY



RSO Self-Service Center:
https://si.gmu.edu/rso-self-service-center/

RSO Forms & Resources:
https://si.gmu.edu/forms-and-resources/
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RSO CONTRACTS




NEW EASIER CONTRACTS

There are now only 2 contracts for RSOs to use.

Student Services Guest Lecturer
Entertainment & Event Acknowledgement
Agreement Agreement
» Use when bringing a non- » Use when bringing a non-
Mason individual or Mason individual onto
company onto campus to campus to give a
provide a service (such as a presentation or speech

DJ, WOFkShOp facilitator, or > No payment is issued
performer), for which they

charge a fee

GEORGE MASON UNIVERSITY



STUDENT SERVICES ENTERTAINMENT & EVENT

AGREEMENT

GEORGE MASON UNIVERSITY STEP 1
Student Scrvices Entertainment and Event Agreemcot injury, expense, o loss, including defense costs aud attomcy foos, anisiag fom sctivitics uader
!mt-hglumcm mlhmqwlmm&mmdwchmmmm

THIS STUDENT SERVIC®” wn TERTAINMENT AND EVENT AGREEMENT (“Agree... =), beought against the Univessity in coanection with this Agsocavcat. Pesfouner also agrecs to
i mde by and betwe~ . weorge Mason University (*Universily™), sn educationsl institulion and sgency reimburss the University for any property domnge coused by Performer, its officers, employees,
of the Commoawses” i of Vieginia and Click or tap bere w0 soter texe. (“Peeformes™), & Chocee o item. otpanized ageals and volunleens associated with ils activities.
under the Laws of | v state of Click or tep bere v entec text, The University and Performer sre refernad o _ )
individually s “Paz,, " snd collectively as “Partics.” 5. '[ﬂ{ﬁ%ﬁ@f“ﬁﬂm lox i la e ey * ol rsgechlo e B
In considerstion of the mutum, | ~ives and benefits heve i, consul lants, subcontraclons, snd representalives, Perfonner
Suzp ol e s o 1. Name of artist or company G sty T Wadkess &

_ H Torwithsta anything the in this document or
2. Type of organization (LLC, Non-profit, gy “""g“&mm ““Lh;mm
Independent contractor, etc.)

A. The University bercry engages $ho servions of the PR e e U SR ivalent Commercial General Liability inssrmce policy (or

identified (“Fvent™) on Attachment A, Fvent Detail

4 - al lability, with Limits of Lisbility for bedily injury and property
Performer shall render such services, subject W the terms and conalions sel 1orh bere. 1he
University shall psy Performer all feex identified in Altachment A. damage in an amout not less than $1,000,000 per occumence with a $2,000,000 aggregate.

1. Purpose

(mﬂgeshnmuatluhmwlmmhlhmy The C eslth ol Virginia,
2 P rrom—— Wﬂmg:lnmny.md&uoﬁcnmhym. ngenh.nmi\'ohmnahllbc
h “m c o Bos st obbinnitosnallionnd Dasmloscnasd L L0000 oo dab 00 200

A. Performer must furnish nll equipment, personne], and other material required by Pecformer for %m MAKE SURE THE
the [vent. STE P ase and $100,000 |

B. Pedommer wanants that all equipment snd matersl providad by Perfocmscr is in good working R :“‘g Mm:: VENDORS/PERFORMERS
safe order. to tho offoct. HAVE $1,000,000 PER

C. Performer warraats that all employoss, agents and volunteers acting on behalf of Performer have CHECK THE BOX LE apPLICABE, OCCURANCE AND $2,000,000
been properly trained to perform the services in a safe, efficient workmanlike manner,

c. TIX wnmercial Awomonile Lissii AGGREGATE LIABILITY.

D. Performer shall have plete resy ibility, directi xnd 'mu'lhfmicuu STE P 3 DIOP: Ty GSMARC LNl A0 BUIOUDE NI0Y +v v asses = 5 pwwrsware pas wrvs s wsves
and the selup, mainteagnce. and onerstion of covinment utilized in secformine such s & TUFs cubol is 1 be served, 3 Liguor Law Lisbikity insurance policy is required with limits

E. Pecomecissoieyrey 1. Determine if any of these scenarios apply s, by -y il s gt s
required for the right to to your event Mason niversity, and its officars, emaployees, agents, aod voluntoess shall be named as

: addition 1insureds.

F. Pedformecwamants thal 3 - |f they do, check the box and then note S E3 I i i g A s il a ot S
petent laws and that all .. .. . insuranc is required i an smouat not Jess thao the ot set forth e the Code of Viwinia

that this is the additional insurance that $R01-58 1,15,

G. Pe_rfgn_mrlgren_wbe ill d f. L] Sexw: | Abute and Molesation insumance policy in an amount of not Jess than $1,000,000
Virginia, :llﬂhm s you will need. anullion § or eceurrence and a 82,000,000 millica sgeregaie. Peclonmer shal! ensure that, peior
ppereNipmcEda. 3 WHAT WILL BE REQUIRED TO HAVE “g”, e s

H. In sddition to any oth EXTRA UMBRELLA $1 000.000 crimine background investigation, including the National Sex Offooder Registry, within the
lemporary of peananc ’ ’ year pr or to the Fvent. By signing this Agreement, Client certifies it will camply with these
buildings, facilitics, eve INSURANCE? LS.

g . » Umbrells or Excess Liability policy m an amount not less thanS 1,000,000 W provide

1. Performer agrees to ind . . cov_mge in excess of those required by a, ¢ and ¢ above.

bI'Vug\nu,ihnmm,agalu ployees, and vol s from any claim, damage, liability,

OLC K o
OO Ray 032218 CUL K. U1 .



HOW DO | KNOW IF THEY NEED UMBRELLA
INSURANCE?

GEORGE MASON UNIVERSITY



RISK CHART

Risk of the activity or event are generally accepted by all
participants and/or have no special risk

Activities Risk Chart for University Life Events

Medium Risk (no UMBRELLA required)

Moderate risk activity/events that involves some risk, but
risk is within reasonable limits.

Event can involve frequent and possible severe injuries and/or property damage.

Classroom-based activities (meetings, conferences, non-
interactive presentations, etc.)

Low impact exercise/Sporting activities (yoga classes, tennis,
dodgeball, basketball, golfetc.)

High impact sporting activities (football, rock climbing). Sporting activities with potential for loss of life (skydiving, scuba diving, etc.,)

Fashion show/Clothing events

Bicyclerallies ( excluding races)

Events with amusements and/or inflatables

Conventions/Job Fairs (without food)

Local DJ's (Not Entertainers)|

Events with rental equipment

Information booth displays

Rummage sales/Swap meets|

Food trucks/Vendors

Computer gaming

Nationally known DJ (Entertainers)

Face Painting/Balloon Artists/Photo booths

ALL food/beverage vendors (excluding Sodexho or a university registered caterer, as they have a separate contract)

5K Runs/Walks (excluding color runs)

Events with fireworks

Student DJ's (no equipment)

Tents (erected by a vendor or requiring atemporary structure permit)

Speakers/Lecturers/Emcees/hosts

Any events created for minors; Events where minors will bein our care, custody, and/or control; Events that include minors as performers/vendors

Singers/Musicians/Comedians (stand alone)

Film productions

Parades (no floats or mechanicals)

Parades (with floatsand mechanicals)

Stylists/Decorators/Photographers

Events with animals

Dance classes/Lessons

Eventsinvolving alcoholic beverages

Note - The above list providesa sam
risk category for your event.

LOW RISK =

f activities and where thererisk may be categoriz

MEDIUM RISK =

NO UMBRELLA NO UMBRELLA

Thisis by no meansall inclusive of the events and activities that take

at George Mason University. Please contact The Office of Risk Management if you are unsure about the

HIGH RISK =
UMBRELLA REQUIRED

GEORGE MASON UNIVERSITY



STUDENT SERVICES ENTERTAINMENT & EVENT

AGREEMENT

authorization in writing no later than ten (10) days in advance of the use date.

L Usc of Trademarks. Ncither Party shall usc the others name, logo or trademark, or any corporate
or business name, which is reasonably likely to suggest that the Partics are related, without first
obtaining the wrilten consent of the other Parly, no less than 10 days in advance of such use.

J. Nondiscrimination. Both partics to this Agreement agree to not discriminate on any basis
prohibited under statc or federal law or University policy.

K. Sovereign Immunity. Nothing in this Agreement shall be deemed a waiver of the sovereign
immunity of the Commonwealth of Virginia and of George Mason University.

L. Authorized Signaturcs. The signatory for cach Party certifics that he or she is an authorized agent
to sign on behalf of such Party.

M. Third-Party Beneficiaries. No third Party is entitled to rely on any of the representations,
warrantics and agrcements of the Partics contained in this Agreement. No Party assumcs any
liability to any third Party because of any reliance on the representations, warranties and
agreements of the Parties contained in this Agreement.

N. Notice. Any notice required by this Agreement shall be in writing and shall be deemed given
when sent, postage prepaid, through the United States Postal Service by certified mail, retum
receipt, or when sent by a nationally recognized overnight delivery service, or personally served
upon the appropriate Party.

This Agreement becomes effective immediately upon signature of both Partics,

PERFORMER GEORGE MASON UNIVERSITY

BY: _ v _ Vendor/Performer
NAME: _ Name:_ Sjgnature

TITLE: g TITLE:

DATE: DATE:

GEORGE MASON UNIVERSITY



STUDENT SERVICES ENTERTAINMENT & EVENT

AGREEMENT

STEP 3 — COMPLETE ATTACHMENT A

Attachment A
1. ENTER PERFORMER NAME 2. ENTER DESCRIPTION OF SERVICES OR EVENT

Performer Information: / /
Performer Name: Enter name

Performer shall provide (description of servies/event): Enter a description of the services or event

Event Information:
Date: Select event date 3. ENTER DATE OF EVENT, ARRIVAL TIME, SOUND CHECK
Arrival Time: Enter Arrival time _ TIME, SCHEDULED SHOW TIME

Sound Check Time: Enter Sound check time
Scheduled Show Time: Enter time

Location: Enter location 4. ENTER LOCATION, NUMBER AND LENGTH OF BREAKS AND
Number and Length of Breaks: Enter break m LENGTH OF SHOW OR SET
Length of Show or Set: Select to enter length of show or set

Billing Information:
George Meson Univer 5. ENTER EXACT AMOUNT OF PAYMENT IN NUMBERS THEN ervices provided;
Amount WRITTEN OUT

Amount to be paid net 3u aays rollowing the completion o1 the event by university check.

University check to be sent to the following performer/vendor and address:

Make check payable to: Enter performer/Vendorname 6. ENTER WHO TO MAKE THE CHECK PAYABLE TO AND THEIR
Mailing Address: qEmmm— |\ (ING ADDRESS
Enter billing name andaddress

GEORGE MASON UNIVERSITY



GUEST LECTURER ACKNOWLEDGEMENT

AGREEMENT

1.

GUEST LECTURER ACKNOWLEDGEMENT

This Agreement is desgned 1o p and pi 8 safe
Univarsity {Unversiy*) 2o avent o
BNC0res, Of MaKe 8Ny XPIess Or NP waTanlies 1of Guast Laciurer snd nothing Conaned In Ihis Acknoaladgement
2nal be consnaad 10 6raate any patnarship of jint vantura dalwasn ha partias, The relatiorehip of s pertias 10 sech
olher 8 solaly that of Ndependent CONtBCons, In consideration of the MulLel promisas and benafia hamsunder and
other good ard valuable consideration, Guest Leclurer agrees 1o &l of the following:

nent for al who participats in 8 George Mascn
actity CEvant') on cemous. The Unharsity doas not sponsar,

Compliance with Laws and University Policies, Rules and Procedures. Unversty facliles are intended onmarily
for (he use of s udertz and empioyees n heir efforls W scvenos he educalonsl misson of Me Univenily. No ves
shal be permitlec Misl is NooNsitent with the mssion of Me Unkaersity.
(s Huniversitypolicy. omu.edupdlicesutlizationoHaciies-bythe-generslpublc’. Guess Leclurers ane axpecled
10 &2 raE00NslY ANC rEEact NG QNS of Ihe Lnkersly communiy. Al Guesls Laciuners a% subject to ledars’ anc
#ale lawe, counly and municpal orcirances, and aoplicabie polcies, proceduree, rukes, and reguatons of the
Univarsity, Caran criming o civl offensges o olher Danavior may by Melr wry natur poss 8 $&0ius and subetsntal
danger 1o he Universlly community. Vicleions of lawe, crdinances, policies, rues, procecures, snd regulalions mey
suec, he Gueel Leclurere 10 crming prosecution, dvl acion, sdminktrslive espese, and immediste removal from
the Event, removal from any “ulure event anc any olher aporopdate restriction.
Services. Guesl Lecturer scknewiedges hal Gues! Leclurer & voluntarily donsting theis Ume and effort { Servioey”) for
he benafr of tha Group (cenlified delow] Decauss of their intaneel in sUoporing the Group and ks mission. The Servicss
:'nhellmmumumﬂmummdwu implied from ary memer of the Group of any employee
Uriverxily.
In The University de Guests Lecturers have their oan haalth and auto nsurenos. If Guest Lecturer
& injured whils performing Senvices, Gueel Lecturer underelends Gues! Leclurer's heellh ingurance wil provide
ocoversge for Guest Lecturer. If Guest Leclurer drives their vehcle whie peformirg Servioes, Guest Lecturer's
bty wil provide in coverage for Gues! Leclurer.
Whﬂ.mmmmﬂlﬂlﬂmﬂnﬂhﬂMl aprop (2 di din University
Polcy 1120, hilpe Munivensilyool oy, gmu.ecu'policiesivespors-or-campus), snd sny gloonsl bevereges or conlroled
sustances Lo the evern of ireide any Universiy bulding.
Acknowledgment of Risk. Guest Lecturer understand that Guest Lecturer has volurtaily chosen to paricipate n the
Evenil ard thal particiostion in sy euch Svenl rvolvee eoma element of rek, inclading but net limited Lo, orooerty
damage or loss, personal mury, bodly mpury, and desth. Gueet Lacturer undersiands and scknowiedges that potental
risex o their heslth and pereces property may be assodeled with Guesl Leciurer's partcipstion in the Evert and
recognzee that the University cannct gusranize Guest Leclurer's sufety, hosever, Guest Lecturer voluntarly is

sszuning hoss risks.
Liability. To the exient provided by the kyax of the Commonweakh of Virgniz, the Uri y ehal be resp le for
mwﬁmnmm«oﬁmdlltmmcwdmmmhmbmmawbbm

grment Guesl Locturer agress that if shell be reeponsibile for the ordinary negligent acls o ocmesions of ks
WWWMMmbmrm.mnﬂcMwml Nothing heren shal be deemned
a watver of Lhe sovereign imirunity of the Commorrasath of Virginia or reguire the Unversty to indemnily, defond, or
hokd barmless Guest Lecturer for clams brought against Guest Leciurer.
By sigring delow, Guest Lectuer wamants that Guest Locturer has not been cenvized of a felory.

GUEST HAS READ AND UNDERSTANDS THE ABOVE PROVISIONS AND AGREES TO BE BOUND BY THEMAS
INDICATED BY GUZST'S SIGNATURE BELOW.

Prirt Guast Lecturer Name

Name of Grewa (Crganzation or Department)

Guest Lezures Sigrazure

Daxiz

» THIS ONLY REQUIRES A

SIGNATURE OF THE GUEST
LECTURER.

THEY DO NOT REQUIRE A
CERTIFICATE OF
INSURANCE.

THIS GETS TURNED IN THE
SAME WAY AS THE
ENTERTAINMENT AND
EVENT AGREEMENT SO IT
CAN BE UPLOADED INTO
THE SAME SYSTEM.

GEORGE MASON UNIVERSITY




SO ABOUT THAT INSURANCE THING...

GEORGE MASON UNIVERSITY



CERTIFICATE OF INSURANCE (COIl)

» ALL ARTISTS AND COMPANIES YOU PAY NEED TO GIVE YOU A

COl

s & Wews, Gue.
W00 Cwed Ldge W

Ay oL S
A ek w4072

ek Ss-¥ay

.
tegle Filn Produces

NAME OF WHO IS
INSURED

=

o oS o e B R e T RN U

DATE POLICY IS IN
EFFECT

ML kN T

MUST BE CHECKED IF
UMBRELLA IS NEEDED

THEY MUST NOTE THAT GEORGE MASON
UNIVERSITY IS AN ADDITIONAL INSURED

09,040

wowD ewae vaew (mes DEARIPYION 4 severage

gplise to this rertificete.)

“ample Certificets Bolder (o samed 4o Additissel Dewsed asd Leos Payes ao thais interests mew
e

P _ ATE HOLDER

famgle tertifiontie Walier

A0 em s

DATE IS CURRENT

PER OCCURRENCE

T ¢

oo ) e ™ ' _..‘:j
| L= L} >~
I.m.lm.l_uﬂ.m.
s avmeay |y 3,009,000,
o e comeersmm [y 3 oo

P, ek ME AN

NEEDS TO BE AT
LEAST $1,000,000

GENERAL AGGREGATE
NEEDS TO BE AT
LEAST $2,000,000

IF UMBRELLA IS
NEEDED, IT NEEDS TO
BE AT LEAST $1,000,000

&

THEY MUST LIST GEORGE MASON
UNIVERSITY HERE AS THE CERTIFICATE
HOLDER

GEORGE MASON UNIVERSITY



NOW | GET IT!!! BUT CAN YOU RECAP PLEASE???
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RECAP

Student Services

Entertainment & Event

Agreement

>

>

Y V

Complete the top of the first
page.

Determine if the vendor needs
additional insurance.

Complete Attachment A.

Have the Agreement signed by
the artist or company.

Get a copy of the COI that meets
ALL REQUIREMENTS.

Turn in the Agreement.

Guest Lecturer

Acknowledgement

Agreement

> Either contact the RSO Lead Team

to have a copy of this Agreement
sent to you or download it from
our website.

Have the guest, who is not
receiving compensation for their
lecture, sign the agreement.

Send a wet-signed copy at least 2
days before the event along with
the following information: day of
event, RSO, title of event, and
place of event.

GEORGE MASON UNIVERSITY



RIGHT NOW! THERE IS NO INTERACTIVE COPY.

» Until we do, here is what you need to do:

O

Contact the RSO lead Team (8 student staff, Chalon - the GA, and the
Assistant Director - Aya) via e-mail or set up a meeting.

Give them the information as seen on page 1 and 6 of the Student
Services Entertainment and Event Agreement. YOU WILL BE SENT THE
QUESTIONS AND THE SAMPLE COI WITH INSTRUCTIONS.

o Ask the artist or company for their Certificate of Insurance (COl).

o Remember that the COI needs to be issued to George Mason

University, AND George Mason University needs to be named as an
additional insured and the dates on the COI must reflect the event
date.

Have the vendor complete a Virginia Substitute W-9 form.

GEORGE MASON UNIVERSITY



RIGHT NOW! THERE IS NO INTERACTIVE COPY.

o The RSO Lead Team fills out the contract for the RSO, saves it as a PDF,
then sends it to the RSO to have the vendor wet-sign the form and
send it back digitally (no pictures with phone).

o Send the wet-signed contract and the appropriate COIl to AD, GA, or
Lead Team Member you worked with.

o Aya is given the final PDF files and she uploads to Dynamic forms for
Mason Authorized Signatures. (Needs to be 15 business days before
the event in case of edits/changes needed.)

GEORGE MASON UNIVERSITY



IN THE MEANWHILE ...

» At the same time that your RSO is working on getting the
Agreement approved, please start the purchase order process
by e-mailing a copy of the vendor-signed Agreement to
sibudget@gmu.edu along with the following documents at
least 5 full business days prior to the event:

o a copy of the vendor’s Certificate of Insurance
o Purchase Order (PO) Request Form

o Independent Contractor Evaluation Form

o Virginia Substitute W-9 Form

GEORGE MASON UNIVERSITY



Resources

RSO Self-Service Center:

https://si.gmu.edu/rso-self-service-center/

»sAnswers to many RSOqquestions, including funding,
spending, room reservations, advertising, cash handling,
etc.

E-mail Addresses:

sibudget@gmu.edu =2 RSO spending and budget questions
sfb@gmu.edu = SFB funding requests / allocations
rso@gmu.edu - RSO registration, advisement and assistance




