Outreach:

Posters

Handbills

Chalk

Newspaper Ads

PSA

Table

Word of Mouth

Email

Meetings

To have a good event, planning for outreach should begin at least a month in advance, depending

on the scope of the event.  Although it is possible to do it in less if your time is limited.  

Even more time may be necessary for an especially large event.  Put someone in charge of outreach.

They should bottomline the outreach efforts outlined in the packet, either doing each of the 

tasks or making sure they get done by organizing others to do them and following up with them in

a timely manner.  The steps I have included below are all those that I am familiar with.  For a 

major event all of these are recommended.  For a lesser event you can cut any of these tactics 

you feel you do not need.  See the end of this guide for hints on doing outreach when time is

limited.

Media is an important aspect of outreach, especially for large events.  See the media packet for

information on how to effectively get media for your event.

I. Emails should go out to the ECO-OSU, and osuactivist listserves as soon as you know about

the event.  Personal email forwarding lists are also good to use when available and appropriate. 

Emails should include date, time, location, title of the event, and a brief, exciting synopsis of

the event.  It often helps to include a longer description of the event, background information 

about the issue, the reasons behind the event, and why it is important that people show up or 

help.  Sell your event!  Your event is important, worthwhile, and will be enjoyable.  Remember 

that and be sure to make sure others know it too!  Resend the email to the listserves one week in

advance, and again the day before the event, this time pointing out loudly that the event is 

TOMORROW!

II.  If the event is large enough and has a budget feel free to place ads in the Daily O'Collegian

and Stillwater Newspress, and other relevant papers (e.g. the Oklahoma Gazette, Stillwater

Scene, etc.).  This should be done [Does anybody know the exact procedure for placing an ad?]

III.  The week before your event you should run a Society Square.  Go to the O'Colly office in

Room 106 Paul Miller Journalism Building, immediately south of the Student Union, and get the

paperwork.  The O'Colly can also be called at 744-7355.  Society Squares are relatively cheap,

but they do cost.  Run as many as you can afford, and run them as close to the date of the event as

possible.  Include ECO-OSU, the title of the event, the time date and location, and if you have

room, a small description of the event or relevant catch phrase.  Keep in mind that the way you

write it is the format that will be used in the paper, so put the letters in the boxes that match

exactly where you want to see the words in the paper.  Most people center the text in their ads.

If you can't afford a Society Square consider a student notice.  Student notices are a

section in the O'Colly classified ads.  A student notice is smaller, less "graphical" and less

noticeable, but it is also much cheaper and an option not to be overlooked.

IV.  At the same time as you get your Society Square or student notice you should also request a

Cowboy Roundup form.  Cowboy Roundup is a free calendar listing select events in the back of

the O'Colly.  There is no guarantee of getting a listing in Cowboy Roundup if you apply, but

people read it quite a bit and it is free.  Keep your description SHORT, as in one sentence, if

you would have your event selected.

V.  Posters are a very important tool and are frequently used to raise awareness with the campus

at large.  Posters should be put up at least a week in advance.  I prefer to put them up two weeks

in advance.  For very large events put them up a month or more in advance and replace missing

or covered posters the week before.  Posters can often be found on the web, or are provided in

packets you can get from activist organizations working on your issue.  Otherwise you will have

to make your own.  It is often wise to delegate the task of making a poster to someone with 

artistic talents and interests.  If this is not possible [how to make a poster].  To flyer 

legally on the OSU campus you will need to have the time, date and location of the event, and

you will have to have ECO-OSU's name, or the name of another sponsoring group, on the flyer.  

Copies can be made in any OSU computer lab on a variety of programs.  I typically use Microsoft 

Word, as I am not a skilled poster maker, but there may be better programs out there.  At night 

you can print 20, 40, or 50 posters on the school's printers for free.  Don't feel guilty, you've

already paid for it.  Or, you can get them copied at a local copy store.  I recommend Cowboy Copy

in the Student Union. They are nearby, and they are local, and they only charge $.05 a copy.  The 

library copiers are also available in a pinch, though they charge $.07 per copy.  In an emergency

you can print them at Kinkos, which is open 24/7, but they are more expensive and are a non-local

corporation.

To get permission to post your posters you will have to get them stamped.  Posters

without a stamp are liable to be pulled down by OSU Campus Life.  Getting posters stamped is

very easy.  Take your stack of printed posters down to the basement of the Student Union.  Take

them to the Campus Life desk outside room 060.  Ask the person behind the desk to get them

stamped, and fill out the form they give you with your name and phone number, ECO-OSU as

the organization, and give them the date AFTER the event.  They will prepare the stamp and give

it to you, and you must then stamp each of the posters.  You can post them yourself or get a team

together to help put them up.  Posters should only be put on official bulletin boards.  If they 

are taped to doors or windows they are liable to be taken down and ECO-OSU can be held

responsible.  In other words, don't do it!  (Though there are a few windows, such as in the 

Classroom Building stairwell where people seem to get away with it!)

Flyering for outreach to the community is a bit different.  You will not need a poster

permit to flyer the community bulletin boards.  You will probably want to flyer at least two

weeks in advance when flyering the community.  Bulletin boards can be found at Duds and Suds 

laundromat, Hastings, Cowboy Copy and the Community Center.  There are almost certainly others, 

so feel free to add to this list.You can also go to small businesses along Main Street or the 

Washington Strip and ask the owners if you can tape them to the windows.  Many will allow you to,

especially if you can frame it in a way they understand, or tie the issue to their business.

VI.  If you make posters you may as well consider making handbills.  Handbills are small posters

passed out to individuals walking across campus.  It is slightly time consuming but an effective

way of making sure that hundreds of people take notice of your event.  To make a handbill, use

either a copier or a computer program such as Microsoft Word to shrink your poster to a quarter

page size and print four per page.  Cut them out and you can easily and cheaply create hundreds

of small flyers.  If the poster is really busy feel free to delete some content, while keeping the

basics intact.  Handbills need to be stamped in the same way as posters.  Don't feel the need to

stamp each and every handbill, though.  Simply stamp a fair number of handbills scattered

throughout the stack in order to prove to curious people that you did get permission.

Get a group of people to commit to distributing a certain amount of handbills.  If you feel

it is appropriate have people sign up for time blocks.  If the event is controversial people may

want to go in pairs or groups.  This can bolster people's courage, and thus improve follow-

through, and in certain extreme situations, can serve as a measure of protection from harassment.

(note: this is also helpful when taking surveys or petitions, or other jobs that require standing

in public and reaching out to individuals.)

VII.  You might consider tabling to raise awareness of the event.  Tabling should be done early

on in the week of the event.  If it is a major event you can table several days in a row.  A tabling

permit can be gotten in the basement of the Student Union, at the Campus Life desk outside of

room 060.  Ask for a tabling permit for the chosen day, and fill out the form with your name and

phone number and ECO-OSU as the organization.  This should be done at least three weeks in

advance, and preferably a month in advance of the date.  Though if its an emergency you technically 

can schedule a table right up to the day you need it.  Three weeks to a month before the table

you will need to schedule people to man the table.  Tabling is usually done by the Chi-O Clock,

which is the large clock north of the Student Union and south of the Classroom Building, although 

other locations are available, such as north of the Library.  ECO-OSU typically tables from 10:00 

AM to 3:00 PM.  Schedule people at a meeting by making a sign-up sheet with a line or two for 

each hour, and pass it around.  Ask for their name and phone number so you can contact them if 

something comes up or in case they don't show up to table and you really need them there.  

Ideally two people will be signed up for all times.  Send the people who signed up a reminder 

about a week before the table, and again the day before.  Be aware that if you table very many 

times at all sooner or later someone won't show up when they are supposed to.

When tabling you will need a full table to attract people over.  Have the ECO-OSU

banner, your event poster, ECO-OSU brochures, a sign-up sheet for ECO-OSU, and any other

event literature you may have.  If you are using an activist packet you got in the mail for your

issue copy whatever information sheets you find relevant.  If not, print stuff off the internet or

order a packet from an organization working on your issue.  Also feel free to compile your own

easy-to-read information sheet to pass out.  If other people in the group want literature for their

issues displayed don't be afraid to take them up on the offer.  People will not read most of your

literature, but it is important to have nonetheless.  A mostly empty table will invariably be 

passed over.  Music can get the attention of people who wouldn't normally look in the general 

direction of tablers, and creates energyAnother trick for attracting people to the table is food

or pop.  You can also have people pass out handbills, or call out to passersby.  When someone 

does approach the table, talk to them.  Be proactive and friendly in giving them information on 

ECO-OSU and your event.  Tell them who we are and why we are tabling.  Point out your literature,

and let them know what they can have.  If possible, steer them towards the sign-up sheet as well.

We have gotten many new recruits from tabling.  It is very important that you have tape, rocks, 

or other paperweights.  Remember this is Oklahoma.  It is a rare day when the wind is so calm 

that it won't pick up your papers and throw them everywhere.  This even goes for days when the 

wind doesn't feel strong to you.  Paperweights have been a necessity probably more than 90% of 

the times I have tabled.

On the day of the table show up at the Student Union a few minutes early.  It helps to

have at least two people there to open.  Go down to the Campus Life desk and tell them you are

there to get the table for ECO-OSU.  Be ready to give them your student ID for them to copy. 

They will direct you to the tables and chairs in the back office.  You will have to carry the table

up the stairs or the elevator, which is why it helps to have two people.  Don't leave your stuff

sitting unattended while you go to get the table either.

VIII.  Chalking is a great way to get people's attention the in the days before your event.  Be 

sure to watch the weather forecast before chalking and don't waste your time if it is definitely 

going to rain!  First get a chalking permit from Campus Life.  This is done the same way as 

getting a permit for hanging posters.  Go to the desk outside 060 Student Union and ask for a 

chalking permit.  Fill out the permit for ECO-OSU, and give your name and phone number, and the 

date you are going to be chalking.  Keep the permit they give you while you are chalking in case 

you are stopped.  (This is just a precaution, no one has ever given me a second look while I have 

been chalking).  Get together a small group to help chalk a few evenings before the event and buy 

a box of sidewalk chalk.  Go chalking a few evenings before the event, after 5:00 when the crowds

have left campus.  Write whatever you want on whatever section of sidewalk you feel like.  Be

sure to include the organization's name (ECO-OSU), and the time, date and location of the event. 

Catchy titles or slogans are often useful as well.  Follow what other groups write in their

chalkings for more inspiration.

IX.  Meet with other student groups: There are tons of student groups at OSU, including several

activist groups with a relationship with ECO-OSU or explicitly committed to a similar vision.  If

you are holding a big event feel free to contact them and present your event at their meeting!  

Do some preliminary research on the organization if you are not already familiar with them.  A 

good place to start is http://orgs.okstate.edu.  Try to develop a link between your event and the 

mission of the organization.  Then contact the president of the organization.  You should meet 

with the organization at least a week before your event (so be sure to note when their next meeting

is and how often they meet!) and contact their president at least a week in advance of that and 

ask for five minutes at their next meeting.  Be prepared to make the link between the event and 

their mission, have between one and three handouts to give them so they can have something to 

take home, and briefly but succinctly describe the event and what its about.  Then spend a few

moments to take questions.  Be respectful and don't run over your time limits, you know how

precious the time we have in our ECO-OSU meetings is!  If possible don't be afraid to stay for

the rest of the meeting.

Solidarity is an important part of activist work.  We can't accomplish our aims without

the help of others.  It is the same for other activists.  While it is important for us to invite them to

our events, when we do so, we should expect to reciprocate.  Offer them our support when you

go talk to them, and mean it!  Though we expect other activists to help us, activists often

overlook the importance of helping others, and building genuine community with them.  Before

engaging in solidarity work please understand and acknowledge this aspect of activism!

X.  Class presentations: A great way to reach out to the non-activist community is to present

before your class, or have professors teaching classes relevant to your issue present or announce

the event.  This is done in a similar way to meeting with other activist groups.  Ask your

professor about a week in advance of the event if you can present on one or two class periods

before the event.  Be prepared with no more than two handouts and connect the event to the

material in the class.  Make the event seem enjoyable or otherwise attractive to the students, 

most won't go without some kind of motivation.  If you feel comfortable you should present in 

front of as many of your classes as possible.  If the event is a big deal also consider presenting 

before classes related to the event even if you are not enrolled in them.  Ask all professors for 

whom the event is relevant to their class or their specialization to announce the event.  It is 

especially helpful if the professor will offer extra credit for attending the event.  I can not 

overstate the positive effect this has on turn out.  It can mean the difference between a group 

of 20-50, and a crowd of over 200.

XI.  If you have very little time to do outreach, like you have to do an event in one week's time,

there is a shortened version of this you can pull off.  Pull together an outreach committee, and

you can do most of what you need in a day or less, if you have enough people to delegate tasks to.

Delegation is the most important thing to remember.  Make sure everybody helps out, and that

everybody has a deadline.  The most important things are emails, posters, and chalking.  If you 

have enough collective labor hours handbills can be effective as well.  If you have a lot of

energy or spare time to give tabling can also be good, but on short notice handbills are usually

better, unless you have plenty of materials to table properly.  Posters can be made in an evening, 

though quality may not be as high as you like.  Printing of posters and acquiring of all permits 

can be gotten at once the next morning.  Cowboy Copy, located in the Student Union is the most 

convenient place, though I have had problems with them being closed when I needed them most.

To sum it up:

As soon as you schedule the event: 

     Email Announcements

6 Weeks Before:

     Have poster ready for major event OR delegate the job

1 Month Before:

     Have poster ready for minor event OR delegate the job

     Hang posters IF event is major

     Get tabling permit

3 Weeks Before:

     Have poster ready IF delegated

     Have people sign up for tabling

     Get permission to present to other student groups

2 Weeks Before: 

     Buy society squares or student notices

     Apply for campus roundup

     Hang Posters

     Send tablers reminders

     Have people sign up for handbill distribution

     Get chalking permit

     Present to Student Groups

     Get permission to make class presentations

1 Week Before: 

     Email Announcements

     Run society squares or student notices (if you can afford)

     Run campus roundup

     Hang posters If relatively minor event OR replace missing posters if hung earlier

     Distribute handbills

     Table

     Classroom presentations

2-3 Days Before:

     Chalk

1 Day Before: 

     Email Announcements

     Run society square or student notice (if you can't afford a week's worth)

Recruitment and membership development

Recruitment and membership development are among the most challenging and

intimidating tasks for an activist group to face.  Unfortunately, for campus groups they are among

the most necessary and pressing.  If you are not recruiting new freshmen every year your group

will die as older activists graduate or burn out.  This is the realm of the membership coordinator,

an important but often overlooked officer in ECO-OSU.  If you are the membership coordinator

you have taken on a difficult but potentially very rewarding job.  It is up to you to make sure the

following tasks, jobs which have in the past fallen through the cracks due to their seemingly

cursory nature.  If you are not membership coordinator do not ignore this information.  It is the

membership coordinator's job to oversee recruitment and development, but everyone has a part

to play, particularly in creating a positive community atmosphere where new members feel

welcome and all people have easy access to the group.  Obviously I can't say everything there is

to say about these issues, but hopefully I have provided a useful framework to start from.  These

suggestions include what I would consider a bare minimum along with a few extras I have

happened across.  Do these, but please remember to also be creative and come up with your own

ideas.  There are many, many things that will work and the best tactics are those which are

relevant to your current, changing situation.  Every event you hold, every campaign you run, and

every win you have is a potential recruitment opportunity and must be treated as such, and use

these unique situations to your advantage, along with the traditional recruitment opportunities.

I.  Basic Recruitment

Recruitment begins at the beginning of each semester with a basic recruitment drive.  The

number one strategy used by campus groups involves frequent tabling in the first weeks of class

along with a heavily advertised kickoff meeting, usually involving free food and a friendly, open

atmosphere.  See the chapter on outreach for detailed instructions on successful tabling.  Table

the Monday before the first ECO-OSU meeting of the semester, and don't let the meeting happen

any later than the second week of classes.  You should probably reserve your table and meeting

room no later than three or four days after classes begin.  There should also be a student

organization recruitment fair in the first weeks.  Before the semester begins, or immediately after

you return to school go to campus life and scan the paper for information.  You may even want to

do this before classes end in the fall semester.  This is an opportunity you can not pass up.  There

are hundreds of freshmen and other students looking for some way to get involved all in one

place, something you are unlikely to find any time else in the year.  When tabling either on

campus or at a fair be sure to have a sign-up sheet, the ECO-OSU brochure, and introductory

material from each of our projects and campaigns.

The first meeting of the semester should be held in the first or second week of classes. 

You should chalk heavily the week before the meeting.  It generally does not rain during the first

week of classes so you should be fine chalking early.  If you are having food advertise that.  You

should be prepared to host at least 10-15 potential new members.  The agenda should be fun and

light-hearted and focus on explaining ECO-OSU and helping new members to find the project

they are most interested in.  Introduce them to our structure, and point them to the web site and

all relevant listserves.  Pass the brochure around along with sample literature from each project,

and be prepared with the rest of your project literature to fill in interested members.  Helpful

activities include go-rounds where each person says their name, year and major, and what they

are interested in or involved in regarding environmentalism or activism, brainstorming new

projects the new members are interested in, and the like.  It helps to have free food, like pizza or

cookies or something similar.  It is always important, but especially at this meeting to have a

greeter to meet each new person as they come in the door, and for old members to disperse

themselves through the room and sit by new people rather than clumping together at the front like

a clique.  Finally, it is extremely important that you DO NOT forget to pass around a sign-up

sheet including name, email address, phone number, and a check box for them to opt out of

reminder calls and the listserve (make it clear they need to check the box to opt out or someone

may miss it and get angry when you violate their space!)

II.  Recruitment throughout the semester

Recruitment does not end after the first meeting!  It must continue throughout the year or

you will miss finding some great, dedicated people who are looking for some way to get

involved, and you will not maintain the membership you need to survive.  Outreach is the best

first step towards recruiting new members and there is a whole chapter on how to do this.  It

helps, though, if you keep recruitment in mind as a goal.  Have recruitment materials (sign-up

sheets, brochures, etc.) at all your meetings, tables, and events.  Push yourself to approach people

and engage them in dialogue, and breech the topic of membership or participation.

Membership development is equally important to recruitment, and it can be quite

difficult.  It requires constant attention.  New members are often reluctant to get fully involved. 

They are usually insecure about their knowledge of the issues and their right to take a stand, and

afraid to participate as fully as the established core group as they do not feel entitled to be as

engaged as the "real" members.  The environmental movement has never been large in

Oklahoma and it is often a politically unpopular issue in the conservative climate.  Furthermore,

political culture in the modern U.S. discourages participation in the political system unless one

goes through the "proper" channels.  Finally, new members are usually new activists and have a

whole life already, of which activism is not a part.  Getting involved in ECO-OSU is a new

commitment which will have to be worked into their life, especially if they are not freshmen.

New members will almost certainly have to be pushed to get involved.  However, you

must also remember to respect their boundaries, both in order to keep them satisfied with the

group, but also as an ethical obligation.  You will have to actively court their attention.  It is

recommended that the first thing a new member is invited to should be an event, and not a

meeting.  Invite them to a speaker, a movie, a rally, or a community event like a potluck.  These

events will engage and inspire them.  If the first thing they are exposed to is a series of meetings

often they will get bored and burned out, and believe that all you do is meetings.  

Often for campus groups, however, this is difficult to do.  There are very few

opportunities for events in a semester, and meetings happen far more regularly and are easier to

invite people to.  At their first meeting, invite them to join the listserve and connect them to a

project committee.  If they seem willing they should be given a task to do, no matter how small. 

They must feel like there is a reason for them to be there for them to come back, and for an

activist group this must mean having a part to play.  If appropriate the committee head should

follow up with them in the next few weeks.  

To get people to come back to the next meetings reminder calls are a must.  You should

get up to 3-4 reliable people, usually officers and especially the membership coordinator, to call

the list of active members and new recruits (who haven't requested to not be called!) one or two

days before the meeting.  Leaving messages is ok, but if you get a roommate ask them to take

your number to ensure they write it down.  Email is also essential.  You must consistently send

email announcements for all meetings and events to the listserve, as well as any other email

contacts you have (who haven't requested not to be emailed!).  Announce meetings at least two

days in advance, and announce events a week in advance, two days in advance, and the day of.  If

members have been given tasks to complete the relevant committee head should follow-up with

them as well.  Quite often new members need this to make them feel responsible and that their

contribution matters.  It also is often the case that they are insecure and need reassurance and

concrete advice they were afraid to ask for at the time.  They should be actively probed to ensure

that they have the resources to accomplish their task.

Meetings and events make up the majority of activist work, but an activist group must

also have a heart.  We need to be a community and to have strong personal relationships if we are

to maintain our strength and not get burned out.  Activist work can be time consuming and it is

disheartening to focus too much on the problems with the world.  There must be some

countervailing joy involved for people to keep coming back.  You must make an effort to get to

know your members, and foster an atmosphere where others are encouraged to build

relationships with each other.  There are many ways to do this, and I will mention just a few. 

Meetings are often boring and stale.  A pleasant atmosphere can be created with food, and with

personalized activities scattered through the meeting.  One idea is to begin the meeting with a

creative go-round, for instance hi- and low-lights from the week, or a favorite something

(facilitator decides which).  Another option is to break the meeting up with physical activity or a

small group mixer activity halfway through or at some other logical point.

If people have time it is helpful to go out after the meeting for food or coffee.  This gives

new members a chance to meet the group outside of the formalized meeting setting.  Be sure to

invite everyone and make it clear what people are doing.  Personal invites immediately after

adjournment are also important.  Be sure to go somewhere that everyone is welcome.  For

instance, the bar is a terrible choice, as it excludes everyone under 21.  Provide rides if the

location is not in walking distance, and again, make it well known they are available.

Community building events are essential.  In the past ECO-OSU has held once a semester

camp-outs, and monthly potluck dinners.  These have worked very well for us so far, but there

are an infinite number of options to choose from.  These are a great opportunity to get to know

people intimately and prove that we know how to have fun.  The bonds built here will help

develop commitment to the organization and its survival among members, as well as creating

friendships and working relationships close enough for activists to feel comfortable relating to

each other, asking for help, calling each other on the phone when stuff comes up, and so on.

One other important, and underused tool, is the one-on-one meeting.  The membership

coordinator and/or president should make an effort to have as many of these as possible, but

other members should also consider reaching out to new members in this way.  The one-on-one

meeting is an intensive, informal meeting where the experienced member attempts to get to know

the new member and build a relationship.  Invite them to dinner, or to coffee and spend an hour

asking them questions.  Probe them to find out what they are interested in, what they like doing,

and why they got involved with ECO-OSU.  Be sure to share about yourself as well to create a

reciprocal relationship, but the main purpose of the one-on-one meeting is to get to know them

and make them feel valued.  Try to develop a friendship.  At the end, if possible, look for a way

to plug them in to ECO-OSU's current projects that best fits their abilities and their interests.

Campus logistics:

room reservation: SU/CLB/rest of campus

table/chalk/flyer permits

tabling

A/V

library

O'Colly/ads/lte

college/professors offices

sga, esp. Budget stuff

There are so many different logistical hoops to jump through when dealing with OSU. 

Practically every detail requires permission, and that permission must be obtained from multiple

sources.  Many different resources will be required throughout the year, and often finding them

will require trips all across campus.  Hopefully this guide will help you sort them out.

I. Reserving a room or outdoor area:

To hold an event anywhere on campus requires room or lawn reservation.  There are

always empty rooms to be found, but a reservation gives you sole access to a particular place,

blocks others from using it, and ensures that the facilities will be unlocked and available. 

Different buildings require different reservations.  The Classroom Building (CLB) is the one you

will probably be using the most for meetings.  To reserve a room in the clb, or just about any

other classroom on campus, contact Helen [last name].  You can call her at 744-6885, or visit her 

in the Sectioning office in room [?] in the Student Union Atrium.  The classrooms are versatile

and offer many different options in terms of size, number of people per room, audio/visual

technology, and flexibility of seating arrangements.  The corner rooms in the clb and the

auditoriums in other classroom buildings offer the best technology for computer use or video

viewing, and a fair amount of seating.  However, they also have unmovable chairs which prevent

people from sitting face-to-face.  For large, public video showings clb room 313 is definitely the

best choice.  Other rooms in the clb also offer large amounts of seating, up to 100 people, and

have the added benefit of movable chairs.  Still other rooms hold fewer people offering a more

comfortable environment for smaller groups.  Usually for general ECO-OSU meetings a smaller

room is used.  It helps to reserve a room for every general meeting in the semester right at the

beginning to ensure continuity.

The Student Union has a limited number of case study and exhibition rooms you can

reserve.  These more formal environments are often useful for serious public events, and can be

used for general meetings as well.  To reserve a room in the Student Union call Student Union

Meeting and Conference Services at 744-5232 or visit the desk at Student Union 242.  These

rooms fill up quickly so reserve them asap!

To reserve the library lawn for a public event you will need to visit the Campus Life desk,

located outside SU 060.

You can also hold meetings and do group work at the library.  There is an entire section

devoted to the library later on in the chapter if you are interested.

II. Table, Chalking and Flyering

Tabling, Chalking and Flyering, as well as passing out handbills, all require permits from

Campus Life.  To not get a permit is to risk having your flyers torn down and get ECO-OSU in

trouble.  These can be acquired at the Campus Life desk outside Student Union room 060,

located in the basement.  For flyering or passing out handbills, you will need to bring the flyers

themselves to get them stamped.  For tabling give them the day of the table.  For all other

activities you will need to tell them the day after the event.  Flyers and handbills need to have the

time, date and location of the event, as well as the name of ECO-OSU or another sponsoring

organization to get stamped.  After you fill out the permit the desk assistant will give you a stamp

and an ink pad.  You must stamp each flyer, and several of the handbills scattered throughout the

stack.  Especially when chalking, keep the permit you are given as proof.

On the day you are going to table, go with a friend to the Campus Life desk a little before

you plan to open the table.  Bring your student ID as they will need to photocopy it.  Tables and

chairs are located in back of the office in 060, the desk assistant will point you there.  You will

need to get the table and chairs up the stairs or elevator, which is where a friend comes in handy. 

That is also where you will return them at the end of the day.

Chalking can legally be done on any of the outside sidewalk surfaces.  Flyering is

restricted to official bulletin boards--meaning don't tape them to doors or windows!

III.  Technology

The best technology is to be found in the Classroom Building, or the auditoriums in other

buildings.  You can use the lcd projectors to access the internet and show videos in these rooms,

as well as some others.  Most rooms in the CLB also have an overhead projector, and a video

device which magnifies and projects real life objects, such as paper documents, in full color. 

You will be using the lcd projector the most, as most tools are routed through it.  It is controlled

by the touch screen panels behind the podium.  Most of you probably know this as you have seen

your professors messing around with it, but I'll tell you anyway.  A bit of fiddling and you will

figure it out.  Most of these screens have a dvd player.  However, it may well be inaccessible

without a password.  VHS is much easier to deal with.  If you run into technical difficulties you

can look for help at the desk on the first floor of the clb.  They will most likely be closed, though,

and will always be closed during the evening.

In the Student Union you will have to rent Audio/Visual equipment.  It is very expensive

to do so, like $100 for a TV and VCR.  You are better off bringing your own equipment or going

somewhere else to use the free stuff.  However, if you must rent from the Union, you can reserve

equipment at the Meeting and Conference Services desk at room number 242.

If you are looking for material to show, the library has a decent selection of videos, some

of which may be useful.  You can also ask our advisor, Dr. Caniglia.  She has access to the OSU

Sociology Department's video library which has a great selection.

IV.  Library Services

The library is a great place to look for resources.  You can do group research there using

of course the books and reference materials.  Don't forget the Government documents section on

the 5th floor, and the microfilm and microfiche resources on the first floor.  The computers can

also be helpful, and remember you have access to the Library's laptops!  You can obviously sit in

the reading rooms on the 2nd floor, but if you need a quieter location there are a small number of

conference rooms you can reserve as well.  To reserve a room in the library call [xxx] or visit

[xxx].  The library also has a decent selection of videos, some of which may be relevant and

useful to show.

V. Daily O'Collegian

The O'Colly is a very useful resource for getting information out, and should be

exploited.  The O'Colly is located in room 106 of the Paul Miller Journalism Building,

immediately south of the Student Union along Hester St.  Their phone number is 744-7355. 

They can sell you ads in the paper, as well as Society Squares and student notices in the classified

section.  You can also get free space in Cowboy Roundup, which is an event calendar.  Stories,

editorials and letters to the editor (LTE), while harder to get, are extremely good publicity.

To place an ad [who knows exactly how to place an ad?  That should go here].

Society Squares are large, outlined, square ads located immediately following the

classified section.  They are significantly more expensive than student notices, but also are far

more noticeable and get read more frequently.  To get a Society Square placed go the O'Colly

office and get a form.  Fill out the form exactly as you wish to see your ad, keeping in mind that

the squares which you are writing your letters are where they will appear in print.  Most people

like to center their words.  You will have to pay right then, but it is also possible to get ECO-

OSU to pay directly.  Student notices are bought the same way as Society Squares, but are much

cheaper and smaller.  A student notice will appear in the last part of the classified ads,

immediately before the Society Squares.

To get a story, editorial, or letter to the editor printed in the O'Colly see the chapter on

media.

VI.  SGA and Campus Life

ECO-OSU is an OSU student organization listed under Campus Life, and recognized by

the Student Government Association.  Therefore, you will be dealing with them a lot.  Campus

Life is the nerve center of the student organizations, the structure within which ECO-OSU is

embedded and institutionalized, and your link to the University.  The SGA is the source of nearly

all our university funding.  The SGA office is located in room 040 of the Student Union.  Their

phone number is 744-6500.  When dealing with the SGA you will usually be seeking money

through the yearly AFAP request, sponsorship of a specific event, or some other means.  You can

find all the relevant documents in the SGA office.  For more information on financial processes

see the chapter on finances.

The Campus Life office is in room 060 of the Student Union.  The phone number is 744-

5488.  Much of your business will be done through the Campus Life desk in front.  However,

more serious business or unusual requests may require you to go in the office.  Go see campus

life when you need official university support, resources such as vans for travel, insurance for an

event, or when you don't know where else to go [I may be able to update this line when I have

some more time].  You also need to go through campus life when looking to change the structure of 

ECO-OSU, for instance if you need to change the constitution of the organization.  The director 

of campus life is Kent Sampson.  He is in room 060A, and you can reach him at 744-5488.  I have 

never met him but he is regarded as a very nice man, and easy to work with.  If a crisis occurs 

talk to him.

VII.  Financial Resources:

There is an entire chapter devoted to finances.  However it is appropriate to touch on that

here as well.  For student organization funding the SGA is the best source of revenue (see above

section).  However, there are also other paths you can go through.  One we have had success with

in the past is Leadership Development under Campus Life.  Stephen Haseley is manager of that

program.  He is in Student Union room 050D.  Talk to your advisor and do some digging.  There

may well be money available in other places, such as college departments, or other student

organizations with related missions.

For accounting information you should go to University Accounting in 304 Whitehurst. 

Be prepared with ECO-OSU's account number.  They can print off several different statements,

and can point you in the right direction most of the time.

VIII.  Catering:

ECO-OSU has catered dinners in the Student Union in the past.  It is important to go

through the proper procedures, otherwise there will be a lot of trouble!  To cater in the Student

Union you must go through Student Union Dining Services, managed by Aramark.  They are

located in room 177 of the Student Union.  Their phone number is 744-6116.

IX.  Advisor:

One of our most important contacts is our advisor.  Our current advisor is Dr. Beth

Schaefer-Caniglia, in the Sociology department (Beth, or Dr. Caniglia).  Her office is in room

036 in the basement of the Classroom Building.  Her phone number is 744-6125.  Her email is

canigli@okstate.edu.  Feel free to contact her for any reason.  She is very friendly and has an

open door policy.  She has many contacts in the University and can provide invaluable

information on University policy and politics, and has guided us through many rough spots.

Meeting process

Meeting process is extremely important.  What happens in the meetings determines what

will happen outside the meetings.  There is nothing like a positive, dynamic meeting, but a poorly

managed meeting, or one filled with negativity is one of the worst experiences.  This chapter

attempts to provide some guides for ECO-OSU meetings, both official procedure and hints at

effective meeting management, for both leadership and members.  It is only a tiny sample of the

information available on effective meetings, and I urge you all to seek out more.

It is the president's job to call the general meetings.  The times are typically decided as

democratically as possible once per semester at the start of the semester.  It is difficult to find a

time good for everyone who wants to attend, so usually we pick the time that the most regular

attenders from the previous semester can come.  It is a good idea to solicit preferences from other

members on the listserve, but the response rate is usually very low.  You also need to call the

officer meetings, which are easier to find a time for.  Biweekly general meetings with officer

meetings on the off weeks are usually what has been done in the past.  Don't overwhelm people

with meetings.  Frequent meetings are important, but with school, work and everything else

people can easily become overwhelmed.  Insist on extra meetings only when absolutely

necessary.  You should set the agenda for the meetings too.  I tried soliciting agenda items each

week before the meeting but never had a great response.  It is best to make the effort yourself to

reach out to individual organizers within Eco and ask if they want time on the agenda.  Don't

overload the agenda and do your best to keep the meetings limited to an hour.  Be fair and

balanced in developing your agenda.  ECO-OSU has a mission, obviously, but within that

mission you should be open about what you allow on the agenda, and do not favor one member's

issue, project or stance over another.  Actively encourage everyone who can to get their thing on

the group's agenda.

Meetings are presided over by the president.  When the president is unavailable that role

is taken by the vice president, followed by the secretary.  The president follows the agenda,

opening and closing issues, and calling votes, unless someone else should call the vote first. 

Officially decisions are made by majority voting, but we strive for consensus on all decisions

when possible.  Try to start and end on time.  Even if people are late, start without them. 

Otherwise people learn that it is pointless to show up on time.  When meetings run over, unless

people are anxious to continue, they will get bored, tired, or they will be made late for an

engagement, and thus upset.  The president, with the help of the secretary when necessary, should

determine who speaks.  Raised hands are important to maintaining order and giving less assertive

members the opportunity to speak.  Try to give everyone the opportunity to speak, and foster a

positive atmosphere, though without stifling debate.  Do not allow negative comments or body

language to go unchallenged when possible.  Sometimes facilitation tools such as go-rounds or

brainstorms are useful in encouraging participation and generating ideas.  Stay neutral unless you

feel strongly about a subject.  When you feel strongly make your position known explicitly

instead of subtly influencing things in your direction.

For group members, many of the same strategies apply.  Do not be shy about getting your

idea on the agenda.  Contact the president and present your thoughts to the group.  In meeting, be

active and participate, but do not dominate the meeting.  "Step up and step back."  Refrain from

pointless negativity, both verbal and non-verbal, or attempts at undermining and disempowering

other members.
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managed meeting, or one filled with negativity is one of the worst experiences.  This chapter

attempts to provide some guides for ECO-OSU meetings, both official procedure and hints at

effective meeting management, for both leadership and members.  It is only a tiny sample of the

information available on effective meetings, and I urge you all to seek out more.

It is the president's job to call the general meetings.  The times are typically decided as

democratically as possible once per semester at the start of the semester.  It is difficult to find a

time good for everyone who wants to attend, so usually we pick the time that the most regular

attenders from the previous semester can come.  It is a good idea to solicit preferences from other

members on the listserve, but the response rate is usually very low.  You also need to call the

officer meetings, which are easier to find a time for.  Biweekly general meetings with officer
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with meetings.  Frequent meetings are important, but with school, work and everything else

people can easily become overwhelmed.  Insist on extra meetings only when absolutely
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determine who speaks.  Raised hands are important to maintaining order and giving less assertive

members the opportunity to speak.  Try to give everyone the opportunity to speak, and foster a

positive atmosphere, though without stifling debate.  Do not allow negative comments or body

language to go unchallenged when possible.  Sometimes facilitation tools such as go-rounds or

brainstorms are useful in encouraging participation and generating ideas.  Stay neutral unless you

feel strongly about a subject.  When you feel strongly make your position known explicitly

instead of subtly influencing things in your direction.

For group members, many of the same strategies apply.  Do not be shy about getting your

idea on the agenda.  Contact the president and present your thoughts to the group.  In meeting, be

active and participate, but do not dominate the meeting.  "Step up and step back."  Refrain from

pointless negativity, both verbal and non-verbal, or attempts at undermining and disempowering
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Finances

This chapter is mainly for the Treasurer, but it will also be helpful for the President to

look through, and anyone else who is interested.  Finances and budget management is a job

requiring precision, organization, timeliness, and attention to detail, and should not be taken

lightly.  It is not difficult, however, so long as you are willing to keep up to date, work

cooperatively with the President and the rest of the organization, and invest a few hours each

week doing the work of the organization filling out and delivering disbursement and deposit

forms or getting information, and keeping the books.  The health of the organization is in the

Treasurer's hands, and you have the ability to maintain or totally destroy the group.  Take your

position seriously, though, and it is not difficult.  Much of the following information can be

found in the Treasurer's Manual for Student Organizations.  However this is not meant to be a

substitute for that guide, or the yearly Treasurer workshop.  I am describing the most important

information which you will use frequently.  There is important information in the manual which I

am not explaining here.  Keep the manual and use it too.

When you take on the job of Treasurer you will be given the treasurer folder.  This is a

very well organized folder containing all the financial records of ECO-OSU for several years,

and several other helpful documents.  Do not throw away any financial documents less than five

years old.  Remove only the oldest documents if you need more room and put them somewhere

safe.  Financial information for each year should go in its own file folder.  This includes

disbursement forms and deposit forms.  Other documents should be maintained as well, perhaps

in a different file folder.  Monthly accounting reports are filed loose.  Holes are punched and the

forms are filed in order in the binder.

The monthly accounting reports are available upon request at the Campus Life desk

outside room 060 of the Student Union.  You can get one free copy of each report.  After that

they cost a copying fee of about five cents.  The most important number is the account total.  On

the form labeled FBM090 this is on the bottom row labeled "Account Total" and in the column

labeled "Current Month."  On the FBM091 it is the only number on the row labeled "Account

Total."  This is how much money you have to spend.  Keep your own tally of deposits and

disbursements, and compare it to the report.  If they don't line up figure out why not.  It may well

be because there have been changes since the report was printed.

The other reports you will need to use is the "Transactions By Account" report, and the

"SL Account Summary".  They are much more user friendly than the FBM reports Campus Life

distributes.  They can be found in the University Accounting office on the third floor of

Whitehurst.  Bring the ECO-OSU account number (991209) and be prepared to give it to the

secretary.  Request the reports and they will print it out for you.  The Transactions By Account

report shows each deposit and disbursement for the Fiscal Year, beginning in July.  The Account

Summary clearly shows the account total at the date the report is requested.  These reports are

very useful for reconciling the books, and determining exactly where every penny came and

went.  Also, they can be used in an emergency situation when trying to figure out if a deposit or

disbursement has been made in the past few days or weeks.  For this you don't have to get a

printout if you don't want, you can simply ask.

Making deposits is a simple task you will quickly learn how to do.  You will need to take

two deposit forms, and the check or cash to the Bursar's office on the first floor of the Student

Union Atrium.  Deposit forms should be available in the back pocket of the Treasurer's folder.  If

you need to make more copies.  If you prefer you can fill them out before going to the Bursar's. 

Feel free to use old forms for templates.  The account title is ECO-OSU.  The address is 060

Student Union, where the mailbox is.  In the very far left box, open on the left side, put an "A". 

Put an "A" in the next box, in the column labeled "A" as well.  Under the "L" put a 9.  Under

Dept. Put 91209.  Under subcode put 0960.  Make up a descriptive name for the source of

revenue and put the amount under "amount."  In the box at the bottom put the amount of money

being deposited in each form of currency, using the left box for dollar amounts and the right box

for cent amounts.  Sign your name where it says "deposited by" and put your phone number

where it indicates.  When depositing a check or cash, use the instructions given on page 10 of the

Treasurer's Manual.  On the back of the check you will need to write ECO-OSU and the account

number.  If you have any questions at this point, ask the secretary and they can help you.

When spending money outside the University you will need to use a disbursement

voucher.  There should be plenty of these in the back of the Treasurer's folder as well.  These

will need to be filled out as directed on pages 11-15 of the Treasurer's Manual.  The Account

name is ECO-OSU.  Under "CC" write "AA".  Under "Dept." Write 91209.  Under "Subcode"

write 8950.  Under "Object" write 5411.  These numbers can also be copied from old vouchers

saved in the folder.  When completed, disbursement vouchers must be filed with University

Accounting in 304 Whitehurst.

When giving money to a University department the department will fill out their own

invoice.  Be prepared to give them the ECO-OSU account number, 991209, and sign the form

when they deliver it.  More information can be found in the Treasurer's Manual on page 16.


Any of the above jobs that involve moving money, making deposits or spending money through

disbursement forms (or any other way) should be done carefully and promptly.  Deposits really

do need to be made as soon as possible after you recieve the money; people will be looking for

those checks to be cashed on their statements, and the last thing you want to do is forget or

even loose the money.  When money is given or recieved put the reciept in your folder and record

the transaction.  This is so important, it can't be stressed enough. 

The Treasurer is required to attend a yearly Treasurer's workshop in the fall to be eligible

for AFAP funding from the SGA.  Keep your eye out and watch the Society Squares in the back

of the O'Colly.  There are several workshops offered, and you only need to go to one.

The AFAP (Activity Fee Allocation Process) is probably the largest, most important

single job the Treasurer will head up.  ECO-OSU is a recognized student organization, and thus

is eligible for funding from the SGA.  The way to get this funding is to request money by turning

in an AFAP form in January.  Its usually due the last Friday in January, but be sure to look at

the date on the form!  It does not take long to develop an AFAP budget and you will get funding 

of some sort if you are reasonable.  Under no circumstances should you pass this opportunity up.  

The forms, and sample forms are available in the SGA office in Student Union 040.  Look through 

the form carefully and determine what information you need to collect.  Call a meeting to develop 

a budget for the next year, attended by the officers and core group, and anyone else interested 

during the last weeks of the fall semester.  Be prepared with the expenditures from the past year 

on all programs, particularly continuing and annual programs and events, and have others ready to 

propose new programs.  It is usually a good idea to request about as much as you spent the year 

before on each particular program unless the program is being changed.  People may want to think 

over the break about how much they want to request.  Give them time, but you must have the 

information before the end of the break.  The AFAP forms must be typed on a typewriter.  Don't 

expect to get as much as you requested, and do not inflate the budget request!

There are other ways to fund programs as well.  ECO-OSU for much of its early years

funded the Earth Day celebration with SGA emergency funding[...].  There are other funding

opportunities on campus as well, if you dig.  For instance, Leadership Development, a branch of

campus life, gave us over $300 for a banquet, which was part of an activist training in 2002. 

Finally, you can fundraise independently.  Many local businesses and campus departments will

donate money to a good program if approached.  The Eco Film Project was funded almost

entirely in this way in 2002.  National organizations can provide funds.  Selling candy or baked

goods can be effective, along with other traditional small ticket fundraisers.  Be creative and keep

your eyes open.  

To recieve a donation from an on-campus organization or university department you will have to

submit to them an invoice.  You can find template invoices on some versions of Microsoft Word or

other programs.  Be sure to include the organization's name (ECO-OSU), our address (060 Student

Union) and the tax ID number (41-2042862).

On the other hand, you may not have to fundraise if you prefer to not be

dependent on external sources of money for your projects.  Low cost programs can be quite

effective if done properly, and that frees up much of the time otherwise spent raising money to

invest in doing activism.  Its up to you and the organization.

Important numbers to remember:

Account number: AA 9-91209

Tax ID number: 41-2042862

Subcode (deposit slip): 0960

Subcode (disbursement voucher): 8950

Object number (disbursement voucher): 5411

Internal Communication:

This is a relatively short chapter, but that fact should not diminish the importance of

positive internal communication on an organization.  Positive communication is open, frequent,

cooperative, and without hidden motives.  

The first place where communication takes place is typically in meetings.  The primary

purpose of many meetings is simply communication, so it must be done well.  Every event

should be mentioned and discussed, whether or not everyone in the organization is involved. 

Discuss the specifics of the event, and mention the time and place.  Also give the name and

contact information for the key organizers of the event.  In a planning meeting make sure

everyone involved is clear about all the tasks that have been delegated and who is doing what,

including tasks that have not been delegated but need to be.  This information should all be taken

down on paper and written up as minutes.  The secretary is responsible for the minutes during

general meetings.  In committee meetings make sure someone is delegated the task right from the

beginning.

Outside of meetings communication takes place through email and phone calls, as well as

through informal channels.  In reality the informal channels are extremely important.  However,

for the purpose of internal communication they should be ignored from the standpoint of the

organizer.  Organizers should send out frequent emails.  ECO-OSU has three listserves.  

ECO-OSU@listserv.okstate.edu is moderated by the President and should be used for all official

information.  Send out several announcements for your event, and for all meetings, which will be

approved by the President.  Minutes from the general meetings and from committee meetings

should also go to this list.  Activists, particularly highly involved core group activists, should

never go more than 2-3 days without checking email except in the case of travel or other

extenuating circumstances.  Ecotalk@yahoogroups.com should be used for all discussion.  Send

action alerts and news and commentary here, and launch discussion of important issues. 

Ecotalk@yahoogroups.com is at the time of this writing severely underutilized. [note: since 

writing, the dissolution of ecotalk has been discussed.  If it is eliminated, obviously, 

delete this line.]  Finally, core group members are invited to ecore@yahoogroups.com.  This 

list is used for discussions of internal politics, and leadership issues which are either not 

important and thus not interesting to regular members, or should remain secret.  Ecore should not

be abused.  Open communication is very important, and that means including the general leadership!

Communication by phone is more tedious and more difficult for shy people.  However it

is also important.  Personal phone calls are usually the only way to confirm that many key

individuals will come to your event or meeting, or will follow through with their tasks.  Often the

personalized touch of a phone call is what will motivate people to get involved, and it adds a

touch of urgency to delegated tasks while removing much of the impersonal distance of email

that allows people to forget.  It is also a more certain way to get in touch with many people who

check email infrequently.  Phone communication also allows a dialogue between two people to

advance at a much quicker rate, and allows miscommunications to be cleared up immediately. 

Phone calls are ideal for urgent developments requiring immediate turnout as well.  Finally, with

committed activists, frequent phone communication deepens personal bonds and makes people

more comfortable communicating all important information in a timely manner.

An essential tool which every member should have access to is the ECO-OSU phone and

email list.  Individuals should be given the choice to opt out at the beginning of the semester or

as soon as they join.  All those who do not opt out should be added to a list which is distributed

at ECO-OSU meetings once per semester, and periodically sent out over the general listserve as

an attachment.  Communication should not be exclusively sent through official leadership

channels; peer-to-peer communication can be equally important to meeting discussions and

emails sent to the general listserve.

