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2011 Advisor Training

✤Welcome & Introductions
★ Advisor Roles and Expectations
★ Student Organization Representative (SOR) Roles
★ Online Organization Registration (CollegiateLink)
★ Online Event Registration-EvR
★ Event Planning & Risk Management
★ Financial Considerations
★ Resources

Roles of the Advisor

Advisors facilitate active and collaborative relationships that empower students to 
realize their potential as ethical leaders
• Teaching and Coaching
• Consulting
• Counseling
• Mission of University

Advisors facilitate active and collaborative relationships by partnering with students in 
their educational experience. 
• Providing Continuity
• Supervising programs and finances
• Attending Meetings

Students will be prepared to engage in independent thought, diverse experience and 
dynamic leadership development training.
• Assisting/Partnering with the SOR to interpret university policy



Expectations

• Advises in a manner that is congruent with the mission of the 
University.

• Advisors are well versed and have done personal work to identify and 
address issues of inconsistency (specifically - social justice, inequity, 
inclusion, diversity, "isms") and can articulate their own values in 
relation to the mission.

• Advises students by the principle that values congruence is important.  
The focus is not about what we “do” in advising, but rather leading 
and modeling.

• Using other advisors as resources.

Role of the Student Organization 
Representative (SOR)

• Connect with all student groups in their assigned area.

• Meet with student leadership (and their advisor - at the determination 
of the SOR) of organizations that receive Associated Students funding 
in the month prior to their AS funded events.

• To ensure that logistics have been thought through, changes are 
consistent with the USD mission and that the event presented matches 
the event proposed.

Student Organization
Representative-(SOR)

Mandy Womack, Greek Life & Overall

awomack@sandiego.edu!      x4802

Katelin Rae Greek Life

krae@sandiego.edu!      x4802

Jaclyn Miller, Professional

millerj-10@sandiego.edu!      x4802

Jason Schreiber, Centers/Departments

jschreiber@sandiego.edu!      x4802

Onar Primitivo, Special Interest

lcprimitivo@sandiego.edu!      x4802

Erin Lovette-Colyer, Special Interest: Political
elovettecolyer@sandiego.edu!      x2395

Michael Lovette-Colyer, Religious
mlovettecolyer@sandiego.edu!    x4251

Adan Sanchez, Multicultural
adans@sandiego.edu!      x6871
 
Liberty Hebron, General
libertyhebron@sandiego.edu!      x4802

Manda Sayedge, Budget/Club Accounts
msayegh@sandiego.edu!      x6926



CollegiateLink

•http://sandiego.collegiatelink.net/
•Each registered student organization has a website which can serve a great resource to communicate with its members, 
advertise events, manage documents, upload photos etc.
•The Club President and ICC Rep have access to administrative features. These students must re-register the 
organization in the fall and provide an updated club roster.
•Please remind your students to update this website as membership changes.

Events/meetings	
  approved	
  after	
  
advising	
  will	
  be	
  forwarded	
  to	
  the	
  
appropriate	
  reservation	
  of6ice	
  to	
  
schedule	
  a	
  space	
  (Campus	
  
Scheduling,	
  KIPJ,	
  Degheri	
  Alumni	
  
Center);	
  reservation	
  con6irmation	
  
will	
  be	
  received	
  within	
  two	
  (2)	
  
business	
  days.

SOR/SLIC	
  Staff	
  will	
  meet	
  with	
  the	
  Event	
  Planner	
  to	
  review	
  
policy	
  and/or	
  event	
  planning	
  guidelines	
  (6its	
  with	
  University	
  
Policy/mission,	
  event	
  details,	
  contracts,	
  etc.)

Events/meetings	
  that	
  require	
  follow	
  up	
  will	
  be	
  forwarded	
  to	
  the	
  
designated	
  SOR	
  (or	
  a	
  SLIC	
  staff	
  member);	
  the	
  SOR/SLIC	
  Staff	
  must	
  
meet	
  one-­‐on-­‐one	
  with	
  the	
  organization/club’s	
  Event	
  Planner	
  within	
  
6ive	
  (5)	
  business	
  days	
  of	
  noti6ication	
  from	
  the	
  SLIC	
  Coordinator.

SLIC	
  Coordinator	
  (or	
  other	
  
designated	
  SLIC	
  staff	
  member)	
  
will	
  review	
  the	
  EvR	
  Form

Event Registration-EvR
www.sandiego.edu/eventplanning/registration.php

Organization/Club	
  planning	
  to	
  hold	
  an	
  event/
meeting	
  on	
  campus	
  will	
  submit	
  an	
  online	
  
Event	
  Registration	
  (EvR)	
  Form	
  at:
	
  www.sandiego.edu/slic/event.php

Regularly	
  held	
  meetings	
  without	
  a	
  guest	
  
speaker/performer	
  will	
  be	
  forwarded	
  
immediately	
  (automatically	
  approved)	
  to	
  
Campus	
  Scheduling	
  to	
  reserve	
  a	
  space

Upon Review

Event Planning/
Risk Management

Event  Planning  Resource

- www.sandiego.edu/eventplanning
- Contract Signer:  

Jason Schreiber, x4802    
jschreiber@sandiego.edu
Student Life Pavilion, Room 301

Risk  Management
• Use Liability and Activity Release Forms when:

-   Event being held off campus
-   Transportation is involved
-   Out of the ordinary risk involved (climbing wall, jousting, paintball)



Financial Considerations

Funding Opportunities for all Student Organizations
1. Associated Students Budget Committee (ASBC) approx.  $100,000/year

! a. Committee meets once a week (appointment only)! !
! b. Organization must be in good standing
! c. Submit Budget Request Form online 

2.  Retrieving ASBC Allocated Funds
    a. Get reimbursed
    b. Request a check
    c. Use AS credit card
    d. Access forms online: http://www.sandiego.edu/associatedstudents/finance/

forms.php or in SLP 307 (blue form) 
3. Petty Cash & Check Requests

    a.  Petty cash voucher, under $100
    b. Check will be issued if above $100 

Financial Considerations!

Things to keep in mind:
• Plan ahead
• Always keep original and itemized receipts
• Allow 7 business days for processing
• Complete all fields in Distribution of Funds Form
• Must show proof of purchase
• Funds are never deposited into club accounts once allocated

Accounts
- On campus accounts
- Off campus accounts (cannot use USD Tax ID numbers or name)

Online Budget Access
- POETS information and club account balance
- Email: msayegh@sandiego.edu, Ext: 6926, SLP 307

Resources

Policies  &  Forms
• www.sandiego.edu/slic/event.php

- Event Planning
-On/Off Campus

• www.sandiego.edu/eventplanning
- Alcohol Policy
- Liability Form
- Guest Speaker Form 
- Food Request

• www.sandiego.edu/associatedstudents
- Budget Forms



Roundtable

Comments/Questions?


