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SPORT CLUBS DEFINED

Texas Woman’s University Fitness and Recreation department sponsors several student-led sport clubs, guided by the Assistant Director. To be considered for recognition by TWU Fitness and Recreation as a “Sport Club”, clubs must first gain recognition as a campus club through the Center for Student Development office. In addition to recognition by the Center for Student Development, clubs should match at least three of the following five criteria:
1) Club must be movement based as the primary organizational factor 
2) TWU Fitness and Recreation can either provide on-campus facility space use, or can direct the club to appropriate off-campus facilities specific to their activity
3) Club fits organizationally with the mission of TWU Fitness and Recreation 
4) Club participates in an activity supervised by campus recreation at other colleges or universities, thus the “industry standard” is to be supervised by campus recreation professionals 
5) Due to the nature of the activity, supervision by recreation professionals knowledgeable about movement-based activities provides better liability and safety oversight than supervision by non-recreation professionals. The STUDENTS run the club, but work in conjunction with TWU Fitness and Recreation to comply with specific rules and regulations of the University and their sport governing bodies.

Recreational Clubs: more focused with participation on campus and are either geared toward instruction/participation or limited competition/participation. Club meetings average 2 to 3 times per week. 

Competitive Clubs: more focused on competition against other colleges or events in the community. These clubs are encouraged to have coaches. In season, teams practice and play an average of four to five times per week. The commitment made by a Competitive Club participant is closer to that of varsity athletics. 

For any paperwork, questions, or clarification, see the Sport Club web page at www.twufitnessandrec.com.

RECREATIONAL CLUBS
Recreational clubs are primarily focused on participation and instruction. Although some clubs may engage in outside competition, the majority of activity is intra-campus in nature.

OBJECTIVES

· To learn sports skills
· To develop individual potential in a given sport or activity 
· To develop and maintain a measure of physical fitness
· To maintain a feeling of mental fitness
· To, on a limited basis, participate in structured competition with other colleges,    universities, and amateur clubs
· To interact socially and share common interests and experiences
APPROVED ACTIVITIES

· Holding club meetings
· Hosting club social functions
· Recruiting new members (TWU students only)
· Posting club information
· Distributing club literature
· Holding practices
· Inviting speakers
· Maintaining organizational mail
· With permission from the Assistant Director, compete against outside groups
PRIVILEGES

A. Name: use of the Texas Woman’s University and TWU brand name and logos. Non-recognized clubs MAY NOT use the TWU name in their title.
B. Facility Use: recognized clubs may reserve facility space as available
C. Advising: access to the Assistant Director and/or Assistant Recreation Supervisor for advising and support as a recognized Sport Club
D. Mailing address: mailing address for the club is the Fitness and Recreation department and should be addressed in the following manner:
Name of the Sport Club
c/o Fitness and Recreation
Texas Woman’s University
PO Box 425705
Denton, TX. 76204
E. Bulletin Board: use of a club maintained bulletin board, located in the Fitness Center
F. Equipment Check-out: for special event days through the Assistant Director and pick-up is at the Jones Hall Fitness Center front desk
G. Maintenance of Finances: through an on-campus annual account with fit & rec (dues, donations, fund-raised money)
MEMBERSHIP

A. Rosters: In order to participate during practice, competition, or regular meetings, individuals must appear on the official club roster. To be placed on the roster, each individual must complete the Sport Club Individual Membership Application available online at www.twufitnessandrec.com.

B. Roster Eligibility - to be eligible for any roster, individual members complete a Sport Club Membership Application and must:

a. Be an undergraduate or graduate student officially enrolled at Texas Woman’s University with a minimum of 6 credit hours.

b. Have a cumulative GPA of at least 2.0. An unofficial transcript should be attached to the Sport Club Membership Application to prove eligibility.
c. Not be on disciplinary or academic probation as outlined by the office of Student Life.
C. No club may restrict its membership on the basis of race, sex, religion, color, nationality or ethnic origin, age, handicap, or military service as outlined in the students’ rights and responsibilities.
D. In addition to the TWU Fitness and Recreation membership guidelines for sport clubs, all members must meet their team, league, and respective sport governing body’s eligibility regulations.
CRITERIA FOR RECREATIONAL CLUB STATUS

All Recreational Sport Clubs must meet the following minimum requirements for recognition by the TWU Fitness and Recreation department:

1) Recognition by the Center for Student Development as a recognized club
2) Submission of Sport Club “Code of Conduct” for club president and treasurer
3) Availability of facilities to meet club needs

4) Positive complementary impact on total campus fitness and recreational program

5) Must have a roster of 10 TWU students minimum. Students on academic or disciplinary probation are not eligible to appear on a roster.
6) No minimum GPA required
7) Participation waiver required for all those on the roster

8) Not required to collect dues

a. If team funds are collected, must deposit into the Fitness and Recreation revenue account through the Assistant Director.
9) Coaches required only if directed, based on risk of activity

10) Club may travel or compete limitedly against outside competition

a. Only members may travel or compete

RESPONSIBILITIES

A. Sport Club Policies and Procedures: clubs are responsible for knowing and following all Sport Club, Fitness and Recreation, and University policies and guidelines
B. Communication: maintaining good contact and communication with the Assistant Director
C. Liability for Debt: clubs and their members, not the University, are liable for any debts incurred by the club. Club officers and advisors are responsible for members and may be held personally accountable for all club debts to the University and/or other campus agencies. Those who are no longer officers of the club must notify the Assistant Director immediately in order to remove this liability.
D. Objectives: clubs must maintain objectives that are in line with those of the University
E. University Policies: in all activities, Sport Clubs shall assume full responsibility for abiding by all local, state, and federal laws, in addition to University regulations and policies.
1. Commercial Use of Facilities: university facilities shall not be used for any commercial purpose, except with written approval from the Assistant Director.
2. Activities: shall not interfere with traffic, regularly scheduled campus activities, or the orderly administration of the University.
3. Advertising: all advertisements must include the University approved logo (Fit & Rec logo) and all posted materials must be approved and stamped by the Center for Student Development.
4. Representation of the University: Sport Club members must be aware that because they use the University name and logo, members are expected to represent the highest standards of decorum at all times.
INSURANCE

A. Responsibility: the State of Texas, Texas Woman’s University, and the University Fitness and Recreation department are not responsible for the injury of participants in the Sport Club program.
a. Therefore, it is required that at least two (2) members are American Red Cross CPR/First Aid certified at all times

b. Insurance is recommended, not required

B. Special risk activities: 
a. Club members may be required to have personal insurance if the club has the likelihood of having its members in a situation where there could be bodily harm done as part of the functions of the club. It is at the discretion of the Assistant Director to deem if a club is in need of following this rule.
b. Clubs may be required to buy additional insurance for club, club equipment, or individual club members. Consult with the Assistant Director for your specific club requirements.

RESERVING FACILITIES

A. Reservation Requests: all requests for facilities, fields or classrooms must be made via email to the Assistant Director (kfletcher@twu.edu) 
B. Reservation Confirmations: a confirmation of reservations will be sent via email as soon as it is approved
C. Preparation of Facilities: the club is responsible for preparation of facilities, including setting up and putting away equipment. Facilities must be returned to original condition after use.
D. Changes or Cancellation of Reservations: must be approved through the Assistant Director
E. Liability for Damage: club is financially liable for damage resulting from use of campus facilities whether caused by club members or visitors
F. Reservation of Tables within the Student Union: must be arranged through the Student Union office.
a. Only those club officers designated by the Assistant Director are authorized to make table reservations.

ALCOHOL/CONDUCT/HAZING POLICIES

ALCOHOL POLICY

Members or their guests may not consume alcohol at any club function, on or off campus. The possession or use of alcohol at any sport club event is strictly prohibited. Failure to adhere to this policy may result in the loss of campus recognition, funding, or the ability to host events. Furthermore, violation of this policy may result in criminal charges as well as consequences determined by the Office of Student Life.
CONDUCT POLICY

All teams are responsible for their players’ conduct any place or time that the team has congregated or is visible to the public. Clubs also have a responsibility for the conduct of their guests. Failure to maintain good conduct may result in the loss of campus recognition, funding, or the ability to host events. Furthermore, violation of this policy may result in criminal charges as well consequences determined by the Office of Student Life.
HAZING POLICY

No individual student or student organization may engage in or plan any activity that may be defined as “hazing.” The Texas Education Code defines hazing as “an intentional, knowing, or reckless act, occurring on or off the campus of an educational institution, by one person alone or acting with others, directed against a student, that endangers the mental or physical health or safety of a student for the purpose of pledging, being initiated to, affiliating with, holding office in, or maintaining membership in any organization whose members are or include students at an educational institution.”
In addition, no individual or organization may, by physical or mental stress or by subtle or covert technique, impair, make captive, or destroy an individual’s freedom of thought or choice. The policy does not supersede regulations set forth by federal, state, or trustee action, nor impede any additional restrictions or criteria from being implemented by the University.
COMPETITIVE CLUBS

Competitive clubs are primarily focused on intercollegiate competition and participation, and community competition events. The emphasis is on competitive participation against other collegiate club programs or community events.
OBJECTIVES

· To learn sports skills

· To develop individual potential in a given sport or activity

· To develop and maintain a measure of physical fitness

· To maintain a feeling of mental fitness

· To participate in structured competition with other colleges, universities, and amateur clubs

· To interact socially and share common interests and experiences
APPROVED ACTIVITIES

· Holding club meetings

· Hosting club social functions

· Recruiting new members (TWU students only)
· Posting club information

· Distributing club literature

· Holding practices

· Hosting tournaments

· Inviting speakers

· Maintaining organizational mail
PRIVILEGES

A. Name: use of the Texas Woman’s University and TWU brand name and logos. Non-recognized clubs MAY NOT use the TWU name in their title.
B. Facility Use: recognized clubs may reserve facility space as available

C. Advising: access to the Assistant Director and/or Assistant Recreation Supervisor for advising and support as a recognized Sport Club

D. Mailing address: mailing address for the club is the Fitness and Recreation department and should be addressed in the following manner:
Name of the Sport Club

c/o Fitness and Recreation
Texas Woman’s University

PO Box 425705
Denton, TX. 76204
E. Bulletin Board: use of a club maintained bulletin board, located in the Jones Hall Fitness Center
F. Equipment Check-out: for special event days through the Assistant Director. Or reservation of equipment through Fit & Rec
G. Maintenance of Finances: through an on-campus annual account with Fit & Rec (dues, donations, fund-raised money)
MEMBERSHIP
A. Rosters: In order to participate during practice, competition, or regular meetings, individuals must appear on the official club roster. To be placed on the roster, each individual must complete the Sport Club Competitive Individual Membership Application available online at www.twufitnessandrec.com.

B. Roster Eligibility - to be eligible for any roster, individual members complete a Sport Club Membership Application and must:
a. Be an undergraduate or graduate student officially enrolled at Texas Woman’s University with a minimum of 6 credit hours.
b. Have a cumulative GPA of at least 2.0. An unofficial transcript should be attached to the Sport Club Membership Application to prove eligibility.
c. Not be on disciplinary or academic probation as outlined by the Office of Student Life.
C. No club may restrict its membership on the basis of race, sex, religion, color, nationality or ethnic origin, age, handicap, or military service as outlined in the students’ rights and responsibilities.
D. In addition to the TWU Fitness and Recreation membership guidelines for sport clubs, all members must meet their team, league, and respective sport governing body’s eligibility regulations.
CRITERIA FOR COMPETITIVE CLUB STATUS

All Competitive Sport Clubs must meet the following minimum requirements for recognition by the TWU Fitness and Recreation department:

1) Recognition as a campus club by the Center for Student Development
2) Availability of facilities to meet club needs 
3) Must have a roster of 10 minimum. Students on academic or disciplinary probation are not eligible to appear on a roster.
4) Each player must have up-to-date medical insurance

5) May have a paid coach from outside the club

6) Recognized national organization involvement is encouraged
7) Positive complementary impact on total campus recreational program

8) Interest and participation appropriate for the sport club status
RESPONSIBILITIES

A. Policies: Clubs are responsible for knowing and following all Sport Club, Fitness and Recreation, and University policies and guidelines.
B. Meetings and Fines: Attending all Sport Club meetings scheduled by the Assistant Director. Missed meetings will result in a $50 fine for the first offense, $100 for a second offense, and loss of funding for the next year on the third offense.
C. Debts: Clubs and their members, not the University, are liable for any debts incurred by the club. Club officers and advisors are responsible for members and may be held personally accountable for all club debts to the University and /or other campus agencies. Those who are no longer officers of the club must notify the Assistant Recreation Supervisor immediately in order to remove this liability.
D. Leagues: Clubs are responsible to fulfill all league obligations.
E. Laws: In all activities, Sport Clubs shall assume full responsibility for abiding by all local, state, and federal laws, in addition to University regulations and policies.
F. Advertising: All advertisements must include the University approved logo (Fit & Rec logo) and all posted materials must be approved and stamped by the Center for Student Development.
G. Use of Name and Logo: Sport Club members must be aware that because they use the University name and logo, members are expected to represent the highest standards of decorum at all times.

INSURANCE

A. Personal Medical Insurance
Personal health insurance policies are encouraged for all sport club participants. The insurance shall cover travel, practices, and competition. As such, all members of all competitive clubs must be prepared to show proof of insurance in order to participate. No student, non-student, or volunteer may participate in a club sport without approved insurance, and no club may be recognized or organized to participate in practices, competition, or travel without approved insurance.
B. Off-Campus Events
a. Certifications: it is required that at least two (2) members are American Red Cross CPR/First Aid certified at all times
b. Approval: competitive sport clubs may only participate in off-campus activities scheduled, sponsored, supervised, or otherwise approved by the University and the Assistant Director. Approval is sought either by submitting a schedule for approval, or a description of a specific individual event.
c. Permits and Contracts: sport club members may not sign permits and contracts on behalf of the University for off-campus events.
d. Accidents: each sport club is responsible for promptly submitting a written report of any accident or illness treated during an off-campus trip. Accident reports are available in the Assistant Director’s office. 
The report shall include all of the following:
i. Student’s full name, address, age, and location of accident/sickness.
ii. Date and time of accident/sickness.
iii. Where and how accident/sickness occurred.
iv. Extent and nature of accident/sickness.
v. Extent and nature of medical treatment, name and address or treating physician and facility, witness name and phone number.
vi. Description of the sponsored off-campus activity.

RESERVING FACILITIES

A. Reservation Requests: all requests for facilities, fields or classrooms must be made via email.
B. Reservation Confirmations: the Assistant Recreation Supervisor will return confirmation of reservations via email as soon as it is approved.
C. Preparation of Facilities: the club is responsible for preparation of facilities, including setting up and putting away equipment. Facilities must be returned to original condition after use.
D. Changes or Cancellation of Reservations: must be approved through the Assistant Recreation Supervisor.
E. Liability for Damage: club is financially liable for damage resulting from use of campus facilities whether caused by club members or visitors.
F. Practice requests: Each club must submit requests for practice at the end of the semester for the up coming semester. 
G. Competition requests: Requests for facilities to host competitions must be made through the Assistant Recreation Supervisor several weeks in advance of the event, via email. Any changes in the schedule must be made at least one week in advance. Clubs must advise the Assistant Recreation Supervisor of any changes in the schedule.
a. The club is responsible for preparation of facilities, including setting up and putting away equipment, locker room scheduling and cleanup, and care of visiting teams. Facilities must be returned to original condition after use.

PRACTICE AND SCHEDULE
A. Practice season: Practice facilities will be scheduled based on the start and end of the competitive season. Reservations begin when requested and at the conclusion of the last contest, the facility reservation automatically expires.
B. Approved contests: Only contests on an approved schedule may be played. “Scrimmages” or “pick up” games may not be scheduled without inclusion on the approved competitive schedule.
C. Schedule balance: Home and Away contests should be balanced when possible.
D. Club active period: A sport club’s charter expires each year in September. Clubs may re-activate their status with the Fitness and Recreation department before the start of the fall semester by submitting rosters and schedules for the coming year. Sport clubs are sanctioned for fall and spring semesters only. Sport club seasons must begin and end within the regular academic year unless there is post-season competition related to its regular season schedule. The Assistant Director must approve any post-season competition, beyond the regular academic year.
E. Summer activities: Services are limited during the summer months to camp and clinic activities only. Regular club business should conclude by August 31st annually. 
F. Inclement weather: A club representative is required to check in with the Assistant Director prior to a scheduled campus event to confirm the availability of facilities. This includes practices, games, and meetings. This is especially important during times of inclement weather when field conditions can alter rapidly. Rainouts may be called at any time prior to the scheduled contest, and clubs should have backup plans made in advance of rainouts.
G. Admission fees: Sports Club contests will be conducted on University property without charge to the public except when written approval as a fundraising project has been obtained.
H. Special events: the Assistant Director must approve any proposed activity outside the normal practice time typical to a particular sport club in advance.
ALCOHOL/CONDUCT /HAZING POLICIES

ALCOHOL POLICY

Members or their guests may not consume alcohol at any club function, on or off campus. The possession or use of alcohol at any sport club event is strictly prohibited. Failure to adhere to this policy may result in the loss of campus recognition, funds, or the ability to host events. Furthermore, violation of this policy may result in criminal charges as well as notification of the Office of Student Life.
CONDUCT POLICY

All teams are responsible for their players’ conduct any place or time that the team has congregated or is visible to the public. Clubs also have a responsibility for the conduct of their guests. Failure to maintain good conduct may result in the loss of campus recognition, funds, or the ability to host events. Furthermore, violation of this policy may result in criminal charges as well as notification of the Office of Student Life.

HAZING POLICY

No individual student or student organization may engage in or plan any activity that may be defined as “hazing.” The Texas Education Code defines hazing as “an intentional, knowing, or reckless act, occurring on or off the campus of an educational institution, by one person alone or acting with others, directed against a student, that endangers the mental or physical health or safety of a student for the purpose of pledging, being initiated to, affiliating with, holding office in, or maintaining membership in any organization whose members are or include students at an educational institution.”
In addition, no individual or organization may, by physical or mental stress or by subtle or covert technique, impair, make captive, or destroy an individual’s freedom of thought or choice. The policy does not supersede regulations set forth by federal, state, or trustee action, nor impede any additional restrictions or criteria from being implemented by the University.
COACHES & COORDINATORS

A. Recommendation: all competitive Sport Clubs may have a paid/volunteer coach/coordinator. The level of qualification necessary to hold this position is at the discretion of the Assistant Director. All decisions regarding this requirement will be made on a case-by-case basis, and will take safety, liability, nature of the activity, and club history into consideration.
B. Selection: the selection process for all paid/volunteer coaches/coordinators will include advertisement of the position annually, submission of letter of application and resume by all interested candidates, interview and selection by the Assistant Director (and any committee members chosen by the Assistant Director), and completion of the Coach Responsibility Agreement as well as appropriate payroll paperwork.
C. Status: all paid/volunteer coaches/coordinators are employees of TWU Fitness and Recreation, and will report directly to the Assistant Director. Although they may take on other responsibilities with the club, all paid/volunteer coach/coordinators shall fulfill the following minimum responsibilities:
a. Ensure safety of the participants
b. Adhere to all University, Fitness and Recreation, and league rules
c. Ensure only qualified members participate with the club
d. Oversee all club activities
e. Oversee proper expenditure of club funds
f. Maintain good communication with Assistant Director
D. Volunteers: any and all paid/volunteer coaches/coordinators that are not currently enrolled at Texas Woman’s University must complete a coach’s application. Forms are available through the Assistant Director’s office. Volunteers should be well informed on:
a. Expected duties related to practice, matches, travel, paperwork, and team meetings
b. Start and end dates of responsibilities, and estimated hours per week expected of volunteer
FUNDING PROCEDURES
A. Eligibility: Only eligible competitive sport clubs receive funding from TWU Fitness and Recreation. The activities of all clubs will be reviewed annually to assess the adequacy of programs and to determine the extent to which stated objectives have been met.
B. Budget 

a. The budget process is subject to change on an annual basis based on numerous factors including, but not limited to, an increase or decrease in the overall Sport Club budget, an increase or decrease in the number of sport clubs, Sport Club program purchases (e.g., stereo equipment, portable scoreboards), etc.
b. Each team’s budget will be accessible the day after submission of a preliminary budget plan, development of an initial clear roster and coaching paperwork is complete in the fall.
C. General funding information and guidelines: 

a. Financial Responsibility: the financial operation of each sport club is the responsibility of its members, with approval from the Assistant Director 
Absolutely no off campus accounts will be allowed. Violation of Sport Club accounting practices as outlined here will result in immediate freezing of all funds and suspension of Sport Club for the following year.

b. Equipment inventory: any equipment purchased by sport clubs shall be listed on the Sport Club inventory. Title to all the equipment rests with the University.
c. Records and receipts: all sport clubs are required to provide accurate records and receipts for all expenditures made with club sport funds.
D. Printing: all printing, either on paper or clothing, must be pre-approved by the Assistant Director.
a. If clothing includes lettering, it must bear the Texas Woman’s University name. This name must appear larger than any sponsor name.
FUNDING ALLOCATION

A. Start-up and continual funding: each new competitive sport club will be given $500 to start. Each spring, all eligible sport clubs will complete a re-recognition packet to apply for funds for the coming school year. The Fitness and Recreation professional staff will weigh the applications and designate the funding for the next year following these guidelines:

a. Budgetary needs (equipment, governing body dues, etc.) 
b. membership numbers and dues
c. fund-raising efforts
B. Sources of additional/lost funding
a. Activating Accounts: team funds are not available until a minimum roster (10 cleared players) is in place for each team, a preliminary budget plan has been approved and coaching paperwork is filed (if necessary).
b. Exemplary Performance: if available, teams will be encouraged to apply for post-season travel awards for exemplary performance. Amount of funds available will change annually, and totals available will be announced at each application period. Awards for exemplary performance will be by review and approval of the Sport Club Exemplary Performance Funding Committee.
C. Fines and Funding Freezes: can be applied to funding at any time by the Assistant Director for procedural failings by the club. These include unauthorized competition or practice, late paperwork, meeting absences, or improper use of club funds.
D. Monthly Meeting Attendance: teams that do not have a minimum of 90 percent attendance to monthly Sport Club meeting will not be eligible for funds the following year.
FUNDRAISING

Sport Clubs must keep accurate records of all fundraising activities. These records must show how funds were raised, the amounts raised, and the uses of the funds. These records must be made available for inspection and/or audit by the Assistant Director. The following guidelines must be followed for all fundraising efforts:

1) Clubs must be clearly identified as sponsors of fundraising events or activities
2) Co-sponsorship of fundraising activities between Sport Clubs and commercial businesses are prohibited without prior written approval from the Assistant Director.
3) Commercial business recognition can never take top billing, or appear bigger, than the team’s information

4) Sport Clubs planning to use off-campus assistance (i.e., a promoter) to help sponsor an event must contact the Assistant Director for written approval before making any arrangements.
5) Sport Clubs are responsible for following these and all other University fundraising policies germane to fundraising. Violation of any fundraising policy by Sport Clubs may result in the loss of campus recognition and funds.
6) Any proceeds from parent/alumni mail solicitation for funds must be deposited into the team’s own campus account via the Assistant Director and this must be approved through the marketing department.
7) Any proceeds from a fundraising event must be deposited into the team’s Fit & Rec account via the Assistant Director.
TRAVEL

**All travel must be pre-approved by the Assistant Director prior to departure**

**Must have a certified driver through TWU Facilities Management**
Advisor
A. What Are the Advisor’s Responsibilities?
a. File all travel plan paperwork at the weekly “Pre-Trip” meeting
b. Coordinate all team transportation, including air, charter bus, rental vehicles, and passenger assignments for personal vehicles
c. Must be on the trip with the club traveling for club business
d. Ensure all travelers are eligible to travel and listed on the travel roster
e. Understand and agree to enforce all Sport Club travel policies
f. Make sure a First Aid kit travels with the team
g. Report any accidents, incidents, and/or violation of Sport Club policies via the Sport Club Post-Trip form
TRAVEL PROCEDURES

A. Prior to the Trip
a. In order for your team to be allowed to travel, the Advisor must attend a Pre-Trip meeting during the week immediately preceding travel. If the Advisor does not attend this meeting, the club WILL NOT be allowed to travel before the next Pre-Trip Meeting. Traveling without attendance to a Pre-Trip meeting will result in forfeiture of travel privileges for the remainder of the season.
b. Pre-Trip meetings will be held ONLY IF there is at least one club team traveling that week or weekend. In order to reserve a place at the meeting, the Travel Agent must email the Assistant Director by noon on the day before the Pre-Trip meeting to indicate their planned attendance.
c. Pre-Trip Meetings are held on Wednesdays at 4pm as needed (meetings will only be held when at least one club has confirmed their plan to attend) 
d. At the Pre-Trip Meeting, the advisor will bring the following paperwork to file for travel approval:
i. Eligibility Roster: this can be downloaded from the Sport Club page of the TWU Fitness and Recreation website. 
ii. MapQuest Route Map: go to www.mapquest.com and using campus as your starting destination, print out driving directions for your trip. If you are flying, print only the driving directions from the destination airport to your playing site and/or hotel if necessary.
iii. Transportation Manifest: Indicate the type of transportation, number of vehicles if necessary, the names of approved drivers for each vehicle, and the names of passengers that will ride in each vehicle.
iv. The club treasurer must also file the “Trip Funds Request” form, preferably 2-3 weeks prior to departure to ensure funds will be available in time for the trip. Failure to file this form prior to departure will forfeit your ability to use any team funds to pay for any part of the trip.
IMPORTANT TRAVEL TIP!!

**Work with your club treasurer on the Trip Funds Request Form for trip planning. If you need to have a check ready to go PRIOR to departure, the Trip Funds Request form must be submitted no less than 10 working days (two weeks) in advance. Requests submitted later than 10 working days cannot guarantee checks will be ready prior to travel.**
B. During the Trip
a. The Advisor will carry the Travel Agent Manual with him/her on the trip.
b. The Advisor Manual will have:
· Travel policies and procedures
· A copy of the Trip Manifest 
· MapQuest Route Map
· Copies of the Individual Travel Contract (filled out by every traveling member of the club/advisor)
c. The Travel Agent is responsible for knowing all travel policies and enforcing Sport Club and University travel polices during the trip.
C. In Case of Emergency

In the case of an emergency while traveling, the following are emergency contacts that each team should have when traveling (if Fitness and Recreation- 940.898.2900 does not answer, please call in the order they appear):
1) Karrie Fletcher, Assistant Director
Work    940-898-2933
Cell       972-814-7741
2) TWU Department of Public Safety 
(940) 898-2911 (24 hours)

IMPORTANT TRAVEL TIP!!

**In the event of emergency or accident, call 911. Be prepared to show insurance information from your Advisor Manual for anyone needing medical attention, and complete an accident report with as much detail as possible regarding the accident or emergency.**
TRAVEL REQUIREMENTS & RECOMMENDATIONS

· Drivers should get plenty of sleep and be well rested before driving.
· Clubs are required to have at least one certified driver through Facilities Management
· Clubs are encouraged to do a comprehensive Pre-Trip inspection of any and all vehicles and do not operate any vehicle if there are mechanical or equipment concerns.
· Drivers and occupants should wear seatbelts, per Texas law, at all times, even while sleeping.
· Clubs are encouraged to have at least two eligible drivers, who meet the criteria above, per vehicle in case of emergency and to relieve driver fatigue.
· Drivers are encouraged not to drive more than two hours without making a rest stop. In addition, drivers are encouraged to limit their total daily driving to four hours.
· Clubs are encouraged to have one of the front passengers serve as a navigator. The navigator should read directions, assist with lane changes, turns and backing.
PURCHASES
THE CLUB TREASURER

A. Who Can Be A Club Treasurer?
a. Must be a “returning” sport club athlete. No first year players.
b. Must be selected as described by club Constitution.
c. Must have knowledge and understanding of basic budgeting.
d. Must have basic accounting skills and be able to apply proposed budget plans to actual budget.
B. What Are The Club Treasurer Responsibilities?
a. Understand the club accounts and how they can be used; help with budget plan development.
b. Track budget expenditures and know current budget totals.
c. Submit all check or reimbursement requests and make sure bills are paid in full and on time.
d. Submit all trip funds requests and sign for trip funds.
e. Work with the club Advisor or other club officers to plan travel.
CLUB ACCOUNT
· Clubs MAY NOT hold cash reserves, private bank accounts, or unpaid balances on credit cards or loans. Team-generated funds must be deposited into the Fitness and Recreation account via the Assistant Director.
· Club accounts usually consist of:
· Player dues
· Fundraising activities (tournaments, car washes, concession sales)
· Donations
· Club accounts must be liquidated by August 31st annually, and any balances may not roll over to the following year.

· Club funds MAY BE used for:
· Coaches salaries
· Entry fees, hotels, rental cars, airfare, charter bus
· Team equipment
· League dues
· Facility rental
· Team meals during travel
· Referee payroll
· Individual player clothing or equipment
· Team banquets or awards
· Team insurance
CHECK REQUESTS

1. Check your actual budget to make sure you have the money needed in the account you plan to use.
2. Did you include this expense in your approved budget plan? If not, talk to the Assistant Director before you make the purchase to make sure it will be approved.
3. Submit a form for a Check Request and complete the form as directed. Incomplete forms will be returned to the club mailbox.
4. Attach receipts to the invoice for payment. All documents must be originals. No faxes or photocopies. (note: estimates or pro forma invoices for advance check requests or purchase order may be copy or fax)
TRIP FUNDS REQUESTS

IMPORTANT TRAVEL TIP!!

**Work with your Advisor on the Trip Funds Request Form for trip planning. If you need to have a check ready to go PRIOR to departure, the Trip Funds Request form must be submitted no less than 10 working days (two weeks) in advance. Requests submitted later than 10 working days cannot guarantee checks will be ready prior to travel**
A. Before the Trip
a. Work with the Advisor and other club officers to decide which expenses will be covered by club funds and which will be paid by individuals out-of-pocket.
b. Download the Trip Funds Request form and the Multiple Traveler form from the club downloads section of the website and print.
c. Complete the Trip Funds Request as directed below, and turn in with appropriate documentation to the Assistant Director.
d. After you submit the Trip Funds Request, you will get an email telling you to come to Jones Hall 100 to sign your Trip Authorization forms prior to departure.
e. Take the Multiple Traveler form along with you on the trip to have anyone whose name may appear on trip receipts sign to clear advances or reimbursements.
B. The Trip Funds Request:
a. Transportation
If you are planning to pay for rental cars with team funds, do the following:
i. Contact the Assistant Director to request a quote from enterprise.
ii. On the Trip Funds Request form, estimate the total cost for all vehicles for the trip. No paperwork is necessary.
b. Lodging
i. Call the hotel you wish to stay at to make a reservation.
ii. If you want to have a check ready to mail in advance or turn in at check-in, have the hotel email or fax an estimate of costs for the total stay (this is how much the check will be made for, so make sure it includes all rooms, room tax, and any other charges in the total). Attach the estimate (or hotel contract if used) to the Trip Funds Request before you turn it in.
iii. Make sure you get a “check-out” receipt from the hotel, which shows itemized daily room charges. You will need this for reimbursement, or to clear the advance.
c. Entry Fees
i. If you are hoping to get a check mailed in advance or ready for pickup in advance, list who the check should be made out to and attach one of the following:
ii. A printed email which includes cost of entry, dates, and to whom the check should be made out.
iii. A flyer indicating the cost of entry, dates, and to whom the check should be made out.
iv. A printed web page indicating the cost of entry, dates, and to whom the check should be made out.
d. Team Meals
i. Some teams choose to pay for a team meal with club funds. You may do this one of two ways:
ii. Request an advance check for meals, pick it up and cash it before you go, then clear it by returning any leftover cash and the receipts.
C. Advance Checks:
a. Anything paid for in advance, must be cleared with a paid receipt upon return from the trip.
D. After the Trip:
a. THE DAY AFTER(or the Monday after) you return from your trip, you must return the following:
i. Receipts to clear any advances
ii. Multiple Traveler form
b. After you return these items, you will be emailed to let you know your expense report is in your team mailbox and ready for your signature. Come in, review, sign, and return to Jones Hall 100.
MANDATORY SPORT CLUB POLICY!!

**You must return all receipts and clear advances for any previous trip before you may depart for any new trips. If you have not cleared advances prior to departure, your trip will be cancelled until advances are cleared**
PAYROLL REQUESTS

A. Coaches
a. Determine your planned coaching expenditure as part of your annual budget plan.
b. All coaching appointments are for one academic year maximum, so even returning coaches must complete all paperwork.
c. Coaching paperwork must be on file to release access to the club account.
d. Work with other club leaders and prospective coach to determine a total salary. Proposed salary must be approved by Assistant Director before it can be finalized.
e. Once salary is approved, download the “Coach Responsibility Form” from the “download forms” page of the Sport Club website.
f. Print and complete the form and get coach and club president signatures.
g. Get a copy of the coach’s resume and application letter for the current academic year and attach to this form and submit to the Sport Club Coordinator.
B. Officials Payroll
a. Determine planned officiating expenditures as part of your annual budget plan.
b. Download the “Officiating Payroll Packet” from the “download forms” page of the Sport Club website.
c. Fill in the planned payment amount, then submit to the official in question for completion of three page packet.
d. Collect the completed packet from the official and submit to the Assistant Director for payment processing. Checks will be mailed to the address provided by the official.
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