Council on University Programming (COUP)

New Board Member Application

2008-2009 School Year

Notes on Application:

· Applications are due Friday, April 4 by 11:59 pm!
· Please email completed applications to Wendy Gonzalez at wendyg@uchicago.edu. Only electronic applications will be accepted.  If you have questions about or during the application or interview process, please email Wendy at wendyg@uchicago.edu with your question or concern.
Contact Information:

Name:


Year:



Phone Number:


Email:


Availability on April 7 between 5:00 and 8:00 PM:

Availability on April 8 between 5:00 and 8:00 PM:

Board Information:

Which COUP events have you participated in and to what capacity?  Please include volunteering, dancing/moraling (DM), part of an RSO at an event, etc.

For which COUP Positions are you applying?

   First Choice:

   Second Choice:

Application Questions: Please type short responses to each question.

1) Why do you want to apply for this position?  Please type response for both choices if applying for two positions.

2) Please give examples of leadership and event planning skills that you have shown in college, high school, or other activities.

3) What is your proudest accomplishment thus far, specifically in leadership, event planning, or other relevant activities?

4) Will you be able to dedicate any time over the summer to COUP?

5) What other commitments will you have next year (academic, extracurricular, etc.)?  Will you be studying abroad?

6) If you could change anything about COUP what would it be, why, and what role would you have in this change as a member of the board?

7) Feel free to provide us with any additional materials that would bolster your application.

8) Comments/musings/suggestions?

Council on University Programming (COUP)

Board Structure, Available Positions, and Responsibilities

2008-2009 School Year

Chair (1): 

*must be someone who has previously been on the Board

· Representative to PCC and ORCSA

· Assesses needs of organization; helps divide up budget amongst events

· Run all COUP Board meetings; plan all board retreats/events

· Handles all personnel issues within and relating to the board

· Ensures safety and appropriateness of events from planning to after cleanup

· Works on event schedules to reduce conflict with other RSO events

· Helps decide on COUP sponsorship/donations to other organizations

· Works closely with all board members, especially the Assistant Chairs

Assistant Chairs (2): 

*must be someone who has previously been on the Board

· Each Assistant Chair in charge of overseeing 3 committees 

· Establish breakdown of event budget for each element of the event

· Tracks the budget throughout the year

· Ensures all expenses properly and promptly submitted to ORCSA

· Act as assistant to any chair needing ideas, help, or support

· Set and watch all deadlines to ensure that everything is done for the event on time (including marketing, checks for vendors, etc.)

Administrator (1):

· Take minutes of each meeting; email to board listhost; maintain copies of minutes in COUP records

· In charge of both COUP and Coupboard listhosts

· Maintains budget and tracks expenses (ERFs) in coordination with the Assistant Chairs and Chair

· Acts as office manager, maintaining the office, taking care of any computer problems, helping keep the office clean and organized, and keeping all forms in stock in office

· Works with webmaster in maintaining internal COUP calendar

Public Relations/Outreach Chairs (2-3):

· Recruit and organize all volunteers for each event

· Assign shifts for each event to board members and volunteers

· In charge of listing COUP events on Facebook.com, stuff.uchicago.edu and other websites

· Create and maintain contact with other RSOs, faculty, and staff that may be of service to COUP events, and put them in touch with the proper COUP Board members.

· Coordinate COUP promotion with marketing chairs (i.e. table tents)

· Handle correspondence with groups and individuals working with COUP

· Conduct surveys of student population on COUP events (e.g. perhaps run a poll for Summer Breeze movies, etc.)

Marketing/Design Chairs (2): 

*Please show us example of potential ideas for future poster & shirt designs

· Responsible for designing and ordering all posters and t-shirts in a timely fashion

· Produce flyers, banners, and other marketing necessities to advertise events

· Explore other potential marketing ideas such as visors, water bottles, etc.

· Explore other potential vendors for marketing materials and negotiate prices

· Design and order COUP marketing items for giveaways at RSO fairs and events

· Must be organized and able to meet strict deadlines. Experience with Adobe Programs (i.e. Adobe Illustrator) is a plus.

Food/Beverage Chairs (2):

· Plan menu for all COUP events

· Order all food and beverages for each COUP event

· Freedom to explore new vendors and companies to work with

· Responsible for getting all checks cut to pay vendors on delivery date

· In charge of organizing placement and organization of food at all events

Entertainment Chairs (2):

· Book talent and entertainment for each event

· Solicit entertainment from campus groups for COUP events like Kangeiko (i.e.faculty member stretch leaders, faculty firesides), Summer Breeze (i.e. SG Stage), etc.

· Freedom to explore and make relationships with new bands, dancers, etc.

· Responsible for getting all checks cut to pay vendors on delivery date

· In charge of hospitality for all entertainment guests

Facilities and Decorations Chairs (2):

· Coordinates all logistical needs for each event including reserving space (i.e. work with ORCSA)

· Meets with facilities director for each event to order tables, chairs, tablecloths, clothes hangers, etc.

· Makes sure all A/V and other equipment is ordered in time for event

· Coordinates facilities and logistical needs outside of UC (i.e. buses)

· Creates atmosphere for each event, incl. banners, balloons, etc. 

· In charge of ordering/buying all decorations and coordinating the set up of the decorations at each event; capable of either driving out to Party City or ordering decorations online is a plus; able to put this money down on own credit card and waiting for reimbursement after the event is a plus

Dance Marathon Chairs (1-2): 

· Dedicate year to the planning of Dance Marathon

· Lead the Dance Marathon Committee

· In charge of and oversee completion of all event deadlines including food, facilities, sponsorship/raffle, marketing, PR, outreach, etc.

· Work closely with Committee members and other volunteers in planning of event

· Report to COUP board on progress of event

· Is an active member(s) of the COUP board and is subject to all board responsibilities

· Plans DM day-of schedule and ensures that event sticks to this schedule

· Develop methods to increase fundraising, awareness, and sponsorship. 

Webmaster (1): 

*If you can show us a website that you have designed, that would be a plus

· Maintains and updates the Website regularly

· Develops and maintains an internal COUP calendar in conjunction with the Administrator

· Have a camera to take photos at all events to put up on the Website.

Board Responsibilities:

· Must attend all COUP Board Meetings

· Must attend all COUP Events: from beginning to the very end

· Must fulfill ALL duties of your position

· Must poster in assigned postering places/Must not violate ORCSA postering policies

· Must table for Fall Formal, and for any other various tabling needs

· Must maintain clear and organized records of your position to include in transition packet

· Must notify Assistant Chair and Administrator of all expenses

· Must keep the office organized and clean!

· Should attend all COUP Board events such as the Old/New Board Outing

· Must have fun, be enthusiastic, and love COUP! Always be thinking about ways to improve COUP and its events (
