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Fall 2023



Student Experience 
Center Staff



● Kara Brown, Assistant Vice Chancellor for 
Student Affairs & Director

● Corrigan Revels, Assistant Director for 
Student Leadership & Development

● Courtney Hicks, Assistant Director for 
Fraternity & Sorority Life

● Nancy Hyde, Trojan Works Coordinator
● Amy Johnson, Student Development 

Specialist
● Benny Scroggin, Graphic Artist

This is your 
primary contact 
regarding RSO 

spending!

akjohnson
@ualr.edu

(501) 916-3308

Visit the RSO website to find links to all of the necessary forms and a directory of all the RSOs!

This is your 
primary contact 

regarding RSOs!

ccrevels
@ualr.edu

(501) 916-3308

studentexperience
@ualr.edu

https://ualr.edu/studentorgs/


Regulating Policies



All RSOs must...

Fill out an annual Organization 
Registration Form

● Registered Organizations 
appear in the Directory

● RSOs can host events
● RSOs have access to funding
● RSO officers get added to the 

RSO group and receive emails 
with important information!

https://ualr.edu/studentorgs/forms/registration-form/
https://ualr.edu/studentorgs/forms/registration-form/


All RSOs must...

Have a full-time UA Little Rock 
Faculty or Staff member as an 

advisor

● The advisor agreement form must be 
kept up to date

● Students must be the primary 
agent(s) operating the RSO 
(Registered Student Organization)

● Forms, purchases, event 
management, etc. will not be 
accepted from Advisors; forms must 
be filled out and managed by 
students

https://ualr.edu/studentorgs/files/2018/08/Advisor-Agreement-S2018.pdf


All RSOs must...
Keep an attendance list at ALL 

meetings and events

● This is extremely important due to 
the possible need for Covid tracing!

● You can share the link to an 
attendance form that will be easy to 
fill out on phones

● If you choose to not use the link, the 
attendance list must include the 
phone numbers of the attendees and 
be submitted to the Student 
Experience Center within 48 hours
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https://docs.google.com/forms/d/e/1FAIpQLSfELhA-FOy3ZektiA_wd1FRsFEb6LpQsySt6HYEXNx87_4DIg/viewform?usp=sf_link


RSOs may not...

Begin their name with UALR or UA 
Little Rock _________

● This implies that you are an 
organization led by UA Little 
Rock instead of a student-led 
organization

● You may call your organization 
___________ at UALR or 
___________ at UA Little Rock



TrojanEngage 
RSO Training



Registering Your Group on the Website



Registering a New Group
This feature allows students to send a group Registration request.

1. Select the Groups icon in the top navigation bar and then select All Groups
2. Click on Register New Student Organizations
3. Fill in the Group Registration Details with the group's information
4. Answer the Registration Form and click submit 

The registration will then be reviewed by the platform's Administrators before being 
activated. 



Select the Groups icon in the top navigation bar and then select All Groups



Click on Register New Student Organizations



Answer the Registration Form and click submit

● You will be required to have a unique 
group acronym of at least three 
letters, a mission statement, and a 
group constitution. 

● In order to activate your group you 
will need to list your advisor, 
president, vice president, and 
treasurer. You will be required to list 
two additional members, for a total of 
five. You will be able to add all 
additional members once the 
registration has been approved. 



The registration will then be reviewed by the platform's 
Administrators before being activated. 



Submitting an Event Form



How to submit an event form
Group members have the opportunity to request events through groups in which they 
are members. 

1. Log in on TrojanEngage
2. Click on Events
3. Click on Create Event
4. Add the required information
5. Click Create Event

The form will be sent to staff members for approval. 



Click on Events and then Create Events



Add the necessary information. Then click Create Event. 



Fill out the Approval forms with appropriate attachments.



The form will be sent to staff members for approval.
For now you will still need to submit a separate request with 

Conference Services to book your space on campus.  

http://schedule.ualr.edu


Tracking attendance



How to track attendance
Group members have the opportunity to request events through groups in which they 
are members. 

1. In your organizationʼs dashboard, click on Events
2. Click on the gray cog to manage the event 
3. Select Check-in Attendees
4. Select your method for checking in attendees

The blue box at the top of the page can give you additional information about how 
each type of check-in method is used. 



Select the Gray Cog to manage your event



Click Check-in Attendees



Select your method of check-in



RSO Funding 101

Your Guide 
to funding 

for the 
2023-24 
academic 

year!



Everything that you 
need to know about 

completing a 
funding application 
can be found on the 
Funding Application 
website. However, 

all applications will 
be submitted 

through Trojan 
Engage!

https://ualr.edu/studentorgs/studentorgs/funding-applications/
https://ualr.edu/studentorgs/studentorgs/funding-applications/


Requirements
● The student organization must 

be currently registered as a 
student organization or a 
Greek organization in Trojan 
Engage.

● At least two current members 
of the student organization 
must have completed the RSO 
101 quiz during the 2023-24 
academic year with a score of 
100%. 

● The 2023-24 Funding 
application must be completed, 
including a budget 
spreadsheet, and submitted by 
September 20, 2023 at 11:45 
p.m.

You can check your registration in the Organization 

Directory. If you do not see your group listed, then your 

registration has not been completed. 

If your groups has the RSO certified 

badge, then two members of your group 

have completed the RSO 101 quiz. 

https://engage.ualr.edu/club_signup
https://engage.ualr.edu/club_signup


Budget 
Spreadsheet

● The Budget Spreadsheet 
should be a fairly accurate 
spreadsheet of what you are 
requesting.

● The Budget Spreadsheet 
should be specific and well 
researched. While the budget 
is an estimate of costs, the 
actual costs cannot 
significantly exceed those 
estimates. 

● Please check out the examples 
on the following



These requests are too generic. Most likely, these 
types of will not be funded for this budget 
application process. 

Notice that this request is much more specific. 
It has accurate estimates of costs. I know that 
costs can fluctuate, but these costs will not 
deviate significantly. 



How I got those estimated costs



Programming 
Budget

● Programming costs include any 
costs that are not for the 
general operation of your 
organization, including travel 
and campus-wide events.

● We encourage every student 
organization to host a 
campus-wide event. 

● Organizations without a clearly 
displayed campus-wide event 
in their programming budget 
will not be eligible for any 
promotional materials, 
including shirts. 

Again, note the specificity of all the requests 
and the accurate estimates. This programming 
budget also clearly demonstrates that this 
organization has begun programming for the 
upcoming semester. 



Do not include the following items in your budget:
● Any food not from Sodexo, 

including candy, drinks, etc. 
You cannot purchase any food 
through your budget that is not 
from Sodexo unless you 
already have an approved 
catering waiver. 

● Alcohol
● Printing that is not from 

on-campus Printing Services
● Personal items
● Items to donate
● Items for fundraisers
● Items that do not directly 

benefit the students of UA 
Little Rock

Everytime you bring off-campus food to 
an event, you will need to submit a 

Catering Waiver form. You can bring 
non-Sodexo food on campus if it is 

donated or you pay for it yourself, and 
the waiver will not cost you a fee. 

However, if you want to buy non-Sodexo 
food from your budget, you will need to 
have an approved Catering Waiver form 

for that event before you submit your 
budget. Depending on the event, Sodexo 

will charge a fee for a catering waiver, 
and those fees cannot be paid for out of 

your budget either. 

Check out 
Sodexo’s menu 
here. They are 
also willing to 

work with you on 
custom orders. 

https://ualr.edu/studentaffairs/catering-waiver-request/
https://ualr.edu/studentaffairs/catering-waiver-request/
https://ualr.catertrax.com/index.asp?&intOrderID=&intCustomerID=%29v%25x


We were allotted money! Now what?
Congratulations! Once you and your 
RSO have decided what you need, 
here is how you go about spending 
your money:

1. Contact Amy Johnson 
(akjohnson@ualr.edu) with 
what you are needing. 

2. She will make the purchase on 
your behalf.

3. She will contact you when the 
purchase is available for pickup 
at the Student Experience 
Center. 

NEVER make 
purchases on behalf 

of your student 
organization and 

expect to be 
reimbursed for the 
purchase. IT WILL 

NOT HAPPEN!

mailto:akjohnson@ualr.edu


Purchasing items that are not generic retail items:

Food
1. Look over the Sodexo menu. Make a list of the items and 

quantities that you would like to order. If you do not find what 
you are looking for on the the menu, please include the item 
and amount at the end.

2. Email that list to Amy Johnson at least one week before the 
event at which the food will be served. 

3. Amy Johnson will contact you with any questions and email 
you the confirmation for the order.

Travel
1. Before proceeding with any budgeted travel, schedule a 

meeting with Amy Johnson to go over the details of the 
request. This meeting must take place at least two week 
before any registration dates close.

2. Submit a Student Trip Authorization and any needed Driver 
Authorization Forms to Amy Johnson. These must be 
submitted at least one month prior to any departure dates. 

Shirts or other promotional items
1. If you are approved for shirts or other promotional items, you 

will need to email the artwork for approval to Amy Johnson at 
the earliest possible time.

2. If your artwork is approved, you will need to begin soliciting 
bids. You may solicit bids from any of the approved suppliers 
listed here. Suppliers that are not listed here will not count as 
a bid

3. You will need at least three solicited bids before you can place 
an order. Since Staples is a preferred supplier of UA Little 
Rock, you do not need to solicit any additional bids if you plan 
to order from them. However, they are not always the least 
expensive option, and you want to manage your budget as 
wisely as possible.

4. The bids you collect, in addition to the bid tabulation, will need 
to be submitted to Amy Johnson at least four weeks prior to 
when the shirts will be needed. Please note that this is a 
lengthy process and the more time you give yourselves, the 
better the results will be. 

https://ualr.catertrax.com/index.asp?&intOrderID=&intCustomerID=%29v%25x
https://ualr.edu/vcfa/files/2022/02/Student-Trip-Authorization_Rev.-Feb.-2022.pdf
https://ualr.edu/vcfa/files/2013/07/Authorization-to-Operate-a-Motor-Vehicle-PDF-FILL-IN-May-2017.pdf
https://ualr.edu/vcfa/files/2013/07/Authorization-to-Operate-a-Motor-Vehicle-PDF-FILL-IN-May-2017.pdf
https://ualr.edu/communications/licensed-vendors/
https://ualr.edu/vcfa/forms/competitive-quote-bid-form/
https://ualr.edu/vcfa/official-bid-tabulation-sheet/


Got More 
Questions? 

Please reach out to Amy Johnson in the Student 
Experience Center (DSC 216) at (501) 916-3308 or 

akjohnson@ualr.edu. I am here to help!

mailto:akjohnson@ualr.edu


On-Campus Events



On-Campus 
Event Forms

● All activities require an event 
form to be filled out

● Must be submitted five 
business days before your 
event

● You also need an approved 
event form to reserve space 
with Conference Services (DSC, 
Campus Living, Records and 
Registration, or other spaces 
on campus

Conference Services 
books the DSC, SSC 

Auditorium, and the Mall; 
Records and Registration 
covers academic spaces; 

and Campus Living covers 
Housing and contained 

areas.

https://ualr.edu/studentorgs/eventform/
https://ualr.edu/studentorgs/eventform/
https://schedule.ualr.edu/AstraProd/Portal/GuestPortal.aspx
https://ualr.edu/housing/reservation-requests/
https://ualr.edu/records/contact/
https://ualr.edu/records/contact/


Promoting
 your Event

● All flyers and promotional materials 
must be approved and stamped by 
the Student Experience Center

● Flyers and promotional materials 
that are intended to be posted in 
campus living must be approved 
separately through the Campus 
Living Office once they have been 
approved by the Student Experience 
Center

● Contact the relevant parties if you 
are interested in having your 
approved flyer posted on the plasma 
screens throughout campus

https://ualr.edu/communications/digital-signage-requests/


Digital 
Promotions

● If you would like to promote your 
meeting or event via the SEC social 
media, please submit the flyer under 
the proper question on the event 
form in Trojan Engage.

● If you select that everyone can see 
your event during the event 
registration, the event will be 
automatically added to the UA Little 
Rock calendar of events as well as 
the events slider on Trojan Engage.

Check us out at @ualrsec 
or on facebook at Student 
Experience Center - UA 

Little Rock



On- Campus 
Event Checklist

❏ Plan the event
❏ Set Location, Time, Date, etc.

❏ Begin process to reserve space
❏ DSC-Astra 
❏ Classroom 
❏ Commons/Village 

❏ Complete the Event Form
❏ At least 5 business days (1 week) prior 

to the event
❏ Submit flyer/posts for approval

❏ Do not post flyer on social media or 
physical location before it is approved.

❏ Email to studentexperience@ualr.edu for 
approval of social media posts and bring 
printed materials by DSC 216 to be 
stamped for approval

https://schedule.ualr.edu/AstraProd/Portal/GuestPortal.aspx
https://ualr.edu/records/contact/
https://ualr.edu/housing/forms
https://ualr.edu/studentorgs/forms/


Off-Campus Events



Off-Campus 
Event Checklist

❏ Plan the event
❏ Set Location, Time, Date, etc.

❏ Complete Event Form
❏ At least 5 business days (1 

week) prior to the event
❏ Submit flyer/posts for approval

❏ Do not post flyer on social 
media or physical location 
before it is approved

❏ Email to studentexperience@ualr.edu 
for approval of social media posts 
and bring printed materials by DSC 
216 to be stamped for approval 

❏ Complete Special Meeting Form if 
spending allocated fundsent)

https://ualr.edu/studentorgs/forms/
mailto:studentexperience@ualr.edu
https://ualr.edu/vcfa/home/resources/specialmeeting/


Resources 
Available for 

Check-out in the 
Student 

Experience 
Center

● Board games
● Yard games
● Speakers
● iPads

You may check out resources for 
approved events for up to 48 hours 
without further approval. Bring your 
student ID with you when checking 
out resources. 



Why is this all so important?



Why all the 
Rules?

● RSO Funds are state dollars, 
(paid by students), which are 
held to a higher standard of 
review and accountability

● This lessens the liability for all 
parties involved (particularly 
your organization which you 
are running) and makes sure 
events are taking place under 
safe guidelines and without 
unnecessary risk



What happens if I 
break the rules? Generally, but necessarily always:

● STRIKE ONE: Your organization 
will receive a warning

● STRIKE TWO: We will hold a 
meeting to discuss the issues 
that are taking place and 
possible solutions and 
sanctions

● STRIKE THREE: A meeting to 
discuss imposing more severe 
sanctions, possibly including 
suspension

The University reserves 
the right to revoke 

recognition status, limit 
activities, or otherwise 

restrict involvement as a 
student organization at 

any time for any reason. 



Got More 
Questions?

Great! We are here to help! Email, call, or drop by the Student Experience Center 
(studentexperience@ualr.edu or 916-3308 or DSC 216). 

mailto:studentexperience@ualr.edu


The simplest way to know if 
you are doing everything right 

is to simply ask!


