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Policy I – Selection of Charities

Each of the charities shall respond to the following questions:

1. When did you begin operating?  What is your purpose(s) and whom do you serve?

2. How many staff do you employ full and part-time?

3. How many volunteers do you use and what do they do?

4. Who else in the community is doing something similar?  How have you co-ordinated with them? How is your program different?
5. What value does your progam/project hold for the group you serve?
6. How many individuals will benefit directly and indirectly from a funding contribution?

7. Where does the majority of your funding come from, and how will your program be sustained in the future?

8. Please list some of the other organizations you have applied for grants from in the past two years.

9. How would a funding donation from Charity Ball be used?  

10. What percentage of your annual budget is used for administrative costs and what portion of a donation would be used for administrative costs?

11. Should members of our committee or students at the University be interesting in volunteering with you organization would this be possible?  What would be the procedure for volunteering?

Policy II – Production of Publications and other Promotional Materials

1.0
All printed materials (publications) need to go through the Advertising and Publications Coordinator with the final proof being approved by the Chair/Co-Chairs.  As all expenses need to be approved by the Chair/Co-Chairs, to minimize delays it is best to consult the Chair/Co-Chairs before conferring with the Advertising and Publications Coordinator to ensure that the publication and costs will be approved. 

Procedure for having Publications and Promotional Materials Produced

2.0
Consult Chair/Co-Chairs about general idea, if tentatively approved present the design idea including content to the Advertising and Publications Coordinator who will obtain a price quote.  Note: even items that are only being photocopied, such as event posters, also need to be proofed by the Advertising and Publications Coordinator as well as the Chair/Co-Chairs.

2.1 Once the price quote is approved by the Chair/Co-Chairs design a proof in conjunction with the Advertising and Publications Coordinator.

2.1.1
Publications Office Materials

i. The Advertising and Publications Coordinator will be the sole liaison between CUSA and the CUSA Publication Officer for any items being produced by that office. All materials submitted to the CUSA Publications Officer must include a design outline and all contents to be included on the publication. The Advertising and Publications Coordinator may also have to present the information to the CUSA Vice-President External Affairs for proofing before submitting the information to the CUSA Publications Officer.  

ii. Once the CUSA Publications Officer receives the information, s/he will design a proof.  Proofs are usually left in the Charity Ball mailbox (in the CUSA office).  The Advertising and Publications Coordinator is responsible for picking up proofs and presenting them to the Coordinator who requested the publication. If any changes or corrections are needed to the proof, the Advertising and Publications Coordinator, must resubmitted the proof with the changes to the CUSA Publications Officer who will create a new proof with the requested changes.  If the requested changes incur a change in the price quote the Chair/Co-Chairs must be re-consulted before proceeding further.

iii. When having proofs done by the CUSA Publications Officer please keep in mind that s/he often requires at least two weeks from the time the information is submitted (including changes to proofs) before a proof can be produced.
2.2 Once the area Coordinator and the Advertising and Publications Coordinator have agreed on a final proof it must be presented to the Chair/Co-Chairs for final approval before it can be printed.

2.3 The proof will then be sent out to be printed and payment arrangements will be made.  Please note that items being printed at a Printing Company often take a minimum of two weeks before they are completed and returned.

Policy III – 

Policy IV – 

Policy V –  

Policy VII – 

Policy VIII –

Policy IX – 

Policy X - 



Page 1 of 1

