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INTRODUCTION
Students have a right to form, join and participate in groups or organizations for purposes including, 
but not limited to: intellectual, religious, social, political or cultural interests. The College recognizes 
the right of all students to engage in discussion, express thoughts and opinions, and the freedom to 
assemble, speak, write or publish on any subject in accordance with College policies and state and 
federal laws.

CONTACT

If you have any questions about this guide, reach out to the Student Government Association, the 
Office of Student Affairs or the Office of Public Relations.
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ESTABLISHING A NEW ORGANIZATION
1. Determine who will be the inaugural group of individuals who will start the club/

organization. You will need a president, vice president, secretary, and treasurer, as well as a 
faculty/staff advisor. 

2. Download the constitution template from the SGA section on WC@Home to draft your 
constitution. 

3. Once you have completed your constitution, you must present it to SGA during one of its 
weekly meetings at 4:15 p.m. in Thomas Lounge. 

4. Be sure to include a detailed budget proposal if you need SGA funding (details below). 
5. SGA will review the constitution and ask any questions they may have. 
6. SGA will notify the organization of their approval, or if any changes may need to be made 

for final approval. 

BUDGET PROPOSALS
All budget proposals (both new and existing organizations) must use the SGA budget template 
(available from the SGA section on WC@Home).

GUIDELINES FOR EXISTING ORGANIZATIONS:
• Organizations submitting a budget proposal to SGA must have a current, approved 

constitution on file with SGA. 
• Organizations must attend the mandatory budget meeting (hosted by the Vice President of 

Finance each spring) before submitting an official budget.
• Organizations must submit an official budget on the SGA budget template by the set 

deadline in the spring semester for the upcoming year. 
• Your organization will be notified of funds received by SGA.
• Manage your SGA budget separately from your student org budget. You will receive a 

monthly budget report from the Business Office pertaining to your student org budget (this 
report does not include SGA funding).

WHERE IS THE MONEY COMING FROM?
 SGA BUDGET: 20-5518-6870

• Monies granted by SGA from proposals
• Spending must be approved by the VP of Finance and Sigrid Solomon.

 STUDENT ORG BUDGET: 20-YOUR#-6870
• Prior year monies/deposits by your organization
• Spending must be approved by your org’s treasurer and advisor.

For more information about budgets, contact the Sara Scott (budget director) at 937.481.2307 
or sara_scott@wilmington.edu.

1



REQUISITION FORMS
Recquisition forms are available on WC@Home, as well as in the SGA Office (Pyle 
Student Center) and the Business Office (College Hall 302). Complete the form(s), 
include the appropriate signatures and attach any necessary receipts, then return the 
form(s) to the VP of Finance (SGA Office). Make sure you keep a copy of all documents 
and receipts for your records.

The VP of Finance will check the budget, sign it (when approved), ask the Dean of 
Students to sign it, then turn it into the Business Office. Forms must be submitted to 
the Business Office by Tuesday (before you need the check) at noon.

TYPES OF REQUISITIONS:
• Requisitions for Purchase (vendor purchase, e.g. Quali-Tee or Red Dot Trophy)
• Requisitions for Check (money for supplies, e.g. Kroger, Walmart, etc.)
• Reimbursement (money already spent personally) include all original receipts

FUNDRAISING & RECEIVING DONATIONS
Fundraising initiatives MUST go through the Office of Advancement. Your organization 
should schedule an appointment with the Office of Advancement prior to planning 
any fundraising activity or the acceptance of any donations. Donations of time, 
services, items, etc. count as an in-kind donation and must be reported to the Office 
of Advancement. All monies received as a donation MUST be processed through the 
Office of Advancement (in conjunction with the Billing Office). You may not process 
donations though an outside bank account. Contact the Business Office (937.481.2307) 
for balances. Contact the Office of Advancement (937.481.2427) to request donation 
updates or to plan a fundraiser.

DISCIPLINARY ACTION

SGA holds the right to put an SGA-funded organization on probation or suspension of 
funding. If an organization is in any way harassing or targeting a member of the campus 
community, the organization will face immediate suspension of SGA funding.

RESERVING SPACES ON CAMPUS
You may reserve campus spaces through Outlook Calendar. Contact Heather Schneder at 
heather_schneder@wilmington.edu for more information.
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BRANDING & EVENT PROMOTION
Creating a recognizable brand for your organization and using that brand when promoting your 
events and meetings is a great way to increase your visibility on campus. Elements to consider when 
developing your brand include a logo, colors and even the language that you use when writing copy 
for promotions. To get an idea of how extensive a brand can be, you can view the full Wilmington 
College Branding Guidelines at www.wilmington.edu/brand. For the purposes of this guide, we 
have pared down the original information and added information that is pertinent to student orgs.

LOGOS

A logo is a design (usually graphic) that is used to identify an organization. The goal of a logo is to 
communicate to an intended audience that the organization exists, and that it endorses any item or 
document the logo is attached to. A logo can be as straightforward as the name of the organization:

Or it can convey more complex information through symbols:

There are a few rules that we ask you to abide by when designing a logo for a student organization:

LOGOS > ACCEPTABLE COLORS
There are nine approved, official Wilmington College colors. You can view a swatch of these colors at
www.wilmington.edu/brand/colors. If you have Pantone Management System (PMS) available to you, you can use the 
“PMS” code listed below for an exact match. Otherwise, you will need to key in the appropriate CMYK, RGB or hex code 
below. (HINT: Use CMYK for print projects, RGB for digital projects and hex on the web.)

DARK GREEN
PMS 3305
C=92 M=17 7=52 K=65
R=2 G=78 B=67
HEX=024E43

LIME GREEN
PMS 376
C=53 M=0 Y=96 K=0
R=122 G=184 B=0
HEX=7AB800

YELLOW
PMS 7406
C=0 M=17 Y=97 K=0
R=235 G=183 B=0
HEX=EBB70

BLUE
PMS 631
C=73 M=0 Y=11 K=0
R=60 G=182 B=206
HEX=3CB6CE

PURPLE
PMS 521
C=35 M=49 Y=0 K=0
R=171 G=138 B=184
HEX=AB8AB8

ORANGE
PMS 715
C=0 M=46 Y=85 K=0
R=246 G=146 B=64
HEX=F69240
              

              

DARK GRAY
PMS 417
C=28 M=18 Y=28 K=54
R=109 G=111 B=100
HEX=6D6F64

LIGHT GRAY
PMS 413
C=8 M=5 Y=12 K=15
R=198 G=198 B=198
HEX=C6C6BC

TAN
PMS 4545
C=3 M=5 Y=25 K=5
R=220 G=214 B=178
HEX=DCD6B2
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LOGOS > RESTRICTIONS
You CANNOT incorporate the WC icon (hand) into another logo.

Example:

If “Wilmington College” will be included in the logo, it must appear in MUSEO 700 font.

Example:

You must submit your logo to
brand@wilmington.edu

for approval PRIOR TO USE.

X
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EVENT PROMOTION

The best way to ensure attendance at your meetings and events is through promotion: flyers, 
posters, social media and app posts. Any promotion should include the following information:

1. Host Organization
2. Event Name
3. Event Description
4. Event Location
5. Event Date
6. Event Time
7. Contact, Registration or RSVP Information

EVENT PROMO > FLYERS & POSTERS

FLYER DIMENSIONS: 8.5 x 11 inches
POSTER DIMENSIONS: 11x17 inches

INSTRUCTIONS:
1. Prepare your file. Remember to include the WC logo in the bottom or upper left corner.
2. Submit your file to brand@wilmington.edu for approval.
3. Once approved, print your file. You may print flyers and posters independently or you may 

go through the COPY CENTER in RCC. To submit a request to the Copy Center, click “Copy 
Center” on WC@Home, then click “Copy Request e-Form” and submit.

4. Pick up your printed design and take it to Student Affairs for an approval stamp.
5. Distribute your flyers/posters.

REQUIREMENTS FOR APPROVAL:
1. Document must include the WC logo in the upper or lower left corner.
2. The WC logo must be visible. There are multiple colorways available at www.wilmington.edu/

brand/logos, including both dark and lime green and black and white.
3. The WC logo must not be cropped or stretched in any way.
4. The document must be approved by both brand@wilmington.edu and the Office of Student 

Affairs.

EVENT PROMO > SODEXO NAPKIN HOLDERS

DIMENSIONS: 6x4 inches

INSTRUCTIONS:
1. Prepare your file.
2. Submit your file to brand@wilmington.edu for approval.
3. Once approved, print your file. You may print the inserts independently or you may go through 

the COPY CENTER in RCC. To submit a request to the Copy Center, click “Copy Center” on 
WC@Home, then click “Copy Request e-Form” and submit.

4. You are responsible for placing the inserts in the napkin holders and removing them after the 
event.
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EVENT PROMO> PROMOTIONAL ITEMS & APPAREL
The best way to ensure that your promotional items turn out the way you expect, without a lengthy 
back and forth with the vendor is to work with the associate director of digital marketing (Ashleigh 
Wellman - ashleigh_wellman@wilmington.edu) to design them. Ashleigh can help you make cost-
effective design choices and ensure that the design you settle on is brand compliant. It is recommended 
that you begin working with Ashleigh at least two weeks prior to your vendor’s deadline. If you 
choose to work indepedently, you must still submit your design to brand@wilmington.edu for 
approval PRIOR TO PURCHASE.

EVENT PROMO > PYLE TV AD

DIMENSIONS: 13.333 inches x 7.5 inches
FORMAT: Powerpoint Slide or JPEG

INSTRUCTIONS:
1. Prepare your file. Remember to include the WC logo in the bottom or upper left corner.
2. Submit your file to brand@wilmington.edu for approval.
3. Once your file has been approved, email it to the SGA Vice President of Public Relations. 

Include the subject line: “PYLE TV AD FOR ORGANIZATION NAME.”
4. Be sure to send the file as a Powerpoint slide or a JPEG or you will be asked to fix it.
5. Once your file has been accepted, check the TVs in Pyle to ensure your ad has gone up.
6. Your ad will be removed once the event date has passed.

SOCIAL MEDIA & THE STUDENT APP
We encourage student organizations to utilize the Student App and social media platforms. Before 
creating an account, please consider the following:

• Who will be in charge of the account?
You should identify at least TWO members of the organization to act as administrators of the 
account(s). On platforms like Twitter and Instagram, that means that these people have the 
login information. On Facebook, it means that they are added as administrators to the page.

• Will your organization be able to keep up with the demands of the account(s)?
To be effective/worthwhile, any social media account should be posting multiple times each 
week. If you aren’t sure if your organization will be able to do so, start with a single platform 
you feel is best suited to your needs before expaning to others.

SOCIAL MEDIA & STUDENT APP RULES
1. Add the associate director of digital marketing (Ashleigh Wellman) to any social media 

accounts associated with your organization or send the login information. This prevents the 
possibility of a student organization being locked out of their own social media accounts and 
the existence of ghost accounts that no one has access to.

2. Any account created for the use of your student organization acts as an official Wilmington 
College account. This means that you will be held responsible for any content posted from the 
account, even if “Wilmington College” or “WC” is not mentioned.
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3. Generally, advertising and solicitation for products and services are prohibited from the 
College’s student app and its other social media vehicles. In rare cases in which this might 
be appropriate (approved fundraising), permission is required from the vice president for 
student affairs for such communications on the College App and from the associate director 
of digital marketing for those on social media platforms. Disciplinary measures through the 
College judiciary system may be deemed appropriate for any students that ignore or abuse 
this policy.

4. Foul, inflammatory, hateful or discriminatory language, content of a graphic nature, or any 
other content deemed inappropriate by the College will result in disciplinary measures.

SOCIAL MEDIA TIPS
• To increase the likelihood of your content being picked up/shared/lliked by the main College 

accounts, include the hashtag: #WeAreDubC
• How to Use Hashtags: blog.hootsuite.com/how-to-use-hashtags

STUDENT APP
Members of approved student organizations are welcome to post to the Student App on behalf 
of their organization, from their personal account on their mobile phone. However, some student 
organizations prefer to ask designated members to post from a club account, so that rather than 
a post coming from “Student’s Name,” it will come from “Name of Organization.” This can add 
legitimacy to your posts, as well as limit who can post officially on behalf of an organization.

DIRECTIONS TO REQUEST A CLUB ACCOUNT
1. Determine which members of your organization will be administrators of the account.
2. Send the name of your organization and a list of administrators (name and WC email address) 

to the associate director of digital marketing (Ashleigh Wellman - ashleigh_wellman@
wilmington.edu) and request an account. Ashleigh will schedule a training session with you.

3. If the members selected as administrators do not already have a personal account on the 
Student App, they will receive an email inviting them to login. If the members already have an 
account, they will be added to the administrators list of the club account.

4. Attend the training session with Ashleigh.


