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Our Mission
Alma Mater Productions (AMP), the primary campus-wide programming body at the College of William and Mary, strives to provide diverse, high-quality entertainment at a low cost to the college community and serves as a resource for the programming, social, leadership and educational needs of the student body.


Past Goals
1) Serve as good ambassadors of the College while executing the mission statement.
2) Improve transparency while communicating effectively with the campus community.
3) Expand personal development opportunities by further developing personal agency and AMP-wide engagement. 
4) Continue our commitment to awareness and execution of sustainability initiatives.

Operating Procedures
Directors: Roles and Responsibilities


Director of the Executive Board (Exec. Director)
The Executive Director oversees the management of AMP. Anyone applying for this position should have served on the Executive Board for at least one year. The Executive Director serves as a leader and resource to all members of AMP and works with the Executive Board and advisers to guide the mission, direction and effectiveness of the organization and its events. He or she also represents the organization to various campus constituencies such as the Office of Student Leadership Development, the President’s Office and the Student Assembly. The Director of the Executive Board also:
· Schedules, plans and leads weekly Exec. Board meetings
· Attends as many AMP events as possible
· Works with advisers to plan the Exec. Board Retreat over the summer
· Works with Directors and the Exec. Board to coordinate the activities fair booth
· Creates SA budget request to be turned in on the last day of classes in the fall and presented to Executive Appropriations Committee in spring

Director of Internal Affairs 
The Director of Internal Affairs serves as an adviser and resource to the members of AMP. He or she may act as moderator if any issues arise within the General or Executive Boards. The Director of Internal Affairs also:
· Schedules, plans and leads monthly General Board meetings
· Plans the General Board Retreat at the beginning of each semester, along with the advisers and the other Directors
· Schedules and oversees recruitment of new AMP members in the spring
· Leads the Internal Affairs Council

Director of External Affairs
The Director of External Affairs serves as a leader for the organization and as a resource for any AMP publicity efforts. He or she works to ensure proper execution and delivery of all AMP information to the campus and general public. The Director of External Affairs also:
· Designs and e-mails the Alumni Newsletter for each semester
· Writes press releases for major events to distribute to various media outlets and William & Mary Office of University Relations
· Compiles info for NACA Awards and submits nominations
· Updates the AMP campus voicemail message
· Coordinates press passes for media at events
· Manages online sources including the website, Facebook, Twitter, Tumblr, Flickr, Instagram, Snapchat, etc. 
· Leads the External Affairs Council
Director of Interns Program 
The Director of Interns serves the dual role of overseeing the Interns committee and fostering the leadership development of the Executive Board and AMP members as a whole.  He or she will operate as a leader and resource providing direction and insight for the organization’s continued improvement and growth.  
· Leads the Interns Committee
· Works with advisors and directors on fostering the leadership capability of the executive board
· Assists with AMP membership, including but not limited to the Interns committee on developing future leaders of AMP
· Assists the Executive Director with overseeing the Executive Board


Operating Procedures
Councils: Roles and Responsibilities

Internal Affairs Council
The Internal Affairs Council helps the Director of Internal Affairs promote AMP unity and enrich the experience of the General Board. The members serve as ambassadors to & from their respective committees about internal AMP topics.  The council’s responsibilities also include:
· Assisting the Director of Internal Affairs with planning General Board meetings and other educational opportunities
· Planning and promoting AMP mixers and bonding activities
· Working with the Science & Sustainability committee to help promote sustainability within AMP
· Overseeing co-sponsorships between committees
· Managing the AMP Passport incentive program
External Affairs Council
The External Affairs Council helps the Director of External Affairs craft AMP’s image and branding. The members bring the perspective of their respective committees to put forth a unified message through outreach materials. The council’s responsibilities also include:
· Assisting the Director of External Affairs with overseeing AMP Social Media
· Creating other general AMP publicity materials (The John, Weekend Update, etc.)
· Sponsoring giveaways throughout the semester
· Overseeing co-sponsorships with outside organizations
· Managing the AMP UP incentive program
External Affairs Council Resources:
· The Print Shop
· http://printshop.wm.edu/  
· Student Happenings
· http://digests.wm.edu/studenthappenings
· http://events.wm.edu 
· The Flat Hat advertising
· flathatads@gmail.com 
· Promo companies
· 4imprint (www.4imprint.com)
· Quality Logo Products (www.qualitylogoproducts.com) 

Councils will meet at the discretion of their respective Directors.



Operating Procedures
Committee Chairs: Roles and Responsibilities


Committee Chairs
Committee Chairs are responsible for promoting and improving AMP as a whole in addition to effectively running their individual committees. Chairs are expected to think not just of their own committee but also of the organization as a whole and act as a liaison between the General Board and the advisers, Directors and the Executive Board. Moreover, they are responsible for planning, leading and facilitating weekly committee meetings. Committee Chairs also: 
· Act as a resource and representative of AMP to all General Board members
· Attend all General Board meetings and promote General Board activities
· Attend as many AMP events as possible (aside from those of their own committee)
· Manage campus publicity outlets such as Student Happenings for their own events
· Complete other responsibilities as assigned and outlined in this manual and the Executive Board Responsibility Contract

Comedy
The Comedy Committee brings laughter to William and Mary; either by bringing small, up-and-coming comedians every month or large-scale comedians like Michael Ian Black, the Capitol Steps and Hannibal Buress once a year. The committee features a comedian within the $1,000-$2,500 price range each month in Lodge 1. They are also challenged to come up with other creative, hilarity-inducing events. In the past there have been overdubbed movies with the Raspberry Brothers, improv workshops and even an Olympics event inspired by NBC’s The Office. Comedy (with help from the Homebrew committee) is responsible for “ComedyBrew,” a semi-annual competition in which W&M students have the opportunity to showcase their standup skills. 

Comedy Resources:· www.apanewyork.com
· www.wma.com
· www.caa.com
· www.blackcomedytour.com
· www.inlandempiretouring.com
· www.joeyedmonds.com
· www.sophiek.com


· www.admireentertainment.com
· www.auburnmoonagency.com
· www.thecollegeagency.com
· www.ny-entertainment.com
· www.comedycasting.com
· www.neon-entertainment.com
· www.rbgworld.com

Contemporary and Cultural Issues (Contempo Cult)
The fine folks of Contempo Cult help inform students of relevant issues locally and around the world through speakers, debates and discussions. The flexibility of this committee allows for a wide variety of entertainment, ranging from professor talks to etiquette dinners and from foreign films to cultural dancers. 
Contempo Cult Resources:
· http://www.apbspeakers.com
· http://www.greatertalent.com
· http://www.thelavinagency.com 

Films
This committee provides the student body with entertainment and education through films ranging from box office hits to art house cinema. They are known for events such as the semi-annual “Screen on the Green” and monthly blockbuster screenings. Aside from showing films, the committee has also programmed film festivals, filmmaking workshops, competitions and entertainment industry speakers. 

Films Resources:
· Swank Motion Pictures
· http://www.swank.com/college/index.html
· Criterion Motion Pictures
· http://www.criterionpicusa.com/
· Contact: Brian Fox (bfox@criterionpicusa.com) 
· Swem Media Center
· http://www.swem.wm.edu/services/media
· Contact: Troy Davis (mtdavi@wm.edu)
· Kimball Theatre
· www.colonialwilliamsburg.com/do/kimball-theatre/ 

Homebrew
The Homebrew Committee promotes student talent through “Homebrew” events in Lodge 1 every other Thursday. Oftentimes these Homebrews will have some type of theme; in the past there has been “There’s No Place Like Homebrew” and “Where the Wild Things Brew” amongst others. The committee may host similar events featuring student talent in varied formats such as “DanceBrew” and “StoryBrew.” The Homebrew Committee also: 
· Conducts auditions for students who wish to take part in a Homebrew event. The auditions typically take place at the beginning of each semester and are usually held over the course of two days in 4-6 hour time blocks
· Submits an AV request at http://sadlercenter.wm.edu/AVRequests/ for each Homebrew event
· Hosts a Senior Homebrew at the end of the year and a Returner’s Homebrew for selected performers from the past year at the beginning of the fall semester

Interns
This committee starts small but grows into one of the largest and most versatile groups in AMP. At the beginning of the fall semester, the Director of Interns Program starts recruiting freshmen, sophomores and other students new to W&M who may be interested in joining the organization (starting at the Activities Fair). He or she then arranges an interview process and selects 12-15 students to serve on the Interns Committee. Since formal recruitment does not occur until spring, this is the first chance most students have to join AMP. Because of the selection timeline, the Interns usually plan fewer events in the fall; however, they have perhaps the most flexibility, as they are encouraged to plan events from every facet of AMP’s programming offerings. Additionally, they are encouraged to work alongside committees they express interest in planning and executing events, while attending other various AMP events in order to learn about all of the different committees. The Interns Chair should work with the advisers to provide opportunities the committee members to build a holistic understanding of AMP through mentoring, leadership development programs and more. This committee has historically been a successful springboard into future leadership for AMP.

Late Nite
Recognizing the limited availability of social venues in Williamsburg, the Late Nite Committee seeks to serve the students’ need for an engaging environment on Friday and Saturday nights (between 9 p.m. to 2 a.m.) by providing consistent entertainment and fostering a vibrant social atmosphere on campus. Late Nite’s primary objective is to provide students the opportunity to meet and interact with each other in a casual setting. It accomplishes this goal by creating a fun, exciting and open social environment primarily (but not exclusively) in Lodge 1. Some of its past events include monthly trivia, themed scavenger hunts and glow-in-the-dark dodgeball. The Late Nite Committee also: 
· Helps coordinate the Late Nite Funding process
· Organizes the Late Nite Kickoff (also known as the SAdler sAMPler) in the fall
· Orders Late Nite promotional materials when funds are available

Music Productions (Music)
The Music Productions Committee features a wide range of bands and musical artists from local and regional performers to nationally known, large-scale acts. The committee strives for diversity and aims to reach out to all types of musical preferences that exist at W&M. It is important to foster relationships with agents, but perhaps equally as necessary to do research into what bands are touring and where. Availability of rooms/venue space and the artist’s schedule always play a major role when booking a show. Concerts are held in many locations around campus including SC Chesapeake, Lodge 1, Sadler Terrace, Sunken Garden, William and Mary Hall, PBK and the Lake Matoaka Amphitheatre. Each venue has its own challenges and requirements. The Music Productions Committee also: 
· Books, promotes and produces the Fridays @ 5 concert series on the SC Terrace
· Books, promotes and produces the Charter Day Concert in conjunction with the Student Assembly
· Books, promotes and produces the Welcome Back Concert at the beginning of the year as well as the concert at the end of spring semester
Music Productions Resources: 
· Booking Resources:
· www.babcoentertainment.com (booking agency)
·  Contact: Melissa Aronson, melissa@babcoentertainment.com 
· www.pollstarpro.com (booking agency contacts and concert gross figures)
· www.concertideas.com (approximate pricing for artists)
· www.mainstageproductions.com (approximate pricing for artists)
· www.clearchannelcollegeentertainment.com (general pricing)
· Sound and Light Resources:
· Soundworks (stage, sound, lights out of Richmond)
· Contact: Steve Payne, stevepayne@soundworksva.com
· Contact: Grant Howard, granthoward@soundworksva.com 
· Audiocraft Sound (sound and some lighting out of Williamsburg)
· Contact: Ken Crook, audiocraft.ken@gmail.com, (757) 870-2410 
· Fidelity Sound Reinforcement (sound and lighting for large concerts out of Virginia Beach)
· Contact: Mark Johnson, mj@fidelitysound.com 

Science & Sustainability 
The Science & Sustainability Committee is, as its name suggests, dedicated to introducing sustainable initiatives and keeping the campus informed on scientific topics through speakers, films, demonstrations, and other activities. This committee is charged with promoting sustainability within the organization and throughout the student body. Some of its past events include a bake sale for recyclables and a day at Lake Matoaka in addition to its many debates, panels and film screenings. The Science & Sustainability Committee is also responsible for one of AMP’s most popular attractions, the smoothie bike. 

Special Events
Special Events has the pleasure and challenge of dealing with loose guidelines. In the past this committee has brought to the campus everything from hip hop violinists and human board games to inflatable jousting rings and Chinese acrobats. Because of its large umbrella, Special Events often co-sponsors with other committees and student organizations. Members of this committee should be ready to use their creativity in dreaming up ideas for bringing new, never-before-seen events to William & Mary. The Special Events Committee also:
· Organizes the Last Day of Classes (LDOC) events at the end of both the fall and spring semesters, typically involving inflatables, games, food and music
· Books some type of hypnotist, magician or similar variety act
· Hosts the “Zombie Apocalypse” event, generally held around Halloween
Special Events Resources: 
· Your Event Source (www.youreventsource.com)
· Fantasy World Entertainment (www.fwworld.com)
· Phantom Shadow (www.phantomshadow.com)
· Neon Entertainment (www.neon-entertainment.com) 


Advisers
Though AMP is a student-led organization, it welcomes the help and guidance of its advisers. The Coordinator for Programming for Student Leadership Development (Brad Ward) and his or her Graduate Assistant (Erin Fleming) directly advise AMP’s Executive Board. Schedules permitting, they attend all Executive and General Board meetings. They also hold weekly meetings with each Exec. Board member. In general, the advisers serve as a resource for all members of AMP. 




Operating Procedures
Executive Board Operations


Executive Board Meetings
The Executive Board will hold meetings on a weekly basis, with the time, day and location determined per semester in order to best accommodate individual schedules. The Executive Director will create an agenda for each meeting and lead the group discussion. In addition to any overall business, each member of the Exec. Board will give an update on his or her committee. All meetings are mandatory except in the case of illness or another extenuating circumstance. 


Office Hours
All Executive Board members will hold mandatory office hours for two hours each week (Monday-Friday) within reasonable/regular business hours. If a Chair or Director cannot complete his or her hours on the assigned day, he or she must notify the Executive Director and the Coordinator for Programming for Student Leadership Development and make up the time at another point during the week.  

Removal of Executive Board Members
Directors may be removed from their positions with a ¾ vote of the Executive Board or, in extreme circumstances, by the advisers. Committee Chairs may similarly be removed from their positions with a ¾ vote of the Executive Board or, in extreme circumstances, by the Directors and/or the advisers. Upon departure (voluntary or by dismissal) the member must return all AMP property and equipment to the organization. 
Operating Procedures
Description of the General Board


AMP’s General Board consists of the Directors, Chairs and committee members.

Committee Members
1. Will attend all weekly committee meetings
2. Will attend all General Board meetings
3. Will attend all General Board retreats
4. Will successfully and efficiently complete all assignments given by the Committee Chair
5. Will attend all events for which they have been assigned/signed up to work
6. Will follow the guidelines outlined in the Operations Manual and General Board Contract 
7. Will complete any other duties as assigned by their Committee Chair

Removal of General Board Members
General Board members may be removed from their positions with a ⅔ vote of the Executive Board or by the advisers in conjunction with the Executive Board. The committee involved may vote on the dismissal of said committee member and pass along their recommendation to the Executive Board. In addition, General Board members may be dismissed at any time for violating the General Board Contract. General Board members are not guaranteed placement on the Board again for the following year. Members may leave the organization at any time and are asked to send a letter of resignation to the chair of his/her committee. Upon departure (voluntary or by dismissal) the member must return all AMP property and equipment to the organization.


Ex-Officio Members
A student representative from another campus organization may participate in General Board and committee meetings as an ex-officio, non-voting member for information sharing purposes. These members will be permitted a place on the General Board only after the Executive Board votes in favor of their nomination by a ⅔ majority. 










Operating Procedures
Recruitment


The Director of Internal Affairs, with the help of the other Directors and advisers, will run the recruitment process for committee members. Applications will be available online in the spring semester for both Executive Board and General Board positions. The Director of Internal Affairs will set application deadlines with the approval of the Executive Board and advisers. 


Director Positions 
Those applying for any of the four Director positions must submit an application and sign up for an interview time. A panel consisting of the current Executive Director, Director of Internal Affairs, Director of External Affairs and Director of Interns, along with the advisers and any graduating seniors from the Executive Board who wish to participate, will conduct Director interviews. This panel will place the appropriate applicant in each Director position.  If the number of applicants for the Director positions exceeds the maximum of three, all applicants not placed will have their applications submitted into the pool of Committee Chair applicants, should they so choose.
Requirements: 
· Only a student who has been a member of the Executive Board may apply for the Executive Director position*.
· Only students who have served on AMP in some capacity may apply for the Director of Internal Affairs and Director of External Affairs positions*.
· All three Directors must be able to attend all Executive Board meetings, the summer Executive Board retreat and any General Board retreats during the academic year.

Committee Chair Positions
Those applying for any of the Chair positions must submit an application and sign up for an interview time.  The outgoing Directors, incoming Directors and advisers will interview and select all Chair positions.  If the number of applicants applying for Chair positions exceeds the number of available positions, all applicants not placed will have their applications submitted into the pool of General Board applicants, should they so choose.
Requirements: 
· Only students who have served on AMP in some capacity may apply for Committee Chair positions*.

*Extenuating circumstances may call for reevaluation of these eligibility restrictions. In such cases the respective selection committee may reconsider and overrule these requirements by ¾ majority vote.

General Board Positions
All returning (those who have previously served on AMP) and new members must complete an application. Those applying to AMP for the first time must also complete an interview to supplement their written application.  The incoming Director of Internal Affairs, with help from his or her outgoing counterpart, will organize the interview process. The incoming Executive Board will conduct the interviews and, along with the advisers, will then select the new General Board.  

Council Positions
Any General Board member may apply to become the member of one of the two councils after General Board recruitment.  Any interested members may submit statements of interest to the Executive Board for approval.  Once approved, each committee will select council representatives from the approved candidates through an election or other process.  The Directors will set the timeline for statement submission and council member selection.

Executive Board Transition
Once the new board is selected, the outgoing and incoming boards will proceed through a transition period throughout the remainder of the semester. It will include: 	
1. The incoming Executive Director will hold at least two mandatory Exec. meetings before interviews for the General Board begin.
2. The incoming Chairs and Directors will set up at least one meeting with an adviser before interviews for the General Board begin.
3. The incoming Chairs and Directors will meet with their corresponding outgoing Chair or Director one-on-one at least once before the end of spring semester.
4. The incoming Chairs will meet with their corresponding committees at least once before for the end of the spring semester.
5. The incoming Directors of Internal & External Affairs will meet with their corresponding councils at least once before the end of spring semester
6. The incoming and outgoing Chairs will work to host one event together with their respective committees before the end of the spring semester.
7. The incoming Chairs will attend a mandatory retreat over the summer.


General Board:
Once all new committees are selected, the new chairs will arrange a first meeting with their committee. Before the end of the semester, the committee will brainstorm and budget for the following semester’s events, help with the completion of at least one of the outgoing committee’s events and begin to bond as a group within AMP.  All returning members will be required to attend both their old and new committee meetings until the end of the academic year.




Operating Procedures
Selection of Events/Budgeting Process


Committees will meet near the end of every semester to select tentative programs for the following semester.  Committee Chairs and General Board members are encouraged to seek the opinion and suggestions of the student body for ideas.  The Committee Chair will then draw up a budget proposal to present during the Exec. Board budget meeting.  The Executive Director will lead the budget meeting with the assistance of the advisers.  Each Chair will be required to turn in their proposed budget to the Executive Director at a pre-determined date and time in advance of the budget meeting.  The total amount of money for the budgeting process will be determined based on the available funds.   
The budgeting meeting works in three phases.  First, each Committee Chair will have the opportunity to present their budget and explain each event to the Executive Board.  Second, there will be a time when Executive Board members may pose questions or ask for clarification and/or elaboration on events from other committees’ budgets.  Finally, any member of the Executive Board may propose cuts to any committee’s budget, as well as suggest adjustments to their own budget.  At the end of the process the amount of funds requested should equal the funds available. 
Once approval is granted, the Committee Chairs and advisers will work together to begin contacting the agents and companies for contracts and booking information. At this time, the advisers will also put together a tentative calendar of events. This calendar will remain a rough draft until all events are contracted.  



















Operating Procedures
Event Policies


Entrance Fees
The Executive Board will determine during budgeting whether or not to charge an entrance fee or sell tickets for an event. If committee members would like to charge for an event, they may suggest the idea to their Chair for presentation to the Executive Board. The decision must be made well in advance of the event date and the price must be present on all publicity. The committee should also consider the cost of entry (if any) for non-students, faculty and staff.


Student Coverage
A Committee Chair or Director must be present throughout the duration of every event unless otherwise approved. In some cases, the Committee Chair may appoint one of his or her committee members as the contact person for an event. He or she is under obligation to remain in the venue to enforce the event and venue policies and must refrain from drinking alcoholic beverages before and during the event. 

[bookmark: _Toc174206414]Co-Sponsorships
AMP encourages co-sponsorships with other student organizations.  In the event that another group wishes to co-sponsor an event with AMP, the following guidelines apply:
1. All publicity must bear the name of both organizations.
2. The entertainment must be in keeping with the AMP mission statement.
3. A representative from each organization must be present throughout the duration of the event.
4. Participating organizations in the co-sponsorship shall agree on the responsibilities of each organization as a part of the planning process.
5. The presence or lack of alcohol must be mutually determined by the two organizations.
6. The decision of entrance fees must be agreed upon by the two organizations and division of revenue must be decided by both organizations prior to the event. 
7. The contact person from the co-sponsoring organization must attend a meeting with the sponsoring committee chair and advisor prior to the event.
8. An evaluation of the co-sponsored event must be completed within one week by each organization and returned to the AMP advisor.

It is requested that these terms be put in writing and signed in agreement by both parties for every co-sponsored event. 





Alcohol and Drug Usage
Entertainers may not consume alcoholic beverages or use illegal drugs during or prior to the contracted time of performance. AMP members (regardless of legal age) must also adhere to these professional standards. State policies prohibit AMP from purchasing alcoholic beverages with state money.

Refunds
Refunds for events are only given for the following circumstances: technical failure of equipment that prevents the program from continuing or failure of performer to arrive/show to begin.  AMP Executive Board members and advisers are the only individuals authorized to issue refunds.


Cash Box
Events with an admission fee will use the AMP cash box. 

1. Always maintain the start-up money as given to you by the advisers. Try to keep as many $1 bills as possible.
2. When you take out the cash box, fill out the form located within the cash box.
3. When making a deposit, count out the start-up money and leave it in the cash box. Count the remaining amount twice. Wrap any loose coins in coin wrappers (if possible).  Have bills stacked from lowest to highest value with the presidents up and all heads facing the same way. Place deposit in an envelope with the cash box form.  Seal envelope and write date, event and amount of deposit on the front of the envelope.  Place envelope in red deposit bag and leave in the safe at the SC info desk or Campus Center candy counter.
4. Never take deposits home with you.
5. If you have to make an emergency purchase related to AMP, you may use the money in the cash box provided that you have a receipt for your purchase in the deposit envelope with and an explanation for the purchase.  This is for emergencies only. You should discuss any emergency purchase with an adviser before completing the purchase. 

AMP will maintain petty cash only for hospitality and reimbursements.  If you would like to have petty cash available for your event and/or to make purchases before your event, you must request this two weeks before your event is scheduled. Any money spent from petty cash must be accounted for on budget forms and by receipts. Personal money spent without proper receipt will not be reimbursed.  An adviser must approve all money spent.

To receive petty cash, you must go to Brad’s (Coordinator for Programming) office during regular business hours (9 a.m. to 5 p.m.) and sign for the amount you are receiving. When the event is completed you should return all remaining cash and receipts (with the appropriate documentation/itemization) to Brad within 48 hours of your event. See page 39 for more information regarding reimbursements.








Part II:
Getting Oriented



The Office
The Basics


Room #19 in the Campus Organizations Resources and Training area is our organization’s home.  A lot of people use this office daily and, as a result, it can become cluttered, messy and inefficient.  Please follow this information carefully to make the office a great work environment for all. 
[image: MCj04247960000[1]]COMPUTER
User Name:  ucab
Password:  SOwm8224

- Always save any document to your
  committee’s labeled folder, otherwise it
  runs the risk of being deleted.

- The color printer is for AMP use only.

- It may be more efficient to print flyers via the Copy Center in Swem or, for black and white printing, the copy machine in the Office of Student Leadership Development.
 
- If there is an internet or computer   
issue call/email IT immediately and leave Brad’s information as the contact person.



Before you leave:
· Put away all supplies
· throw food and other garbage in the trash
· turn off lights

[image: MCj04247960000[1]]








DURING OFFICE HOURS
· Check your mailbox
· Check voicemail and take messages
· Check your AMP e-mail folder
· Check messages on the Facebook page
· Work on planning upcoming events
· Design, print, and hang up posters
· Create a mobile
· Turn in event evaluation forms
· Update AMP Google calendar
· Add items to Facebook as necessary
· Upload photos to Facebook or Instagram
· Clean up the office
· Research new event ideas
PHONE / VOICEMAIL
Phone number:  757-221-2132
Voicemail Password:  AMP1693 (267 1693)

- Take note of any messages and let the appropriate chair know about them.

- Change greeting to highlight upcoming events.

- To place a local call: Dial 9 + phone number

- To place a long-distance call: Dial 9 + 1 + area code + phone number

The Office
Supplies and Resources


As members of AMP, we have many resources at our disposal to enhance campus programming.  If you need a specific item or something runs out, please contact the Executive Director and it will be replaced as soon as possible. 


Supply Closet 
Where we keep all our markers, pens, pencils, paint, staplers, scissors, glue, glitter, tape, paperclips, string and other such crafting materials in the AMP office. Everything in the supply closet is labeled, so be sure to keep it organized. 


T-Shirts
Each committee member will be issued an AMP “Event Staff” t-shirt.  If you or a committee member needs an extra t-shirt, you should speak with the Coordinator for Programming (Brad). 


Mailboxes
Each committee has a designated mailbox near the entrance to the office.  Check it weekly for messages from your fellow Exec. members and information regarding potential event ideas. Make sure you keep your box clear by throwing out or filing any information and/or materials that you no longer need or feel are irrelevant. Feel free to leave mail or items for other Exec. members in their respective mailboxes. 


Color Printer
The color printer is, unfortunately, on the fritz, but will still work in a pinch. It should only be used for AMP purposes (no homework or readings).  You are welcome and encouraged to print color flyers for events using the color printer, but it might be more efficient to send your design to the Print Shop in Swem. If you do use the printer for flyers, make sure you do not make more than 30 copies. The ink cartridges are very expensive and are difficult to replace.


Filing Cabinet
The filing cabinet has two drawers containing kitchen supplies, one with AMP files dating back to the first years of its existence (the UCAB days) and another full of leftover AMP swag. If you ever have an event with food/beverages, make sure you look in the cabinet before buying any plates, cups, napkins, utensils or other kitchen supplies. Feel free to check out the files from the days of yore. We have a bunch of old flyers and event evaluations that may spark your imagination. Please check with the Directors and/or advisers before taking or using any of the AMP swag. 


Mascot 
Good ol’ Scamp. Scamp hangs behind the back door of the office (closest to the couches).  Make sure you return the full costume to the office immediately after use. You should never leave it in the AV closet in Sadler. 


Telephone
The AMP phone is a business line.  Non-business related long distance calls are prohibited. Whenever possible, use a business’s toll free number. Always check messages during your office hours and write messages to the appropriate chair.  When an agent calls or you receive a message from an agent please do the following: (1) If you are not interested in the act, call the agent back and let them know. (2) If you are interested, please request written information and a CD or DVD.


Mail
Outgoing mail must go through the Office of Student Leadership Development. This is for AMP business only. Never give your personal address when requesting material from an agent. Use the AMP address (AMP Student Leadership Development, P.O. Box 8795, Williamsburg, VA 23187) with yourself as the recipient. The Coordinator for Programming or Executive Director will pick up and distribute mail. UPS/FedEx items can be delivered to the physical address (Campus Center 203, 104 Jamestown Road, zip code 23185).


AMP Banner
The AMP Banner should be displayed at every event and immediately returned to the AV closet in Sadler. We also have specific banners for some of our recurring events (Homebrew, Late Nite) so make sure to display those too!


CORT
The Office of Student Leadership Development maintains the CORT (Campus Organizations Resources and Training), which is the home to many resources including a large paper cutter, button maker, stencil machine, poster printer and laminator. All members of Exec. must be CORT trained. 


Copy Machine
AMP uses the SLD copy machine for most of our black and white copying needs. Make sure you push cancel and stop at the same time each time you finish copying. Never share the AMP code with a non-Exec. member. If you need a copy, you must do it yourself.  Since AMP is billed for each copy we make, the copier is for AMP use only. Please use good judgment when copying flyers.  You can always make more flyers, but you don’t get money back on flyers you don’t use.  If you need to make more than 100 copies, go to the Copy Center at Swem. Ask the Coordinator for Programming (Brad) which account number to use for the invoice. You must return the yellow slip from the Copy Center to your Advisor and report number and type of copies made.
The Cage
No, this is not a clandestine location for WWE matches.  The cage is an area in the Campus Center basement where we keep large AMP supplies including coolers, games, various themed decorations and other items.  It is suggested that you take a look in the Cage when planning an event because you never know what items we may already have.  The key hangs in the office near the door. Always replace the key after you use it. Items that do not belong in the AMP office should be put in the Cage immediately after an event.


Sadler Cage
The fine folks at the Sadler Center graciously allow AMP the use of one of their storage closets in the basement across from the pool tables.  This is a privilege. We need to be respectful of the space and always keep it completely neat and organized.  The storage closet requires getting two keys from the front desk person: one to unlock the storage door, the other to unlock the AMP cage inside.  Directly after always return both keys to the front desk person.  The Sadler cage contains our AMP Up/AMP Passport box, AMP banner, our AMP Up signs, the comedian stool and the Homebrew/Lodge 1 Christmas lights.


Keys
Each Exec member has a personal key to the AMP office. The key should never be given to General Board members.  If you must access the office and do not have your key, go to the candy counter downstairs at the Campus Center where they have a list of everyone who has access to the office. Give them your ID in exchange for a key to the office. You must return the key to the candy counter when you leave the office.

iPad
AMP owns an iPad for use at events. The iPad is stored in the Office of Student Leadership Development. You can check out the iPad from Brad for your event (or your office hours, if you want to use it to prepare). You must return it the following business day. Good uses of the iPad include: taking pictures, surveying event participants, sign up attendees for our listserv, selling online tickets, playing music, and more. The iPad has its own carrying case that also contains the charger.


AMP on the Web
www.wm.edu/AMP


Facebook
AMP’s Facebook page (at www.facebook.com/AlmaMaterProductions) is our most consistent and efficient publicity resource. You should make it your goal to have every person on campus with a Facebook visit the page regularly to stay up to date on current and upcoming events. 

You are all administrators on the Facebook page! This means anything you post on the AMP page or AMP events must be posted by AMP, not your own account. Make sure to double-check this before posting anything. (This is definitely something you need to check when using Facebook on your phone—having AMP liking your friends’ beach photos just looks weird.) 

Remember to put events on Facebook sooner rather than later. Check the publicity timeline for more information.

Invite all of your W&M friends to every event and you should be “attending” each event too, regardless of whether or not you will actually be attending. Finally, encourage everyone you know to “like” AMP so they can stay in the know.

In the day before an event, we will be encouraging all of the members of that committee to click “Not Attending,” and then click “Attending,” to ensure that the event pops up in newsfeeds. 

Website
AMP’s website is hip and beautiful—make sure to use it! The calendar on the homepage of our website, www.wm.edu/AMP, is our most easily accessible, semester-long calendar of events. We will be especially pushing the website in the first few weeks of the semester through our Facebook page. Make sure to advertise the website throughout the year! It should be a part of our regular publicity. 

The event calendar can be accessed through your WM email account. If any details (time, location, description) for your event change, you MUST change the information on the calendar. Because the calendar is public, that information continues to be accessible to the student body—so it is imperative that it remains accurate.

Photos
It is vital that you take photos at each event.  This is an excellent task to delegate to a committee member for each event.  Don’t forget that we have our very own AMP iPad! You can check it out from Brad’s office. After each event, be sure to upload pictures to the AMP Facebook or Instagram.



Gmail 
Sign into the Gmail account using the username "wamamp" and the password "AMPersands1693”. Click on any new messages then label them appropriately by committee or category like speakers/novelty vendors, click on "mark as unread," and then archive them.  There shouldn't be any emails in the actual inbox.  (Don't forget to check your committee label or category relevant to your committee for any unread messages.) You don’t have to respond to every email (ads, mass emails etc.) and you can unsubscribe if it is an irrelevant newsletter, but be sure to respond if it is a legitimate message from someone with whom we have a relationship. Emails from students, faculty, or members of the public who have questions should always be forwarded to the appropriate Exec member so they can reply ASAP.

Instagram (AMPstagram)
We also use Instagram to post photos from our events. The log in information can be found in the “important passwords” section of this handbook. Make sure to post regularly during events, and post the photos from the “AMPstagram” to the Facebook page. 

Snapchat 
We also use Snapchat to post videos and photos of events happening in real time on our AMP’s SnapStory.  The log in information can be found in the “important passwords” section of this handbook. Make sure to be actively posting during events.  Also get creative.  If you have an event you really want to market for, try to make a Snapchat geofilter for the event beforehand.    














Budgeting
Budget Sources


Budget Sources 2016-2017  
AMP holds budget meetings twice a year: once in April for the upcoming fall and once in November for the following spring. The money we use comes from a whole bunch of different places, and it can get kind of confusing. Below is a basic outline of how it all works. 




 Student Assembly: $128,500
· See next page
 Sadler Center: $90,000
· Revenue from outside uses of the Sadler Center buildings and some Student Activities fees

 Late Nite Funding: $35,000
· A special fund established for events between 9 p.m. and 2 a.m. on weekends

 Vice President’s Office: $41,500
· $15,000 allocated to Friday’s @ 5
· Money from the Parents Fund 

 Additional Funding
· Extra funding through SA that AMP can apply for throughout the year


Budgeting
Executive Appropriations Committee

Every spring AMP presents a budget proposal to the Executive Appropriations Committee (EAC).  The EAC is a committee of the Student Assembly that distributes the collected Student Activity fees for the coming year. Some funds we must spend in certain semesters (Charter Day, Homecoming, etc.), others we can spend either semester but they are designated for certain types of events (speakers, comedians, etc.).


























Budgeting
Executive Appropriations Committee

To prepare for a budget meeting, we suggest you go through the following steps:

1. Brainstorm possible events with your committee.
2. Talk with your adviser. They have prior experience with many events and will have insight and information you can share with your committee.
3. Contact agencies if necessary to gather general information including price range, availability and venue necessities.
4. Develop a detailed budget including all costs, supplies and possible dates.  The more information you have the more likely it is that an event will be approved.
5. Run the final budget proposal by your adviser before submitting it for budgeting.
6. Discuss the final budget proposal with your committee and have them rank the events so that you know what they are most willing to cut.
7. Gather media including websites, YouTube videos, CDs or DVDs to show during budgeting to better convey your event vision.




























Committee Management 


[bookmark: _Toc174206431]As an Executive Board member, you must lead a group of volunteers who have gone through a multifaceted application process to become AMP members. These students are eager and excited; however, keeping them involved and making them feel like effective members of our organization can be tricky. Below are some strategies for combating the committee doldrums.


[bookmark: _Toc174206432]Leading 

1. [bookmark: _Toc174206433]Meetings should be efficient yet fun.

[bookmark: _Toc174206434]Meetings should be task oriented, but have time for goofing off and discussion as well.  Try to shoot for hour-long meetings. It is also important to give your committee members notice of how long meetings may run. Some weeks will be busier than others, so make sure that everybody is aware when that is the case.

2. Constantly communicate.

[bookmark: _Toc174206436]Email, call and otherwise seek out your members. Make sure they feel they are important to you and that their presence at your meetings and events is essential to the committee’s success. If you take the time to communicate, your committee members will do the same.

3. Delegate!

[bookmark: _Toc174206438]You can’t do it all and, believe it or not, your committee doesn’t want you to.  Interested members are involved members, and they are less likely to disappear or become apathetic. Committee members also love to learn new skills, so make sure you give them those opportunities!

[bookmark: _Toc174206439]Motivating 

4. [bookmark: _Toc174206440]Meetings: bring food, try new locations.

[bookmark: _Toc174206441]People show up when they are interested. Before your committee falls in love with your fabulous personality and becomes best buds with their fellow members, you may need to help them along a bit. Bring food to the first few meetings, and spice it up once in a while by having a meeting over dinner. After meetings, go on a trip to Wawa or Cookout (optional, of course) to keep the bonding going strong.



5. [bookmark: _Toc174206442]Friends really are forever.

[bookmark: _Toc174206443]Make sure your members bond! If they don’t, they won’t feel invested and you won’t see them. It’s that simple! Plan hangouts outside of meetings and, of course, entice them with food. Follow each other on Twitter, start a Facebook group for your committee, create a group text thread. Get them to love each other!

6. [bookmark: _Toc174206444]Utilize opportunities and services offered by the Directors and Gen. Board.

[bookmark: _Toc174206445]Gen. Board is an incredibly important part of AMP. We want everyone to feel like they are part of the whole organization, not just a committee.  Remind your members of mixers, meetings, etc. You are their link to the organization as a whole. Plan socials or events with other committees, and encourage your members to get to know others within AMP.  








Part III:
Programming





















Event Checklist


There are a number of things that must be done for an event to be successful. Use this checklist as a guideline in planning and executing events. Some aspects are covered more thoroughly later in this section. Your adviser will help you during the planning process. Make sure you keep in constant and clear communication with them at all times. 

· Figure out if there is an open space for the event on campus. Go to the Scheduling Office in the CORT and check with Margaret or Laura. 

· Turn in a form to the Scheduling Office to reserve a space.

· Contact the agent for this event. Find the agent either by talking to your adviser, via the Internet or in promotional catalogs/literature.  

· Speak with the agent about availability, price and what is included.  Never reveal your budget or commit to any act. Pass on any information to your adviser, who will do the final negotiating. See page 35 for more tips on dealing with agents. One of the advisers will finalize the contract. 

· Once you have the artist confirmed, find out what set-up needs are required. Discuss these set-up needs with your adviser, and then contact Rich Thompson at the Sadler Center to discuss. Or, if the event is outdoors, your adviser will send a work order to Facilities to do the set-up, or possibly to an outside agency (such as Williamsburg Event Rentals). Be sure you have any necessary tables, chairs, garbage cans/bags, stages, tents, electrical outlets, etc. for outdoor events. 

· Find out whether or not the artist needs a hotel room.  If so, have your adviser fill out the hotel reservation form. If we are supplying them with a meal, you may take money from the AMP petty cash to reimburse them. Be sure to get a meal buy-out receipt. 

· Before the event, be sure to go over the event rider and contract several times so that you don’t forget anything. Be sure you have all food and drinks, prizes, music, lighting, decorations, tickets, etc. Go over the details with your adviser at your meetings. Make sure you delegate some of these preparations to your committee members so they feel involved and you do not get overwhelmed.

· Make sure you have enough committee help for the event.  If necessary, the Exec. Board will help staff events. For our largest events we can open up staffing to all of AMP.

· Make sure you properly advertise. Use the Publicity Timeline (page 34) as a guideline.

· For an event in the SC, contact Robin DeSantis to discuss AV needs of the event in the SC. Fill out an AV form at http://sadlercenter.wm.edu/AVRequests/. For outdoor events with small sound needs, fill out the form here: http://sadlercenter.wm.edu/campus-av-requests/.  

· You should bring extra posters, markers, scissors, tape and the AMP banner to every event. You can always put up a sign directing people where to go for the event, or any other signs for the event. Put the AMP banner up somewhere where people can clearly see it, but where it does not block any part of the actual event.

· Assign each committee member specific tasks for the day of the event including ticket-collecting, crowd control, artist management, photo-taking, etc.  Make sure everyone knows the details of the event so they can answer questions quickly and accurately. 

· Make sure you have a professional beginning and ending to the event by having a committee member welcome the crowd, introduce the act and close the show. These are great times to announce upcoming AMP events. 

· Make sure everyone who attends your event has a positive experience.  Think of the students/public as a paying audience (they have paid through a ticket or their activities fees), and that your job is to provide them with superior customer service. Ensure that your committee embodies this philosophy and each guest leaves happy.

· Clean up after your event. Leave the venue neat and tidy when you depart. Return all supplies to the Campus Center Cage, Sadler Cage or its proper place in the office. Don’t leave supplies sitting out in the AMP office!

· Be sure that you get all relevant receipts for reimbursements. Have students write their full name, ID number and address that they want their reimbursement check mailed to on the receipt. (Note: any students who are also employees of the College will receive reimbursement via direct deposit. They will still need to provide an address.) You will need to turn all of this information in to Brad, as he needs it in order to process the reimbursement. No reimbursements will be issued for misplaced receipts.  If you lose a receipt for a petty cash purchase, you will be responsible for replacing the cash.

· Evaluate the event with your adviser. Talk about what went well and what could use improvement. Take note of anything you should include in your Evaluation Form. 

· Fill out an Evaluation Form for the event at your next committee meeting. Everyone on the committee should have a say in the evaluation. These evaluations are stored on an online database and will be extremely valuable resources for the future. 

· Post pictures on the AMP website, Facebook page, Instagram, and Snapchat! 
Agents and Vendors


When preparing for budgeting or going through the event planning process you will have to talk to a number of agents and vendors, regardless of your committee. We want to communicate in a professional manner at all times. Representing AMP positively will create a good relationship with the vendor/agent that can develop in our favor over the years. Here are some tips for positive communication:Telephone Calls

· Always clearly state who you are and what school you are from.
· When leaving a message, state your number twice.
· Have questions pre-planned and written down.
· Have a general idea of when you want to book an event.
· Ask if the artist is coming through the area (routed dates generally reduce costs).
· Know basic information about our venues. 
· Ask about their needs and any expenses they may incur such as travel, meals, etc.
· Never say how much we have for an event first.  Instead, ask what the artist usually gets for colleges.
· Don’t be afraid to say, “No thanks, we are not interested.” Agents don’t like wasting their time.
· Be clear that you are only seeking information.


In Person (NACA)

· Speak up and make eye contact.
· Always clearly state who you are and what school you are from.
· Relate to them: Ask how they are enjoying the conference, where they are from, etc.
· If they mention an act we have had, make sure to tell them.
· Be polite and professional.  Don’t just ask for free stuff or make inside jokes with fellow students.
· Ask relevant questions: When will the artist be in our area, what does the artist do in their act, what type of price range?
· Never give them our contact information unless you are genuinely interested in the act.  Otherwise, we get harassed by agents who have nothing to offer us.
· Don’t be afraid to say, “No thanks, we are not interested.” Agents don’t like wasting their time.

The same general ideas apply to email as well. Professionalism and clarity are especially important in written communication. No matter the method you choose, be sure to keep the following points in mind: 
1. Never request or sign a contract
2. Never verbally commit to bring an act to campus
3. Never give out any personal contact information (with the exception of email, at your own discretion)


4

Publicity
Publicity Checklist and Timeline

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Indicate the date by which the following forms of publicity will be completed as well as who will do them, or list N/A if not applicable. If you are not utilizing a particular form of publicity, be prepared to discuss with your advisor why you’re choosing not to use it.

Deadline to complete      Person 
/date of publicity             completing
___________    _________  Flyer designed and ready for Advisor’s approval. Remember to include the   following on every flyer:
· Name of Event
· Description of Event
· AMP Logo
· Date (including day of the week)
· Time
· Location
· Cost
· Incentives (prizes, raffles, etc)
· Mention Facebook
· Mention co-sponsors
· 
___________    _________  Flyers in-hand and ready to distribute to committee (remember that the copy center is closed on weekends). Indicate quantity to be printed: ____________
___________    _________  Facebook Event
___________    _________  W&M Events Calendar
___________    _________  AMP Google Calendar
___________    _________  AMP Website
___________    _________  Student Happenings
___________    _________  Guerilla Marketing. Indicate what your plan entails: _________________________
___________    _________  Mini-/Pre-Events. Indicate what your plan entails: __________________________
___________    _________  CSU Stuffers
___________    _________  Listservs
___________    _________  Mobile
___________    _________  Large Sadler Poster
___________    _________  Tabling
___________    _________  Instagram and Snapchat
___________    _________  Twitter
___________    _________  Campus Center Banner
___________    _________  Sadler Center TVs
___________    _________  Newspaper Ads
___________    _________  Other. Indicate what your plan entails: __________________________________
Publicity
College Posting Policies


All AMP publicity must be in accordance with the College’s posting policies. 

The University Posting Policy reads as follows:

1. Recognized student organizations, departments and offices at the College, and members of the College community may place posters on kiosks, bulletin boards, and other specifically designated areas around campus. (Posters shall be defined as signs, advertisements, handbills, announcements, and other informational devices.)

2. Posters may be placed on campus bulletin boards with the following provisions:
· They may not exceed 14 inches by 22 inches in size.
· They must carry the name of the sponsoring organization and the date (week) of posting.
· Posters must be removed at the end of two weeks unless an extension is granted.
· No advertisements offering paid for research may be posted on campus. The College reserves the right to remove information posted in violation of this regulation.

3. Banners and signs in excess of 14 inches by 22 inches in size must be approved by the Director of the Office of Student Leadership Development prior to hanging and may be hung only in certain designated areas with the following provisions:
· They must carry the name of the sponsoring organization.
· Banners may be posted for no more than two weeks unless an extension has been granted by the Office of Student Leadership Development.
· Signs and banners which are hung near entryways must not obscure vision or entry, and should be securely fastened. Signs must be constructed of material that can withstand adverse weather conditions.

4. Banners, signs, or posters MAY NOT be posted or hung on trees, poles, walls, doors, windows, or fences without special permission. Unauthorized signs will be removed.

5. All signs, posters, and banners must conform to acceptable community standards and to any applicable laws such as permissible wording by the Alcohol Beverage Control Commission.

6. Handbills must conform to acceptable community standard and carry the sponsoring organizations name. They must be distributed only outside campus facilities unless an exception has been granted by the appropriate person in charge of the event or facility.



	Green Event Planning Checklist
[image: J0222020] Pre-Event Planning
 Check the AMP Office and cage for materials to reuse (especially plates/cutlery)
 Partner with other committees or organizations if materials can be shared
 Examine energy consumption and cut down where possible
 Reduce travel impact of vendors by partnering with neighboring schools and maximizing the use of carpooling
[image: J0222020] Publicity
 Utilize social networking by posting on Facebook, Twitter, and Instagram
 Limit the number of flyers
 Post flyers in high volume areas on campus (i.e. Swem, Sadler, Campus Center, and large academic buildings) 
 Print flyers using the discarded paper by the printers at Swem and the Sadler study room
[image: J0222020] At the Event
 Use compostable plates/cutlery or reusable silverware when possible
 Always make sure there is a recycling bin near your event (free to rent from Swem!)
 Unplug and turn off all electronics not in use
[image: J0222020] After the Event
 Take recycling from your event to the recycling bin
 If you have compostable waste from your event, empty it at the Landrum compost cone 
 Recycle old flyers/posters

Venues

You should strive to make every venue look as professional as possible for each event. Most locations are reserved through the Scheduling Office, although many are unavailable to book once the semester starts.  

Academic Classrooms
There are various academic classrooms that can be reserved through the Scheduling Office.  AMP sometimes has General Board meetings in classrooms and lecture halls. They also serve as a good back-up location if Commonwealth or other desired space is not available.

Phi Beta Kappa Memorial Hall (PBK) 
Phi Beta Kappa Memorial Hall is difficult to reserve since the Theatre Department hosts most of its productions here.  PBK can seat 763.  AMP uses this venue for comedians, speakers and medium size, low-key concerts. Andrews Hall is at the back of PBK and seats about 150. It can be used for small speakers and films. 

Chesapeake A, B, and C
These Sadler Center rooms vary in size and are separated by an air wall that the SC supervisor on duty can remove. When opened into one large room Chesapeake can hold up to 700 people.  It has wood floors, a screen on each end and no fixed seating. You have to request stage, tables and chairs from Rich Thompson several weeks in advance. AMP has hosted some medium size concerts and comedians in this venue. 

Commonwealth Auditorium
Commonwealth holds up to 450 people in stadium/theater style fixed seating.  To max out at 450 you will need to have chairs placed on the floor. Commonwealth is home to AMP’s monthly blockbuster films.  This is the place for smaller speakers and presentations. Sound is already installed; you just need to fill out the online form to have an AV tech there for the event. 

James, York and Colony Rooms
These three rooms are conference rooms in the Sadler Center.  They are great for meetings and can also be used as dressing rooms for the artists we have in Commonwealth, Chesapeake, Tidewater or Lodge 1. There is a square table in the center of each room as well as a projector and screen. You cannot change the setup of these rooms.
Lake Matoaka Amphitheater
The Matoaka Amphitheater will hold around 2,000 people (500 fixed seats).  This is a cool and unique venue, but you must have to have a rain location for any major contracted event at this location. There will need to be multiple security posts for any ticketed event.



Lodge 1
AMP hosts most of its smaller events in Lodge 1. The Lodge 1 capacity is around 170 with tables in place. Pay careful attention when nearing capacity. Always have a plan in place to limit people getting into to this easily accessible area. You can use a stamp for when people leave to go to the bathroom so that they can get back in once capacity is reached. Be sure to have signs that say “Event Full” to place outside. AMP hosts comedians, slam poets, Homebrew, karaoke and many themed and specialty events in Lodge 1. There is a larger sound system, nice stage and lights that can be reserved by contacting Robin at http://sadlercenter.wm.edu/AVRequests/.

Tidewater A and B
These two rooms can be used separately and will hold about 100 people each or up to 300 if you open the wall between to use both. These rooms are carpeted and have screens.  This is a great place for small films, lectures or low-key special events. You must request set up from Rich Thompson well in advance of the event date.

Trinkle Hall
Trinkle Hall is located on the main floor of the Campus Center. It is not as centrally located for students as the Sadler Center, but is one of the largest venues on campus and can hold over 800 people with no chairs. 

William and Mary Hall 
Used mainly for large-scale activities such as Commencement, major concerts and sporting events, W&M Hall is the most difficult venue on campus to reserve.  Most of the dates are reserved by Athletics. Capacity of the arena area is up to 8,500 people, depending on configuration. AMP can host a comedian, speaker or concert to one side of the hall and seat 4,500.  There are also many rooms for dressing rooms, catering and other meeting spaces at W&M Hall. It is expensive to rent and for lighting/sound, so it is used exclusively for our largest events.  
















Purchasing


Since we use university funding to pay for our entertainment and supplies, there are regulated means to purchase, pay, and acquire goods and services.  Here is a brief summary of ways to pay for your event.


Contracts
We pay for almost all service-related items, including entertainers, sound companies, and even caterers, via contracts. You need to go through a university employee to officially request a contract from anyone. There are two types of contracts: vendor issued and college issued.

	1. Vendor Issued Contract
Students cannot legally enter into a contract on behalf of the College. Your adviser will request the contract, attach our standard addendum and send it to the V.P. for Student Affairs for signature. This process can take up to 2 weeks. After the College makes changes and signs it, the contract must be sent back to the company to accept all the changes made and finalize the contract with their signature.  This can easily take another 2-4 weeks.  Once both parties have signed the contract and rider (requested items such as sound, hotel and hospitality), it can then be submitted for payment, which needs to happen at least 2 weeks before the event. It is important to note how extensive this timeline can be. We will issue a check for the act or company and given to them when their services are rendered.

2. College Issued Contract
The Office of Student Leadership Development has a simple, two-page contract that can quickly be signed.  This contract is usually used for local artists, entertainers, and companies.  Sometimes when there is a time crunch, a national company or entertainer will agree to accept this abbreviated contract, but not often.  This contract can be signed by both parties within 2 to 3 weeks, and sometimes sooner.

Invoices
Invoices are usually sent the day of or day after you have received a good. Invoices are for commodities (something you can physically hold in your hand). It is important to turn in an invoice as soon as you receive it. The state of Virginia has strict rules regarding a deadline to pay an invoice. To pay an invoice you simply turn it into your adviser with any necessary information including the vendor’s W-9 form and certification that the vendor does not accept credit card payments. Invoices typically take 30 days to process.  

Small Purchase Charge Card
The College issues a credit card to some employees to directly charge purchases, called a Small Purchase Charge Card, purchasing card, or “P-Card.” Brad has a P-Card for AMP and Erin will likely be getting one, too. If you want to purchase something online, at a store, or from a restaurant, talk to Brad to put it on the AMP credit card. You may need to arrange a time to go shopping with them, so make sure you plan ahead.

This is the preferred method for payments because it is the most cost-effective method for the College.

Reimbursements
Always try to use an invoice, contract or purchasing card to buy something when possible. If time is limited or you purchase something you cannot invoice/contract, then you will need to purchase the item yourself. Reimbursements can only be given to individuals, not organizations. As a state agency, the College cannot reimburse sales tax. You should always take a tax-exempt form with you when you shop and ask about tax exemption BEFORE making your purchase. Remember: to receive a reimbursement you must have an itemized receipt. The College has to see what specifically you purchased. Put your name, student ID number and mailing address on the receipt.  Please turn in all receipts within 30 days of purchase to Brad.  No receipt, no reimbursement. Things you cannot buy: alcohol, tobacco, firearms, office supplies, sexually explicit items and gift cards.

Security
The College of William and Mary has a contract with R.M.C. Events, who will send an invoice for payment. You do not have to pay at the event for security services. Remember all events with alcohol must have security. To hire security, talk to your adviser. 

Office Supplies
Markers, pens, tape and almost all other office supplies have to be ordered through Student Leadership Development. You cannot be reimbursed if you buy office supplies.  You can peruse catalogs in the Office of Student Leadership Development to figure out what you need. Please tell Brad what from page, the price and how many of something you would like to order.  If it is some kind of supply for the AMP Office, please write it down for the Executive Director so we don’t have everyone ordering the same thing. Items typically arrive in 1-2 days.

Copying and Printing
See page 21. 
AMP Funds 2016-2017


Sadler Center	Student Assembly	Late Nite	VP's Office	Additional Funding	90000.0	128500.0	35000.0	41500.0	5000.0	

EAC Allocations for 2016-2017

Concerts	Speakers	Comedians	Opening Weekend	Variety Act	Col. Concert	LDOC	Charter Day	65000.0	12500.0	12500.0	4000.0	1500.0	25000.0	4000.0	4000.0	
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