lllinois State University
Division of University Advancement
Employee Manual
Revision: July 2009

Dear University Advancement Employees:

Thank you for being a part of our division, which is responsible for managing the marketing and

communications functions of the University; building relationships with students, alumni, donors, current and
retired employees; securing pr i v adrpprationd gngfeundations;r o m
and managing the assets and procedures for the ISU Foundation.

Although the physically smallest of the vice presidential divisions on our campus, our work literally impacts
every single member of the University family. Scholarships are raised and distributed to students. Alumni are
kept connected to each other and the University. Materials to recruit students are created. Gifts are
receipted, and donors are thanked. Employees and retired employees are kept connected to each other and
the university. Funds are raised to support basic operating needs, purchase extremely technical laboratory
equipment, and support faculty/staff positions and development. Most important, hundreds of ISU students
benefit from scholarships endowed by generous benefactors.

Interestingly, our university was made possible not by State funding, but by acts of philanthropy. Even in the
absence of a philanthropic foundation (the lllinois State University Foundation was incorporated much later in
the 20™ century), donors who cared about the future contributed the cash and land from which ISNU was

built.

Today, it is the responsibility of our division to ensure that the bright future of lllinois State University is secure
today and beyond. | look forward to working with each of you to accomplish this goal.

This manual is intended to serve as a resource to all employees . . . to provide you with information on not
only your specific area of work, but to help you understand how we all work together. Success depends upon
both team and individual efforts from all staff.

Thank you for your contributions,

Dianne Ashby

Vice President for University Advancement
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Background/Introduction

Understanding the meaning of terms is important for staff members to effectively and efficiently carry out individual job
performances:
e Policy is defined as a statement that directs present and future decisions of Illinois State University, reflecting
the University’s gener al goal s. Policies are

e Procedure is defined as a series of steps following in a regular definite order that implements a policy or
accomplishes a specific task on a regular basis.

e Guideline is defined as a suggested course of action that implements a policy.

The online lllinois State University Policies, Procedures, and Guidelines Matwwalw.policy.ilstu.edu/) includes policies,
procedures and guidelines that apply to the entire University. All policies require approval by the President prior to
implementation and/or inclusion in the manual. Procedures and guidelines require approval by the President, or a Vice
President as designated by the President, prior to implementation and/or inclusion.

This document is intended to provide a brief overview of both the University as well as the division of University
Advancement. It should not be used as a sole training tool for new employees but rather should supplement
individualized training all supervisors provide their new employees.

As lllinois State University and State of lllinois employees, University Advancement staff are expected to follow all state
and university rules, policies, procedures, and guidelines. This manual was developed as a long-term staff resource to
assist in following these; the manual should be referenced for quick answers or to direct staff to the appropriate
resource for additional information.

In addition, staff will find information specific to University Advancement to aid them in fulfilling their roles within the
division.

Each employee is also responsible for knowing how to access resources that may be necessary or helpful to them in their
work and personal lives: University Police, University online calendar, Human Resources, etc.

In addition, University Advancement employees who work at the Alumni Center must familiarize themselves with the

information about the division contained in this manual and with information contained in the Alumni Center operations
manual.
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Vice President for University Advancement and Executive Director of the lllinois State University Foundation

University Advancement Organizational Structure
Revised 5/27/08

Office Manager

Alumni Relations

Executive Director of Alumni Relations

Director

Director

Director

Director

Assistant Director

Special Events Coordinator
Office Manager

Staff Clerk

Office Support Specialist

Development-Fundraising

Executive Director of Development

Assistant Director of Annual Fund

Director of Development (College of Education/Lab Schools)

Director of Development (Chicago Area)

Director of Corporate and Foundation Relations

Director of Development (College of Business)

Director of Development (Mennonite College of Nursing)

Director of Development (College of Arts and Sciences)

Director of Development (College of Applied Science and Technology)

Director of Development (College of Fine Arts)

Development Associate

Development Associate

Staff Clerk

Office Manager of Chicago Foundation Office

Note: Other University fundraising staff with direct reporting lines to other units
Director of Development (WGLT)
Director of Development (Athletics)

Donor and Information Services

Executive Director of Donor and Information Services

Director of Stewardship
Supervisor Gift Entry and Donor Services
Chief Clerk
Chief Clerk
Clerk
Manager of Database Operations and Systems Support
Procedure/Systems Analyst ||
Chief Clerk
Associate Director of Research
Associate Director of Technology and Systems Integration
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Office Manager

lllinois State University Foundation

Director, Foundation Business Affairs
Foundation/ UA Receptionist
Financial Coordinator - accountant
Accounting Tech —accounts payable
Executive Director of Ewing Properties
Associate Director, Business Affairs (Alumni Center facility manager)
Alumni Center Receptionist

Internal Campaigns

Executive Director

University Marketing and Communications

Executive Director
Assistant Director — Licensing
Assistant Director/Editor Alumni Magazine
Business Office Manager
Communication Specialist
Copy editor/writer
Director of Printing Services
Press Technician I
Press Technician Il
Staff Clerk
Pre-Press Technician IlI
Printing Production Coordinator
Bindery Worker Il
Printing Estimator
Printing Production Coordinator
Press Technician I
Bindery Worker Il
Pre-Press Technician Il
Offset Printing Supervisor |
Copy Center Operator Il (Old Union Rapid Print)
Route Driver
Graphic Designers
Photographer
Video Specialist
Staff Clerk
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University Advancement Staff Directory
(Internal use only)

For current list, access from P drive:

P:\UA Staff Lists/UA Staff Phone#_internal use only
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University and University Advancement Policies, Procedures, and Guidelines

Academic Calendar www.calendar.ilstu.edu/additional calendars/academic calendar.shtml

The University’'s academic calendar is available for t
The calendar includes the start and end dates for summer, fall and spring semesters as well as

scheduled breaks from classes and commencements.

Accounting, Foundation https://agresso.sys.ilstu.edu/AgressoProd/system/Login.aspx

Financial accounting for Illinois State University Foundation is handled by an Agress@accounting system which is
independent from the University accounting system. Access to the Foundation system is granted by the Director of
Foundation Business Affairs on a need-to-know basis. Foundation financial records are maintained according to
generally accepted accounting principles (GAAP) and are audited annually by an independent external audit firm.

Alumni News (electronic newsletter) www.alumni.ilstu.edu/news/enewsletter/

A monthly electronic newsletter is distributed to alumni with a valid e-mail address on file the last
Monday of every month. The newsletter is published by the Media Relations office.

Suggestions or story ideas can be made to either the Alumni Relations or Media Relations staff.

Annual Closure/Holiday Calendar www.vpfp.ilstu.edu/calendars/index.shtml
Holidays and other scheduled University closures can be found on the Vice President for Finance and
Planning web pages.

Benefits www.hr.ilstu.edu/benefits/
The University offers a comprehensive benefit package to employees. The Human Resources web pages
provide complete details.

Blast E-mail Messages

The Donor and Information Services staff coordinates a process to send blast e-mails to alumni, retirees, and friends
with e-mail addresses on record in the ONE alumni and development database. Contact the Manager of Database
Operations and System Support for information and training on this process.

Compensatory Time/Overtime

A/PStaff—-The State Officials and Empl &yxhedilssapplinadle t&fullfiinec s Ac t
faculty and staff assume a minimum schedule of 37.5 hours of work per week. (Part-time schedules are assigned

accordingly.) Some employees (i.e. faculty, professional, administrative) are exempt from the Fair Labor Standards Act

(FLSA) and are required to work beyond the minimum 37.5 hour standard work week in order to fulfill their duties and

to maintain operations of the University."’”

Civil Service Staff — Guidelines for use of Overtime/Compensatory time for non-exempt Civil Service staff are stipulated
in the current AFSCME union contract: www.hr.ilstu.edu/downloads/Labor Contract AFSCME3236.pdf

Contact information

Uni versity advancement staff should record all subst:
database, ONE. Contact reports should be filedintheUniver si t y’ s shared database with
contact.
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Crisis Situations 438-8631 or 911

Each unit within University Advancement is responsible for providing specific information to staff regarding weather-
related, fire, and hostile visitor situations in order to ensure a safe working environment for all employees and office
visitors.

Campus Police should be called forimmediate assistance if necessary. 438-8631.

Customer Service

A “customer i s defi ned asnfanmtyon ippersos, dare-mail broy tedeghenk @ wha s s i ¢
is someone connected to the University as a student, alumnus, donor, employee or retiree. Our customers can range

from a colleague from the division who needs information to a prospective donor who contacts the University for

information. All customers must be treated with courtesy and respect. In the event that the outcome of a situation

with a customer results in obvious dissatisfaction on the part of the customer or the staff, it is the responsibility of the

staff to provide the details of the encounter to his/her supervisor as soon is reasonably possible.

Confidentiality www.policy.ilstu.edu/conduct/1-1-10.shtml
Access to confidential employee, student, alumni, and donor data and records requires that all UA employees, including
student assistants and graduate assistants, abide by

these policies on the part of any student employee may result in the immediate termination of employment. Violation
of any aspect of these policies on the part of A/P or Civil Service staff can /will be reflected in performance appraisals.

Information about alumni, friends, and donors is maintained by University Advancement Development, Donor and
Information Services department. Confidential information is collected and maintained for the purpose of furthering the
fundraising operations of these entities.
Confidential information is described by, but not limited to, the following general classes:
e Name, address, telephone number or university identification number (UID);
¢ Information about members, prospects and donors gathered to aid in determining appropriateness of
solicitation and level of membership or gift request;
e Specific data in prospect lists that would identify prospects to be solicited, dollar amounts to be requested, and
name of solicitor;
e Portions of solicitation letters and proposals that identify the prospect being solicited and the dollar amount
being requested;
e Letters, pledge cards, copies of checks and other responses received from members or donors regarding
memberships, or prospective gifts in response to solicitations;
e Portions of thank-you letters or gift acknowledgment communications that would identify the name of the
donor and the specific amount of the gift, pledge, or pledge payment;
e Donor's financial or estate planning information, endowment agreements, or portions of memoranda, letters,
interview notes, or other documents about any donor's financial circumstances; and
e Data detailing gifts, payment schedule of gifts, form of gifts, and specific gift amounts made by donors.

Contract Authority

The only University Advancement staff member who has the authority to sign any contracts representing lllinois State
University is the Vice President. This includes hotel/restaurant/event facilities for all off-campus venues, ticket
purchases for events, etc.
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Donor and Alumni Database -- ISU ONE https://www.advance.ilstu.edu/one/

Alumni, retiree, donor, and friend records are maintained by the Donor and Information Services staff in the ONE
database. Appropriate log-on information for access as well as training on use of the system may be acquired by
contacting the Executive Director of Donor and Information Services.

Dress Code (A/P and Civil Service Staff)
University Advancement staff dress must be professional unless there are extenuating circumstances or activities
(approved in advance by Executive Director of unit or Vice President). Inappropriate professional dress includes:

e Flip flops (foam or plastic)

e Halter or strapless shirts

e Shirts with spaghetti straps

e Exposed midriffs

e Shorts

e Jeans

e lLogo-wear, other than lllinois State University
Predetermined dates designated as casual days
Director and/or Vice President’ &pproval. Jeans need to be neat, without holes, rips, tears. lllinois State University
logo-wear is appropriate and encouraged on designated casual days.

al | o\

Dress Code (Graduate Assistants and Student Assistants)

All Student Assistants will be provided approved, lllinois State University and/or University Advancement logo-wear
which are required to be worn during working hours. The exceptions to this are situations where graduate assistants or
student assistants are representing the division at public events/meetings and the event manager may designate other
suitable clothing. Students who report to work in unacceptable attire will be excused from working until appropriately
dressed.

Educating lllinois 2003-2010 www.educatingillinois.ilstu.edu/

Educating Il linoisstsatkebhinopbaBtatwbhi Uhi vacerppliates
val ues. The plan as wel |l as additional information i
the web site.

E-News

The Vice President publishes a monthly electronic newsletter for all University Advancement employees. Unit managers
submit copy describing their accomplishments, news, and challenges.

Enrollment in a Course During the Workday

Illinois State University and University Advancement value professional and personal development. Employees who
request enrollment in a course scheduled during the work day must complete a PERS921 form:
www.hr.ilstu.edu/downloads/PERS921.pdf. Guidelines for approval for release time are indicated on the PERS921.

Ethics Training www.diversity.ilstu.edu/ethics/

Each lllinois State University employee, including student assistants and graduate assistants, is required to complete

annual ethics training pursuant to the State Officials and Employees Ethics Act (SOEEA). Each new employee and those
returning from approved | eaves (medical, workerkdn cor
six (6) months of their first date of employment or return from leave. The annual campus-wide training period is held in

the fall, and is coordinated by the Office for Diversity and Affirmative Action.
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Evacuation Plan

An evacuation plan for each unit/office is on file within that office and should be covered during employee orientation.
All staff housed in the Alumni Center should be familiar with all emergency procedures in the case of a building
evacuation in order to assist guests in the building.

Facilities Owned by the ISU Foundation
See pages 28 and 29 of this manual.

Family and Medical Leave Act (FMLA)
www.hr.ilstu.edu/downloads/Benefits WEB FMLA Employee.pdf

www.hr.ilstu.edu/downloads/Benefits WEB FMLA Family.pdf
The above Web sites as well as the Human Resources office are resources for the availability and requirements of FMLA.

Fiscal Management = www.comptroller.ilstu.edu/faculty/datatel/

The University General Revenue and Agency accounting functions are handled through Datatel, the online, University-
wide system. Training and a Help Desk are available for staff that uses this service to pay bills, balance accounts, or
other related accounting functions.

Fleet Vehicles www.facilities.ilstu.edu/campus/vehicles/

The Uni ver sSénticas departnreat bak a fléet of c&rsgvans that are available for faculty and staff use for
University business. Registration in an online system is necessary to reserve vehicles. Advance reservations are
required.

Fraud

ISU and ISU Foundation both have policies in place to prevent, detect, and investigate fraud within their organizations.
Those policies cover fraud, or suspected fraud, involving any employee of Illinois State University, as well as consultants,
vendors, contractors, outside agencies doing business with employees of such agencies, and any other parties with a
business relationship with the University or the ISU Foundation. Fraud is generally defined as the intentional, false
representation or concealment of a material fact for the purpose of inducing another to act upon it to the injury of the
organization.

Graphic Identity Standards www.lllinoisState.edu/ide ntity

University Marketing and Communications leads a campus-wide committee to develop editorial and visual. These
standards help UMC effectively manage the University’
images are presented thoughtfully and consistently. With guidelines in place, University Advancement can better lead

the University in presenting an image of quality to prospective students, donors, alumni, and others, whether

communicating via print, Web, e-mail, licensed products, or signage.

Gladly We Give www.illinoisstate.edu/gladlywegive
This annual solicitation encourages faculty/staff/retirees to support their campus passions with a gift to the ISU
Foundation every year.

Homecoming www.alumni.ilstu.edu/homecoming/

One of the longest traditions on the campus of lllinois State University is its annual fall Homecoming celebration.

Although centrally coordinated by the Alumni Relations staff, Homecoming is a campus-wide effort. A Steering

Committee includes representatives from several areas and meetsyear-r ound t o pl an and evalu
UA staff is encouraged to participate in events, volunteer as needed, and enjoy the Redbird spirit.
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iCampus www.icampus.ilstu.edu/index.jsp
iCampus is a Web Portal that can be used in a variety of ways to manage your lllinois State University transactions,
including checking the balance available on your Redbird identification card.

iPeople Project http://www.ipeople.ilstu.edu
iPeople stands for Human Resources Information System. It is the implementation of several cohesive systems that will
manage all aspects of human resources (Faculty, Staff, and Student Workers) at lllinois State University.

lllinois State Alumni Magazine www.alumni.ilstu.edu/news/magazine.shtml

This quarterly publication is mailed to all alumni with a valid address on file and distributed via campus mail to all faculty
and staff. The executive director of Alumni Relations serves as the publisher and the assistant director of University
Marketing and Communication as the editor. Publication dates are August, November, February, and May. A two to
three month lead time is required.

Long Distance On-Campus Access

Business-related long distance phone calls are made by using unique long distance access codes. Personal long-distance
calls may not be made from University phones. In emergency situations when a cell phone or calling card are not
available, a $25 fee plus the charge for the call will be assessed the staff member.

Microsoft Outlook

Campus uses Microsoft Outlook for its e-mail and calendaring. All University Advancement staff that uses a computer as
a routine part of their daily work is required to use Microsoft Outlook calendaring; updates must be made on a daily
basis. Staff who wish to use other appointment/calendaring systems must still keep their Outlook calendar updated to
allow efficient scheduling by colleagues within UA and across campus.

Meeting Rooms

Each suite of UA offices in the Alumni Center (Vice President/Development, Donor and Information Services, Alumni
Relations, and University Marketing and Communications) has a meeting room available for staff use. Advance
scheduling of these rooms is strongly recommehase ed,
meeting rooms is managed and controlled by the individual office. Larger conference rooms in the Alumni Center must
be booked through the Conferencing Services staff (438-2403).

Other campus offices have meetings rooms that can be scheduled:
Hovey 302, Vice President of Finance and Planning
Hovey 209, Vice President of Finance and Planning
O Daffer Conference Room/ Redbird Arena, At hl et i
Stevenson 141, Dean of College of Arts and Sciences (will be off line for building renovations)

College of Business BuildingConf er ence Room, Coll ege of Business
DeGar mo 551, Coll ege of Educati on Dean’'s Office

The Spotlight Room in the Bone Student Center is also available for no charge. However, note that no outside food or
beverages, with the exception of what an individual brings for his/her own consumption may be brought into this room
for meetings.

Meetings for UA Staff
Annual division-wide meetings are held for all University Advancement staff to share information, build team spirit, and
recognize/honor employees. An annual state of the division address is held each year, a picnic is held in the summer,
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the chili cook-off is held the start of the spring semester, and periodic business-related or professional development
sessions are planned. In addition, the Leadership Team (including the vice president, executive directors of all areas,
director of Foundation Business Affairs, and vice
meetings are held within each area, as are meetings between different offices as needed.

New Employee Orientation

During the first month of employment, each new employee should receive a structured orientation to the Division of
University Advancement (UA). An Orientation Checklist has been developed to assist the supervisor and new employee
in achieving a comprehensive and meaningful orientation. While many of the recommended activities on the checklist
are self-directed, it is the supervisor's responsibility to guide the new employee through the process and to offer
assistance and complementary information, particularly relatedtounits peci fi ¢ aspects of

News Media Requests for Information

Because UA has a customer-service/community outreach mission, contact with the news media is a common
occurrence. Most local and regional reporters are familiar the Media Relations office and will call there first for
information regarding University matters. However, from time to time, staff members within other UA units may be
contacted by reporters seeking information. These calls should be directed to the Media Relations office at 438-5631.

Office and Building Keys www.facilities.ilstu.edu/campus/building _keys.shtml

Keys and traditional locks are the most prevalent form of building/office security available on campus. Keys must be
requested through the Facilities Management Customer Service Center by calling (309) 438-5611 and in some instances
must receive approval from a department head and/or executive director of Facilities Management. To review the
University's Policy on keys please visit the University Key policy online.

Office and Furniture Moves

Moving offices or furniture requires the approval of the unit Director/Executive Director and the Vice President. As
needed, relocation of staff must be coordinated with Facilities Management, Telecommunication, and AlS (Systems
Support) offices. Moving of staff who are housed in the Alumni Center must first be coordinated with the building
manager/Associate Director of Foundation Business Affairs. Moving furniture, painting, construction, and other skilled
labor jobs are managed by union contracts and require coordination through the responsible campus units.

Payroll Deduct
Employees may have automatic withdrawals from their paychecks for contributions to the ISU Foundation. Contact the
Internal Campaigns staff at 438-2592 for more information.

Professional Memberships

Several discipline-specific professional organizations offer benefits to staff. Participation in these organizations as well
as professional development opportunities should be discussed by each unit manager with appropriate staff.
Institutional membership is held in the Council for Advancement and Support of Education (CASE). Resources and
services are available online through the CASE headquarters site at www.case.org or the CASE District V site at
www.casefive.org.

Publicity
e Alumni Center (electronic message centers, if available)
e lllinois State Report www.mediarelations.ilstu.edu/report/
Submissions and announcements of upcoming events can be given to the Media Relations staff. The deadline is
Tuesday noon f or eRuldidationmsehelle’s e alferedduringdbraaksiin oha academic
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calendar (Thanksgiving, semester, spring, and summer). Staff are encouraged to also submit information on
their professional accomplishments for inclusion in the Faculty/Staff Accomplishments issues of Report.
University Calendar www.calendar.ilstu.edu/

With the exception of invitation only events, all University Advancement public events should be posted on the
University Calendar as soon as the dates are confirmed. Even if limited details are available, posting the date on
this calendar as soon as scheduled will prevent overlap of major events from other areas of campus. In addition,
this calendar then becomes a valuable resource for the entire campus.

University Advancement Web Site www.universityadvancement.ilstu.edu/

Each unit currently has responsibility for maintaining and updating its web pages.
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Purchasing www.comptroller.ilstu.edu/faculty/purchasing/
Illinois State University policies regarding bidding follow the current State of lllinois Procurement Code and the Joint
Committee on Administrative Rules for State Systems Universities. The Purchasing Office is honor bound to maintain the
spirit of competitive bidding and the integrity of the bidding process whenever possible. Sealed bids for purchases made
with General Revenue or Agency funds are required as outlined:

e 520,000 or more for Professional & Artistic contracts - this includes consultants and speakers.

e 550,000 or more for Equipment, Commodities, and services other than Professional and Artistic.

e $70,000 or more for Construction
A requisition is an online form in Datatel (REQM) used for the acquisition for goods or services. A requisition must be
used when a signature is required, when on-campus labor is required, or when the needed goods or services total more
than $2500. (Exceptions to this are listed in http://www.comptroller.ilstu.edu/faculty/purchasing/directorders.shtml).

Purchases paid from Foundation accounts are not subject to the State requirement and Procurement Code.

Search, Selection, and Hiring Procedures www.hr.ilstu.edu/

All procedures related to Administrative/Professional and Civil Service staff search, selection, and hiring procedures are
conducted in accordance with University policies and procedures. Vice Presidential approval is required before

beginning the process to fill any A/P or Civil Service vacancies. Unit administrators must also consult with the Vice

President regarding screening committees, position classification and salary range, andtheVi ce Pr esi dent '
interview process. All costs associated with hiring including advertising/posting of position, candidates travel expenses,

and moving expenses are the responsibility of the hiring unit and are not paid by the central UA office.

Separation www.hr.ilstu.edu/downloads/employee separation checklist.pdf

Separations can and may include employee voluntary separations, retirements, or University and Department-driven
separations. Any time an employee leaves the University please refer to the Human Resources Employee Leave
Checklist, found on their web site, to ensure that both the manager and the employee have completed each
recommended step of the separation process.

Staff Evaluations www.hr.ilstu.edu/managers_toolkit//appraisals_evaluations/

All civil service and A/P staff deserve an annual review or performance appraisals. University guidelines have
established systems in place to ensure timely completion of these. All administrative/professional staff should have
performance appraisals completed by their immediate supervisors in the Spring Semester. The traditional deadline for
completion of these has been April 1. Civil Service employee reviews are typically based on their start date for their
current positions. Managers who wish to conduct all civil service reviews at the same time of year may designate the
month to complete this with the Human Resources office.

State Records Retention and Management
The State Records Act mandates a process for the retention of paper and electronic files. Each University Advancement
unit has developed a plan for the retention and disposal of its records.

Technology = www.sys.ilstu.edu/

The staff of Systems Support, a division of Administrative Information Systems (AIS), serves as the technology service
and resource for all University Advancement staff. System Support offices are located on the second floor of Julian Hall
and include a small conference room equipped for online presentations. In addition to daily computing needs, check-
out equipment is available. For assistance please call Systems Support at 438-5740. All University Advancement staff are
required to follow University appropriate use policies and should sign an agreement as part of the new employee
orientation. In addition, staff who take any computer equipment off campus need to annually sign an additional form.
(SEE References and Resources section of manual.)
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Time Away from Work www.hr.ilstu.edu/benefits/leaves/
Specific information on the various types of leave, including sick, vacation, educational, disability, military, bereavement,
religious observances, FMLA, etc. are available on the Human Resources web pages.

Travel www.comptroller.ilstu.edu/faculty/travel/index.shtml
Arrangements for out of state as well as instate tr a\
Hotels, air or Amtrak transportation, and rental cars can be arranged. Reimbursement policies are also provided.

Reimbursement for travel expenses paid with Foundation funds can vary from University policies.

Unions www.hr.ilstu.edu/current/union_contracts.shtml

Approximately 1,300 of the University’s 3,000+ empl o)
Resources is responsible for negotiating and administering all labor contracts. If you have questions regarding the

interpretation of labor contracts, please contact the Human Resources. A summary of the collective bargaining units,

which can be found on the Website above, provides a list of the contracts the University currently has in place.

Wellness Participation www.wellness.ilstu.edu/

The University Wellness program offers a variety of activities to promote and enforce the various aspects of an
empl oyee’ s pfessioablimes In additionl eagh unit should have a staff member designated as its
Wellness Ambassador, who shares information with all employees.

Whistle Blower Protection www.ethics.ilstu.edu/complaints/whistleblower.shtml

In 1987 the Illinois General Assembly enacted the Whistle Blower Protection Act, 5 ILCS 395/0.01, et seq.,

which protects the anonymity of any employee of any Constitutional Officer of this State who discloses information
which the employee C reasonably believes evidences (1) a violation of any law, rule, or regulation, or (2)
mismanagement, a gross waste of funds, abuse of authority, or a substantial and specific danger to the public health or
safety.

Work Space/Offices

In order to establish and maintain a professional environment, personal items in individual work areas and offices should
accent and not dominate the space. Diplomas or awards from institutions other than lllinois State University are the
only acceptable college/university emblems or symbols.
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lllinois State University
Alumni Relations
University Advancement Employee Manual
for
Alumni Relations

Purpose and/or Mission Statement of Department/Unit

Alumni Relations Mission
To engage alumni and students in order to strengthen relationships, foster involvement and encourage philanthropic
support in support of the University.

Alumni Association Mission

To support the University through the knowledge, skills, financial resources, and loyalty of its alumni; to communicate

and interpret the University’'s goals and achievement ¢
former students and friends.

http://www.advancement.ilstu.edu/alumni_association/constitution.shtml

Who are lllinois State University alumni?

As the first public university in the state, Illinois State University has many thousands of graduates located in all fifty
states and around the globe. The University and Alumni Association define alumni as individuals who have graduated
from lllinois State, or by virtue of their attendance for some period of time, wish to be affiliated via the alumni
association. Data about lllinois State University alumni are maintained in the University Advancement database called
ONE. See other sections of this manual for accessing and maintaining the confidentiality of these alumni records.

Illinois State boasts talented graduates in many fields and professions. Notable alumni are highlighted on the website
and recognized through the Alumni Association Awards program.

http://www.advancement.ilstu.edu/alumni association/notable/
http://www.advancement.ilstu.edu/alumni association/awards/

Who can be a member of the ISU Alumni Association?

Membership in the alumni association is automatically granted to all graduates of lllinois State University. No
membership fees or other dues are required. In addition, attendees of the University may choose to affiliate with the
alumni association and will be recognized as members at their request.
http://www.advancement.ilstu.edu/alumni_association/constitution.shtmil

What is the relationship between Alumni Relations and the Alumni Association?

The Illinois State University Alumni Association is an extension of the University Foundation —it does not hold separate
501c3 status. Professional staff members in Alumni Relations work with 26 volunteer leaders on the Alumni Association
Board of Directors to coordinate programs and services for alumni. The Alumni Association Board of Directors does not
have managerial or fiscal responsibility oversight, but instead, provides expert assistance and volunteer support for the
alumni staff.

http://www.advancement.ilstu.edu/alumni_association/board directors.shtml
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Brief Description of Basic Department/Unit Functions

How does lllinois State University communicate with its alumni?
Alumni Relations coordinates a number of forms of communication with alumni. These include programs and events;
Illinois Statea quarterly alumni magazine; a monthly e-newsletter; e-mails; a website; online networking via the

website; and online soci al net working through Reggi e

In addition, colleges and departments across campus communicate with their alumni through program-specific
newsletters, events, letters, and other gatherings. Alumni Relations staff members are responsible for collaborating
with colleges and departments to make these various forms of communication as seamless and accessible as possible.
http://www.advancement.ilstu.edu/news/enewsletter/

What types of events and programs are offered to alumni?

Alumni Relations, in collaboration with the Alumni Association and many other units on campus offers a wide range of
events and programs for our alumni in lllinois and across the United States. In addition, special programming is provided
for students through the Student Alumni Council and in partnership with other units in Student Affairs. A complete
calendar of these events is maintained within Outlook and on the University calendar via the web.
http://www.advancement.ilstu.edu/involved/events.asp

TheUniver sity’'s Homecoming celebration is coor di-longseresd
of events for students, alumni, faculty, staff, and members of the surrounding communities are available online. Recap

videos of the previousyear ' s cel ebration can al so be accessed on
http://www.illinoisstatehomecoming.com/

What other special programs are offered to alumni?
[llinois State alumni have access to the following services through Alumni Relations:
e Access to the alumni center

e An affinity credit card
e Insurance
e Special lllinois State merchandise
e Anonline directory
e Assistance in locating friends
e Verification of alumni status for subscribers to Farmers Insurance
e And much more
http://www.advancement.ilstu.edu/services/

Brief Description of General Office Practices/Procedures/Protocols

How are alumni events planned and coordinated?

Our goal is to create high-quality events and programs for alumni that showcase lllinois State, highlighting our
outstanding programs, students, faculty, and alumni. All staff members use a common set of tools or protocols for
planning and coordinating alumni events —the events toolkit. The toolkit contains templates for talking points,
marketing, budgets, and common steps to work through in carrying out all aspects of events. The toolkit is available in
the division s shared folder

Page 18

by

t

h


http://www.advancement.ilstu.edu/news/enewsletter/
http://www.advancement.ilstu.edu/involved/events.asp
http://www.illinoisstatehomecoming.com/
http://www.advancement.ilstu.edu/services/

In addition, data pertaining to alumni events are maintained in the ONE database Events Module. Each event is assigned
a unique identifier and all registration data are recorded within the module. These procedures, managed by the alumni
events registrar, ensure real-time synchronization between alumni event participant data and the master ONE database.

What items are available to promote lllinois State University at alumni events?

Alumni Relations maintains a supply of giveaway items for use at alumni events and programs. These include Redbird
pins, pens, pencils, travel mugs, portfolios, promotional DVDs, and other printed pieces. Promotional items are often
used as decorations at events and occasionally given as door prizes. In addition, there are a range of table covers, signs,
and banners specifically to create an Illinois State look and feel at all alumni events. Promotional and display items are
to be requested from the alumni events registrar.

What is the attire for office work, events, and university functions?

Alumni Relations staff members follow the dress code for the division by wearing business professional dress during the
work week and while they are in the office. Given their visibility and unique role as ambassadors for the University, staff
members in Alumni Relations are encouraged to wear school colors, especially on Fridays! Attire for university functions
and alumni events will vary widely, depending on the location and type of activity. For casual, outdoor or athletics-
related events, staff members typically wear casual slacks and school colors in the form of a polo shirt, or t-shirt
promoting the event or function. For many evening, fine arts-related, or other university events, business professional
attire is appropriate. All staff members are provided with permanent name badges —these are to be worn at all alumni
functions in order to make ourselves visible and accessible.

How are travel arrangements made when staff members are at off-site alumni events?

For in-state travel, alumni staff members typically use a university fleet car/mini-van or Amtrak train service to get
to/from events and meetings held off campus. For out-of-state travel, airline and hotel reservations are coordinated
with Suzi Davis Travel—t h e Uni ver si t yel Anunibersf Oniversityeregflations arid stadepolicies
determine staff travel and reimbursement. For complete details, visit the lllinois State University travel website.

As part of their travel, Alumni Relations staff members regularly transport equipment for hosting functions including
signage, promotional items, table decorations, computers and projection equipment, and more. Wheeled carts are
provided for both loading and unloading University vehicles. Supplies may also be shipped to event locations not
within driving distance.

Alumni Relations staff members also frequently travel with alumni volunteers, students, and faculty/staff members.
These individuals are invited on an event-by-event basis to speak at or assist in hosting alumni functions. Staff members
may have some responsibility for hosting these volunteers by coordinating schedules, transportation, meals, and
lodging.

How can alumni staff members become familiar with lllinois State University history?

Alumni Relations staff members, by virtue of their very public role and regular interaction with alumni, have a special
responsibility to become familiar with University history. Facts and information about lllinois State are available through
DVDs, books, the lllinois Statealumni magazine, and online.

www.library.ilstu.edu/page/625

www.illinoisstate.edu/home/oral history/

http://www.advancement.ilstu.edu/news/

Page 19


http://www.library.ilstu.edu/page/625
http://www.illinoisstate.edu/home/oral_history/
http://www.advancement.ilstu.edu/news/

Budget/Fiscal/Financial Information

Funding Sources
Sources for the Alumni Relations budget are outlined below.
e GeneralRevenue—St at e moni es al | oc atbeaeddeting fracessdrgusedto pagstafni ver

salaries, travel, postage, printing, office supplies, and other expenses associated with alumni programming.
These monies must be expended each year as they cannot be carried over to new fiscal years.

e Foundation —Monies allocated through the lllinois State University Foundation support a variety of alumni
functions including production of the lllinois Statealumni magazine, scholarships, and other expenses associated
with alumni programming. These monies can be carried over from year to year within certain limits as set by
individual foundation accounts.

e Agency —Monies collected from certain affinity programs (e.g. alumni insurance) and registration/ticket fees for
alumni events are allocated to specific agency accounts. These monies are used to fund expenses associated
with alumni programming, and within University guidelines, may be carried over to subsequent fiscal years.

Budgeting Cycle/Procedures

Alumni Relations staff complete strategic work plans annually designed to further the aims of University Advancement
and our mission. The yearly budgeting process begins in the late fall and early spring months of each academic year,
referencing the annual work plan for priorities and planned expenditures.

Department/Unit Organization Chart with Brief Job Functions for Each Position

Executive Director

Responsibilities include management of Alumni Relations, including the organization and implementation of programs
and services. Facilitates and coordinates the activities for the Alumni Association Board of Directors; and serves as the
staff liaison to the Board Development, Executive, and Presidents Roundtable Committees; as publisher of lllinois State
Alumni Magazine; and manages international alumni networks.

Director
Responsibilities include coordination of regional events, geographic networks and affinity networks, and outreach in the
Chicago and Milwaukee areas. Serves as staff liaison to Networks Committee for the Alumni Association.

Director

Responsibilities include coordination of regional eV
Homecoming celebration. Serves as the staff liaison to the Alumni Association Awards and Half Century Club

Committees.

Director
Responsibilities include coordination of regional events, networks, and affinity groups in lllinois outside Chicago, as well
as the University’'s Homecoming celebration. Serves

for the Alumni Association.

Director

Responsibilities include management and maintenance of Alumni Association Web Site and virtual relationships with
alumni including social networking sites and e-mail forwarding. Coordinates content for alumni publications including
the lllinois Statealumni magazine and e-newsletter. Manages vendor contracts. Serves as the staff liaison to E-
Communications and Homecoming Committees for the Alumni Association.
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Assistant Director

Responsibilities include student and young alumni outreach and advisement of the Student Alumni Council. Serves as
the liaison for Commencement, Preview and Passages programs and coordinates the Career Mentoring program.
Coordinates Homecoming and special interest group reunions. Serves as the staff liaison to the Alumni Association
Scholarship Committee.

Office Manager

Serves as the office manager for Alumni Relations. Responsibilities include coordinating support functions for the Alumni
Association Board of Directors and assisting the executive director and directors with event plans, correspondence,
meeting details, and travel arrangements. Coordinates the Homecoming 5K run.

Office Support Specialist

Serves as the as alumni events registrar including maintaining reservation lists for approximately 100 events each
year. Manages alumni promotional items. Serves as support for directors with correspondence, meeting details, and
travel arrangements.

Staff Clerk
Serves as bookkeeper and financial analyst for Alumni Relations. Coordinates the Find-a-Friend service for alumni. Serves
as support for directors with correspondence, meeting details, and travel arrangements.

http://www.advancement.ilstu.edu/alumni_association/alumni_staff.shtml

Basic Contact Information for Department/Unit Office
On Campus ¢ Alumni Center
Campus Mail Box: 3100

Campus Phone Numbers: (309) 438-2586 or (800) 366-4478
Office Fax Number: (309) 438-8057

Office Location: Suite 120, Alumni Center, 1101 N. Main Street

In Chicago

Mailing Address: 150 N. Michigan Avenue, Suite 1590, Chicago, IL 60601-7524
Campus Phone Numbers: (312) 251-3500 or (866) 366-4478
Office Fax Number: (312) 251-3181

Website: www.alumni.ilstu.edu

E-mail for staff in either office: isualum@IllinoisState.edu
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lllinois State University
University Advancement Employee Manual
for
Development

Purpose

To identify, qualify, cultivate, solicit and steward donors and prospective donors to lllinois State University. Alumni
constitute a | arge portion of 0 U faculty) stdff wegirees, students, Biends,a t a b «
foundation and corporate partners in securing gifts to lllinois State University.

All fundraising for Illinois State University, its schools, departments, programs, and student organizations should be
approved by the Vice President of University Advancement in order to avoid duplication and multiple requests to

donors.

Brief Description of Development Functions

The centralized Development Office focuses on three fundraising areas:

Annual Fund (includes the Telefund) — The Annual Fund has raised more than $1 million in pledges each year from
thousands of alumni and friends. Annual contributions are an important source of operational revenue to maintain
academic excellence, including scholarships, student and faculty research, faculty and staff professional development,
facilities and equipment upgrades, and special projects. The Telefund is the term that applies to the phonathon
program utilizing paid student callers. It is managed by a Director of the Annual Fund and paid student supervisors.

Major Gifts Fundraising — The Directors of Development secure major gifts for the University and its colleges, schools,
depts. and programs. A major gift is wusually at a | ¢
These may include outright gifts of cash, securities, life insurance, real estate or personal property.

Planned Gifts Fundraising — The Directors of Development also seek planned gifts, which may include bequests,
charitable gift annuities, charitable lead trusts, charitable remainder trusts, gifts from retirement accounts, life
insurance, and securities. Many planned gifts offer substantial financial and tax saving benefits.

Types of Development Activities:
*Annual Fund (located at the Telefund Center)
*Capital Campaigns
*Comprehensive Campaigns
*Corporate or Business Sponsorships and Gifts
*Fundraising Events

Types of Gifts:

Annual Fund Gifts —any gift that can be expected to recur on an annual basis at a level usually less than $1,500.
Major Gifts —a gift thatisata | ev e | significantly above a donor’
University, major gifts are usually $20,000 or more.

S nor
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Planned Gifts —a deferred gift (such as a bequest, life insurance policy, charitable remainder trust, gift annuity) that is
committed to a charitable organization but is not available for use until some future time, usually the death of the
donor.

Gifts-in-Kind — gifts of property, including tangible personal property (i.e. artwork, equipment, books, furniture),
intellectual property (i.e. patents, copyrights), securities (stocks, bonds, mutual funds, etc.), and real estate.

Matching Gifts — philanthropic dollars set aside by specific companies for higher education. Employees, and sometimes
retirees and directors, of the company make a contribution which is then matched by a corporate gift. Matching levels

vary by companies.

Brief Description of Development Office Practices/Procedures/Protocols

How do the Directors of Development determine their prospect and suspect pools?
The Executive Director of Development works closely with Prospect Research to determine college-assigned prospects
and suspects for each Director of Development. (Refer to Donor and Information Services — Office of Prospect Research)

What is the attire for office work, prospect visits, events, and university functions?

Development staff members wear business professional dress during the work week and while they are in the office.
School colors are always encouraged. Attire for university functions and events will vary widely, depending on the
location and type of activity. All staff members are provided with a name badge and encouraged to wear at events.

Are there regular staff meetings to encourage communication and collegiality among the Development staff?

The Executive Director of Development holds two staff meetings per month. One meeting is exclusively for
Development staff members who are direct reports to review progress and discuss activities, challenges and successes.
The second meeting is held with the Development staff (including Development staff from athletics, WGLT, etc.) and
other University Advancement staff with related duties to discuss topics that overlap within the Division.

How are travel arrangements made when staff members are visiting prospects or attending events?

For in-state travel, Development staff members typically use a university fleet car or Amtrak train service to get to/from
appointments, events and meetings held off campus. For out-of-state travel, airline and hotel reservations are
coordinated with Suzi Davis Travel-t he Uni versity’'s resource for travel
University-issued credit card and calling card for business purposes. A number of University regulations and state

policies determine staff travel, meal reimbursement and expenses. For complete details, visit the lllinois State

University travel website.

What technology is available to accommodate mobility needs?
The Development staff hasaccesstolapt op comput er s, PDA' s, and cellul ar
convenience. They may also request a GPS (Global Positioning System) in their rental cars.

What training and materials are provided to a new employee in Development?
Human Resources — attend a half-day orientation session to review University policies and discuss benefits.

Development Plan —review the current work plan for the Office of Development. This plan is developed and reviewed
annually to serve as a blueprint for the strategic work of this office.

ONE Training —schedule training on the ONE database. You will need to learn how to access the Constituent, Events,
and Prospect modules. You will learn how to file contact reports, access event information and reports.
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Fundraising and Contact Number Goals —review these individually with the Executive Director of Development.
Staff Budgets — The Development staff are provided an annual budget for expenses incurred in the cultivation of
prospects and suspects, including travel and event expenses. Their budgets also include funds to enhance their own

professional development.

Development Organization Chart with Brief Job Descriptions for each position

Executive Director of Development

Responsibilities include management of the Development staff and all fundraising activities, including annual fund,
major gifts and planned giving efforts. Coordinates prospect management for the Development staff and the Executive
Portfolio. Manages Corporate and Foundation Relations overall. Also responsible for managing the Student Foundation
and related student fundraising activities.

Director of Development for the College of Fine Arts
Responsibilities include major gift fundraising for the College of Fine Arts. Serves as liaison regarding college-related
fundraising activities.

Director of Development for the College of Education and Laboratory Schools
Responsibilities include major gift fundraising for the College of Education and the Laboratory Schools (University High
School and Thomas Metcalf School). Serves as liaison regarding college-related fundraising activities.

Director of Corporate and Foundation Relations
Responsibilities include coordination of fundraising activities related to major corporations and foundations in the
Bloomington/Normal area.

Director of Development for the College of Arts and Sciences
Responsibilities include major gift fundraising for the College of Arts and Sciences. Serves as liaison regarding college-
related fundraising activities.

Director of Development for Mennonite College of Nursing
Responsibilities include major gift fundraising for Mennonite College of Nursing. Serves as liaison regarding college-
related fundraising activities.

Director of Development for the College of Applied Science and Technology
Responsibilities include major gift fundraising for the College of Applied Science and Technology. Serves as liaison
regarding college-related fundraising activities.

Development Associate

Responsibilities include assisting their assigned Directors of Development in all fundraising duties including scheduling
prospect visits, travel and hotel accommodations. This position is a training position for a future Director of
Development position and also includes participating in joint visits with prospects, accompanying Director on visits with
the Dean/Chairs, assisting with administrative agreements, attending cultivation events, etc.
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Staff Clerk

Responsibilities are to assist the Executive Director of Development in all areas pertaining to fundraising. This includes
overseeing the Development budget, travel vouchers, scheduling for Executive Director, assisting with online hiring
information, etc.

Customer Service Representative Il

Responsibilities include clerical support and receptionist for the lllinois State University Foundation Chicago Office.
Supports the Development and Alumni Relations staff working in the Chicago area. Also schedules and coordinates
usage of the Foundation Chicago Office.

Contact Information

Development

Campus Mail Box: 3060

Campus Phone Number: (309) 438-8184

Office Fax Number: (309) 438-4450

Office Location: Suite 101, Alumni Center, 1101 N. Main Street, Normal, IL 61790
Website: www.universityadvancement.ilstu.edu/about/development/
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lllinois State University
University Advancement Employee Manual
for
Donor and Information Services

Mission

Donor and Information Services (DIS) unit is dedicated to delivering quality services. The primary mission of DIS is to
support the operations of University Advancement (Development, Alumni, Internal Campaigns, Annual Fund) and the
university community by supplying data, data analysis services, and donor relations guidance that support alumni,
development and donor outreach at all levels internal and external to University Advancement.

Brief Description of Basic Department/Unit Functions

The unit is comprised of three distinct areas responsible for maintaining records supporting on-campus and off-campus
constituent relationships.

Office of Database Management and Systems Support and Gift Processing
Office of Stewardship

Office of Prospect Research

Office of Integrated Technologies

Staff actively works to continuously improve the information provided to our customers. Our focus on data integrity and
donor relations management tools are at the front of every discussion.

Office of Database Management and Systems Support and Gift Processing

Information about alumni, friends, and donors is maintained by University Advancement Development, Donor
and Information Services (DIS) department. These records include demographic, biographical, educational,
matching gifts, and financial information. DIS is responsible for and committed to the ethical collection and use
of information in the pursuit of legitimate university goals.

Office of Stewardship

Responsible for promoting on-going interaction with and recognition of donors at all levels at lllinois State.
Determines the best strategies for effective stewardship of donors; maintains ongoing and active networking
with internal and external constituencies; and advises and facilitates recognition events and coordinate various
activities for donor societies

Office of Prospect Research

Responsible for all activities associated with prospect management research functions, including developing and
implementing prospecting methodologies for collecting, analyzing, and disseminating strategic information on
new and current donor prospects. Provides oversight over prospect identification, research, and development
activities and guides activities related to prospect tracking and prospect management within the ISU ONE
Prospect Module. Facilitates moves management strategy in conjunction with Executive Director Fundraising

Office of Integrated Technologies
Responsible for identifying existing campus systems and infrastructures that contain relevant constituent data
and/or financial records related to alumni, donors, and friends. Facilitates collaborative solutions to integrate
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existing systems in effort to eliminate duplicate databases and leads the integration of University Advancement
systems with other campus data management systems. Investigates existing or emerging technologies critical
for enhancing donor relations or donor acquisition strategies; guides and develops architecture and appropriate
support mechanisms needed for the collection and integration of data acquired through new mediums such as
text messaging, on-ling giving and e-solicitation platforms. Provides leadership to create, implement, and
manage the architecture and support mechanisms for data interface and exchanges with ONE
alumni/donor/prospect relational database) and Agresso (accounting software).

Brief description of General Office Practices/Procedures/Protocols

ISU ONE is the official Alumni/donor database for lllinois State University and Illinois State University Foundation.
Information about alumni, friends, and donors is maintained by University Advancement Development, Donor and
Information Services department. These records include demographic, biographical, educational, and financial
information, electronic or written documents.

Alumni/Development/Foundation Database (ISU ONE) shall be used only in support of the interests of lllinois State
University, the lllinois State University Alumni Association, and the Illinois State University Foundation.

Alumni/donor databases and/or information shall not be maintained by any lllinois State college/school/department or
unit unless approved by the Division of University Advancement.

COLLECTION OF DATA

To protect alumni and donor privacy, the Alumni/Development/Foundation Database (ISU ONE) shall be used only in
support of the interests of Illinois State University, the lllinois State University Alumni Association, and the lllinois State
University Foundation. Collection and use of information shall be done lawfully and openly. When seeking information
in writing for public information, requests must be submitted on university stationery clearly identifying the sender.
When requesting information in person or by telephone, the requestor must disclose both individual and institutional
identity.

1. CONFIDENTIAL INFORMATION

Confidential information is collected and maintained for the purpose of furthering the fundraising operations of

these entities. Confidential information is described by, but not limited to, the following general classes:

¢ Name, address, telephone number or university identification number (UID);

¢ Information about members, prospects and donors gathered to aid in determining appropriateness of
solicitation and level of membership or gift request;

¢ Specific data in prospect lists that would identify prospects to be solicited, dollar amounts to be requested, and
name of solicitor;

¢ Portions of solicitation letters and proposals that identify the prospect being solicited and the dollar amount
being requested;

¢ Letters, pledge cards, copies of checks and other responses received from members or donors regarding
memberships, or prospective gifts in response to solicitations;

¢ Portions of thank-you letters or gift acknowledgment communications that would identify the name of the
donor and the specific amount of the gift, pledge, or pledge payment;

¢ Donor's financial or estate planning information, endowment agreements, or portions of memoranda, letters,
interview notes, or other documents about any donor's financial circumstances; and

¢ Data detailing gifts, payment schedule of gifts, form of gifts, and specific gift amounts made by donors.

¢ Electronic mail is not a secure communication medium. Donor profile sheets, biographical and financial reports
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and other confidential material should not be transmitted over email.
¢ When confidential information is mailed, or sent through intra-office channels, always place it in a sealed
envelope and clearly mark it "Confidential."

2. ACCESS TO DATA
Access will be granted through the Development/Donor and Information Services office. Contact the Manager of
Database Operations and Systems Support.

Access to the ISU ONE database is limited to employees of Illinois State University who have a responsibility for
building relationships and/or fund-raising or contract employees who are responsible for representing the fund-
raising interests of Illinois State University.

Access privileges to the ISU ONE system must first be authorized within the College or Unit. Approval from the Dean
or Vice President is required as the first step. Once college or unit level approval is granted, the individual must
complete a required training program and sign the ONE Database User Agreement and/or Confidentiality statement.
A unique user ID will be assigned once all steps have been completed.

Records about individuals are to be used only by those staff members who need to use them to further the
legitimate mission of Illinois State University or lllinois State University Foundation. Access to the Foundation
General Ledger System is granted by the Director of Foundation Business Affairs and is limited to those individuals
within the areas of supervision and fiscal responsibility.

Volunteers, including board members, will not be granted access to the ONE database.

3. RELEASE OF INFORMATION
Information will be released for the purposes, duties and responsibilities of Illinois State University academic
colleges, departments, agencies and organizations. Information may be obtained by university employees with ISU
ONE access through the ONE database. Other information may be released in the form of lists, labels and reports.
Information may be released to a volunteer or board member in conjunction with a program or event sponsored by
Illinois State University, the lllinois State University Alumni Association, or the lllinois State University Foundation.
Telephone numbers of alumni, friends and donors may be released to off-campus individuals or agencies only for
purposes of the Illinois State University, the lllinois State University Alumni Association, or the lllinois State
University Foundation.

Legal documents will be released only with the permission of the donor. Requests for individual alumni addresses
and/or telephone numbers for social purposes may be forwarded to the alumni, with the inquirer's name and
address for them to follow-up on the contact if they wish. An Alumni Locator Service is also available through the
Alumni Relations Web site.

4. CONFIDENTIALITY AGREEMENT
Individuals with access to the ISU ONE system must complete a ONE Database User Agreement and/or
Confidentiality Agreement. The executed agreement is maintained by department in a file within the Donor and
Information Services unit. System access is granted only after the agreement has been signed. Colleges and Units
are responsible for notifying the Manager of Database Operations and Systems Support, Donor and Information
Services of any personnel changes.

Any action that violates the confidentiality policy or protocols will result in revocation of ISU ONE and Foundation
Ledger System access.
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Budget/Fiscal/Financial Information

DIS General Revenue and Foundation budgets are prepared in December for final approval in the spring.

Department/Unit Organization Chart with Brief Job Descriptions for each position

Executive Director: Directs and manages efforts supporting the Directors of Development and campus-wide
fund-raising efforts; provides oversight for campus outreach initiatives leads data management and system
administration (research office, database administration, and gift processing and receipting) and donor relations
(executive portfolio management, stewardship, planned giving.

Staff Secretary: Provides direct support to the ED of Donor & Information Services. Provides administrative
support for projects coordinated by the Director of Stewardship, Research, and Manager Database Operations
and Systems Support. Coordinates preparation and tracking of all paperwork related to Endowments, Life
Insurance, and expectancies. Manages administration of unit budget in consultation with Executive Director,
including tracking of all expenditures and documentation of purchase orders, printing requests and other
contracts initiated through Donor & Information Services.

Manager of Database Operations and Systems Support: Manages all of the technical and operational aspects of
the ONE database, including supervision of technical and support staff, and implementation of new software
releases. Manages all vendor contacts, current and future, including hardware and software and develops and
implements business practices and processes that support the technical support of the database and software.
Provides access to ISU ONE system and coordinates/conducts are training related to ONE system.

0 Systems Analyst Il

A Responsible for all reporting and data analysis needs for the ISU ONE system
0 Chief Clerk
0 Graduate Assistant

Supervisor Gift Entry and Donor Services: Manages all aspects of gift processing and donor services staff.
Services as primary liaison between gift entry and the Foundation Accounting office
0 Clerk: Prepares Foundation deposit, processes all matching gift forms and letters, processes all
“memorial” and “in honor” of l etters
0 Clerk: Processes pledge reminders and payments, deaths, and general data entry
0 Chief Clerk: Supports gift entry and general data entry

Associate Director of Research: Oversees all aspects of prospect research, including authorization for reports
related to prospect data. Manages the Prospect Module within ONE and conducts training related to that
module.

0 Graduate Assistant

Director of Stewardship: Directs all aspects of donor stewardship. Oversees preparation of annual report,
endowment reports, donor stewardship events, and other donor outreach efforts.

Associate Director of Integrated Technologies: Directs efforts to create, implement, and manage the
architecture and support mechanisms for data interface and exchanges with ONE alumni/donor/prospect
relational database) and Agresso (accounting software).

Basic Contact Information

Campus Mail Box: 8000
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Campus Phone Number: (309) 438-2294

Office Fax Number: (309) 438-2858

Office Location: Suite 101, Alumni Center, 1101 N. Main Street

Website: www.universityadvancement.ilstu.edu/about/advancement.shtml
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lllinois State University
University Advancement Employee Manual
for
lllinois State University Foundation

Purpose and/or Mission Statement

“Our purpose is to solicit, secure and manage private
excellence of I1Illinois State University i n SkFauadhtionn g,
Mission Statement, adopted June 04, 2005

Brief Description of Basic Department/Unit Functions

e The lllinois State University Foundation is a 501(C) (3) organization, with its own governing board and policies.

e Assist in developing and increasing educational opportunities and the facilities of the University for service to its
students, alumni, and citizens of the state and nation by encouraging gifts of money, property, art, historic papers
and documents, museum specimens, and other material having educational, artistic, or historic value

e Receive, hold, and administer such gifts with primary objective of serving educational purposes of the University; to
act as trustee of educational or charitable trusts; to administer gifts, grants, or loans of money or property, real or
personal

e Consider such acts and enterprises that are in the interest and welfare of the University

e Invest any funds given or entrusted to the Foundation that are not precluded from such investment by the donor(s)

e The lllinois State University Foundation administers over 450 named endowments. These endowed funds support
scholarships, research, and other activities of the University and can be established for general purposes or to
support specific academic programs.

e According to the stated purposes in the | SUF’s Cons
the interests and welfare of the University.” r To
the benefit of the University:

Ewing Cultural Center and Genevieve Green Gardens

This beautiful mansion and lush gardens are located at the corner of Emerson Street and Towanda Avenue in
Bloomington. The home and grounds were bequeathed to the Foundation in 1969 by the late Hazel Buck Ewing, a
prominent local activist and philanthropist. The facility is available for business and social gatherings. The home can
accommodate up to 80 people and the outdoor space can be used for much larger groups. The gardens were
established in 2007 as the result of a generous gift from the family of Genevieve Green. A 435-seat open-air theater
was dedicated in 2000 and serves as the home of the annual lllinois Shakespeare Festival, which runs for about eight
weeks each summer. More information about the Ewing Cultural Center can be found at www.ewingmanor.ilstu.edu,
or by calling the Executive Director of Ewing Properties at 309-829-6333.

Chicago Foundation Office

The Foundation maintains a satellite office at 150 N. Michigan Avenue (suite 1590) in downtown Chicago. This iconic
building on the city skyline overlooks Millennium Park and Lake Michigan. The facility provides office spaces for
Development and Admissions representatives, along with a full-time administrative assistant. The conference room can
accommodate 25-40 people, depending on seating arrangement. University personnel and others may schedule
meeting space there by calling 312-251-3500.

Page 31


http://www.ewingmanor.ilstu.edu/

Traders Circle Parking Lot
This parking facility, located on N. Main Street in Normal, is owned by a limited liability company (LLC) of which the
Foundation is the sole member. The property is leased to the University for student-assigned parking space.

Alumni Center

ISUF is also the sole member of another LLC, which owns the Alumni Center at 1101 N. Main Street in Normal. The
beautifully renovated single-story building is leased to the University and houses the offices of Alumni Services,
University Advancement, Donor and Information Services, Development and Fundraising, Foundation, University
Marketing and Communications, and University Conferencing Services.

Brief Description of General Office Practices/Procedures/Protocols

Those who perform work for the Foundation are employees of the University and are part of the University
Advancement team in keeping with a Memorandum of Understanding between the University and the Foundation.
Therefore, their set of general office practices/procedures/ protocols are not unique to the Foundation, but are mostly
covered under the UA guidelines. The only exception would be their use of the Foundation accounting system.

Budget/Fiscal/Financial Information

Funding Sources

e University Advancement uses General Revenue, Agency, and foundation accounts to fund various aspects of its
operation.

e Personnel budgets are funded through the UA general revenue (GR) budget; some salaries may be funded via
income or Foundation funds.

e Foundation operations are funded through a combination of GR funds, Foundation funds and sometimes agency
funds. Foundation funds are provided through the Foundation budget from unrestricted gifts and fees assessed
to fundraising and fund management activities. Agency funds are typically provided through the sale of tickets
for events, event-specific merchandise, third-party contracts, sponsorships, etc.

Procedures for Reimbursement that may be unique
e Reimbursement procedures for Foundation or GR funds are the same as for all UA personnel (see below).

Budgeting Cycle/Procedures

e The Foundat i(aolytJuge30] id tise samd as the &raversity. However, the Foundation has its own
pl anning and budgeting process which begins in th
the next fiscal year ' s b u ddgaeatlableafrom thelumiviersity afe eypicallyratr y m
known with certainty until the beginning of the fiscal year —sometimes later.

e Procedures for accessing Foundation funds differ from University GR funds. Foundation Accounts Payable
handles payments/reimbursements through a Foundation voucher/check system. Purchases made with
Foundation funds are generally not subject to the Illinois Procurement Code or other University purchasing
regulations, which must be followed when making purchases made with GR funds.

Department/Unit Organization Chart

Chair, Board of Directors
Executive Director — Chief Executive Officer (Vice President for University Advancement)
Director, Business Affairs — chief financial officer
Financial Coordinator —accountant
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Tech Accountant Il —accounts payable

Executive Director, Ewing Properties —manages Ewing Cultural Center and Chicago office
Ewing caretaker and receptionist (part-time employees)

Foundation/UA receptionist

Associate Director, Business Affairs — Alumni Center building manager

Alumni Center Receptionist

Basic Contact Information for Department/Unit Office

ISU Foundation

Campus Mail Box: 8000

Campus Phone Number: (309) 438-7681

Office Fax Number: (309) 438-2858

Office Location: Suite 101, Alumni Center, 1101 N. Main Street
Website: http://www.advancement.ilstu.edu/support/isu_foundation

Alumni Center

Office Phone Number: (309) 438-I1SU

Facility Location: 1101 North Main Street, Normal, IL 61790

Website: http://www.advancement.ilstu.edu/involved/alumni center/

Ewing Cultural Center

Campus Mail Box: 8000

Office Phone Number: (309) 829-6333

Office Fax Number: (309) 827-0400

Facility Location: 48 Sunset Road, Bloomington, IL 61701
Website: http://www.ewingmanor.ilstu.edu/

ISU Foundation Chicago Office

Mailing Address: 150 N. Michigan Ave — Suite 1590, Chicago, IL 60601-7524
Office Phone Number: (312) 251-3500

Website: http://www.chicagooffice.ilstu.edu/
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lllinois State University
University Advancement Employee Manual
for
Internal Campaigns

Purpose

The Internal Campaigns was established in July 2006 to be responsible for developing and implementing a university-
wide system for attracting, retaining, and tracking donations from current and retired employees. Four major focus
areas are building upon the established sense of community among current and retired employees as well as the
surviving spouses of employees/retirees; assisting with the stewardship of current and retired employee donors;
developing and implementing an annual, ongoing family appeal; serving as major gift officer for cultivation, solicitation,
and stewardship with a selected portfolio.

Brief Description of Basic Department/Unit Functions

1. Build upon the Established Sense of Community Among Current and Retired Employees

A strategic and well-planned system of events that provide a clear message as well as an effective social gathering are
essential building blocks of any fundraising program. Internal Campaigns has the ultimate responsibility of providing
effective, efficient, and message-driven events for two target audiences: current and retired employees.

e Current Employees. Two annual luncheon events are planned for current employees, one each semester. Both
are available free of charge and are focused on connecting employees with those outside their typical work
environment and providing the University President an opportunity to thank employees for their contributions
to the institution’s successes. The Faculty/ St af
the Faculty/Staff Chili Cook-Off is held during late winter/early spring. Both provide an opportunity for lunch
and interaction. In addition, philanthropy should be introduced into the program as opportunities allow.

e Retired Employees and Surviving Spouses. Likewise, one event each semester is held for this target audience.
These events also are offered free of charge and focus on connecting the retirees with each other as well as the
University, University President, and other administrators. Programs are planned to provide updates as well as
to reinforce philanthropy.

e Current and Retired Employees. A series of luncheon events called Lunch and Learn are offered each year.
These free programs are designed to provide valuable information on personal finance, investments, estates,
etc. woven with information on how to include charitable giving.

Maintaining connections with the retired employees is also accomplished through a close working relationship with the
ISU Annuitant Association and its officers. Attending their events, submitting information for its newsletter, and
facilitating other University relationships help keep this population in tune with the University. In addition, this unit is
responsible for suggesting and implementing ways for the Vice President of University Advancement to build morale
among the division"s employees and retirees.

2. Assist with the Stewardship of Current and Retired Employee Donors

All donors, no matter the level of contribution, appreciate personal contacts and recognition of their gifts. Employees

who give through payroll deduct contributions can be unintentionally neglected. The Internal Campaigns office is

responsible for maintaining and increasing employee contributions through payroll deduct by developing and
implementingasystem of regul ar confir mat i o Worling witkthegdmpuy cenensiditytg i v i
understand the importance of and how to increase philanthropy can also be an important way to steward family donors.
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The Internal Campaigns office should also continually review employee and retiree donor lists for (1) unassigned
individuals/couples who should receive special attention because of their current level of giving, (2) unassigned

individuals/couples who can upgrade to a donor society through an additional small gift, (3) potential major gift
prospects, and (4) other opportunities to enhance relationships for future fundraising opportunities.

Other activities the Internal Campaigns office is responsible for include (1) contacting payroll deduct donor employees
who are preparing to retire to ask how they wish to continue supporting the University following their last pay period,
(2) review the Administrator Solicitation Schedule periodically to be sure assigned individuals are soliciting new campus
administrators, and (3) notifying Directors of Development when their assighed donors have pledges nearly completion
through payroll giving.

3. Develop and Implement an Annual Family Campaign

To increase the number of current and retired employee donors to the University, the Internal Campaigns office is
responsible for designing and implementing the annual Gladly We Give appeal. The National Philanthropy day program
and donor recognition, including philanthropy awards, are also critical to increasing annual giving.

4. Manage a Select Major Gift Portfolio of Donors and Donor Prospects

Individuals may be best assigned to the Executive Director of Internal Campaigns because of current or past
relationships or their donor history to a non college area. In addition, the Executive Director of Internal Campaigns also
serves as the development liaison for Milner Library, and the Honors Program.

Brief Descriptions of General Office Practices/Procedures/Protocols

Donors should be asked to mail gifts, pledge cards, and payroll deduct authorization cards to Donor and Information
Services, Campus Box 8000.

A cover letter with clear instructions should be distributed with payroll deduct authorization cards.

Requests for assignment of a prospect to the Internal Campaign portfolio should be requested through the Prospect
Management module of ONE.

The Retiree Information Hotline phone line will be answered by the University Advancement receptionist/staff.
Questions should be referred to the appropriate office/personnel or answered within 24 hours.

All staff are required to keep their Outlook calendars up-to-d at e , including the ability
supervisor to access the employee’s schedul e.

Budget/Financial Resources

All Internal Campaign expenditures are paid from a budget provided by the ISU Foundation Board. University and
Foundation spending guidelines and purchasing rules should be followed. The Executive Director of Internal Campaigns
serves as the fiscal agent for these funds.

Departmental/Unit Organization Chart with Brief Job Descriptions for Each Position

Executive Director: job description provided above under Description of Department/Unit Functions.
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Clerical Support: provided by UA staff and student assistants.
Event Facilitation: provided by Alumni Relations staff.

Basic Contact Information

Campus Mail Box: 3200

Campus Phone Number: (309) 438-2592

Retiree Information Hotline: (309) 438-4311

Office Fax Number: (309) 438-4450

Office Location: Room 101E, Alumni Center, 1101 N. Main Street
Website: www.lllinoisState.edu/gladlywegive
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lllinois State University
University Advancement Employee Manual
for
University Marketing and Communications

Purpose and/or Mission Statement of UMC

University Marketing and Communications advances the image and reputation of lllinois State University by providing a
wide array of marketing and communications assistance to the campus community. These services are designed to assist
campus-wide clients in telling their stories to key audiences in an engaging and cost-effective fashion.

Description of Unit Functions

UMC’' s services s pancommaunicytions, wauding priat putdlicaiohsyvide@ssadvertfising,

marketing, newmedia,and edi torial support, as well as managemen
l icensed use of 1l linois St at eignaltonssstiverisus umivedity snigsinimard s .~
easily reaching target audiences with effective and compelling messages designed to enhance student recruitment,

alumni support, and public under st andi niges anflotherhcavitidd.n i v ¢

General Office Practices/Procedures/Protocols

When you are ready to contact UMC regarding a project call the main number, 438-8404, or the production

coordinator at 438-8719, and schedule an appointment.

PublicationsT Graphic design/editorial

The UMC publications staff serves as a vehicle to a
services provided are marketing analysis, concept development, writing, copyediting, graphic design, art direction,
photography, production, and vendor purchasing arrangements.

Licensing
UMC manages the University’s trademark and | icensin
licensing issues, including use of tbhrewaatiodspldgos,elagas t vy’ s

and other identifying symbols, identification of licensed vendors, approval of designs using university marks, license
applications, merchandise quality and risk appraisal, and licensee and retailer audits/compliance reviews.

Videos

UMC assists in the development and production of a wide range of promotional, historical, student recruitment, and
fundraising videos—many of which are produced annually. Services offered include scriptwriting and production
management.

Special Projects

UMC assists in the planning of special projects, development campaigns, and events that encompass the entire

campus community, as well as the general publ i c. E x
annual theme series and campus-wide events, such as Homecoming and Founders Day.
Advertising

UMC’' s advertising ssgedfivpromaisnsto caondihaing bllrcomnponeetyoétardeted
advertising campaigns designed t o reputatioain thescomipetitivda n o i s

hi gher education marketpl ace. Il'l'linois State, for e
Chicago Business
Marketing
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UMC provides oversight and gui dance ifieginclude flaenindandi v er s
production of marketing materials needed by various programs and departments, as well as creation of special

mar keting pieces designed t o diliniaStte enivdrsityeUMQservesas aa | pu
on-campus marketing consultant and provides staff direction and leadership for the entire University.

Printing Services

Printing Services is an in-plant printing shop that produces a full range of materials from black-only to full-color

printing. Services: Among services offered are typesetting and image setting, film preparation, printing, folding,

cutting, numbering, padding, drilling, and binding. Major campus units are assigned a customer service

representative to assist in handling their printing needs.

Rapid Print Centers: In addition to the in-plant print shop, UMC oversees Rapid Print Center and the Old Union

Building. This center provides quick reproduction of documents for academic and administrative use.

Work Environment

What is the attire for office work, prospect visits, events, and university functions?

Non-printing staff members of UMC wear business semi-professional dress during the work-week and while they are in
the office. School colors are always encouraged. Attire for university functions and events will vary widely, depending
on the location and type of activity. All staff members are provided with a name badge and encouraged to wear at
events.

UMC organizational chart

Executive Director

The Executive Director manages University-wide marketing and communication initiatives, utilizes creative resources to
produce an innovative mix of promotional efforts that span multiple media, improves daily operations/job management,
organizes a University-wide approach to marketing, and creates and maintains the brand identity of lllinois State
University.

Assistant Director q Licensing
Responsibilities include the management of the Univerl
purchases of products bearing institutional names or symbols; and institutional identity management.

Assistant Director/ Editor of Alumni Magazine

Primary responsibility is to serve as editor-in-chief of lllincis State t he Uni versity’s al umni
cover a wide range, from story selection and feature writing to editing and working with freelancers. The Assistant

Director assists with copy editing and writing projects within UMC as needed.

Associate Director

Oversees the design and production of all UMC print projects. Oversees freelancers and students. Assigns projects;
evaluates/monitors proposed solutions in terms of communication effectiveness, potential to achieve project goals, and
adherence to identity standards; keeps appraised of all project progression, timelines, budgetary concerns, client
changes, and feedback.

Business Office Manager

This position is responsible for management of vouchers and requisitions, inventory, and financial records. Meets with
vendors, processes orders, and handles billing. The Business Office Manager supervises some civil service positions and
student workers.
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Communications Specialist
The Staff writer writes feature stories for lllinois Stateadminister the college and department newsletter program with
more than 40 publications, and provides editorial consultation and features for a wide range of campus clients.

Copy editor/writer

The copy editor/writer is responsible for making sure all publications produced by UMC adhere to the editorial style
created by the Identity Committee and that the text represents the University favorably. The copy editor/writer also
assists in writing copy for promotional materials, the Web, and marketing campaigns.

Director of Printing Services
The Director of Printing Services managestheo per at i ons o f -planhpeinting fadility.e r si t y’' s

Press Technician Il
Operates Ryobi offset press, specializing in short run, quick copies, and envelopes.

Press Technician Il

The Press technicians operate Ryobi offset press specializing short-run, two-color newsletters and envelopes.
They additionally operate HP Indigo digital printing press, operates Ryobi 522 offset printing press, and is backup
operator for Heidelberg DI press. Also prepares computer files for production on digital press.

Staff Clerk

The staff clerk serves as office manager and production assistant for UMC. Duties include assisting in opening and
closing print and photo projects, arranging and scheduling photo shoots, and maintaining photo database. Provides
support for the directors, the design staff, and the University photographer.

Pre-Press Tech lll
Operates Heidelberg DI, HP Indigo, large format printer/laminator; prepares files to be printed; outputs proofs;
maintains Nexus workflow and various printers.

Printing Production Coordinator

Works with clients in job planning and entering their information into a job tracking database, writing up the job ticket
with all pertinent information; follows progress of jobs; and is responsible for communication between the production
staff and the client. Occasionally performs internal proofing and assists production staff.

Bindery Operator Il
Finishes all printed materials off large and small presses, and runs all bindery machinery.

Printing Estimator
Main job duties include calculating the costs of completed printing jobs, and preparing estimates for new or potential
printing jobs.

Pre-Press Tech Il

Operates Heidelberg DI, HP Indigo, large format printer/laminator; prepares files to be printed; outputs proofs;
maintains Nexus workflow and various printers.

Prepress Technician Il

Technician repairs computer files for output to imagesetters, platesetters, large format printers, and digital presses.
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Offset Supervisor
The Offset Supervisor is responsible for all production of press and bindery operations, and operates Harris single color
large format press.

Route Driver
Primary job is the route driver for Printing Services, delivering paper products as well as printing jobs and proofs across
the University campus. Also helps in the printing shop and bindery as needed.

Graphic Designers

Meet with clients to discuss their marketing goals. Graphic designers design and produce a wide variety of university
publications. Projects range from postcards and brochures to newsletters and magazines, targeting both internal and
external audiences. Designers also contribute to the lllinois Statealumni magazine.

Photographer
The Uni ver si t yaptwesqvdntd dndirgagesafer hseim publications, on the Web, and historical purposes.

Supervisor of Graphic Design

Meets with clients to discuss their marketing goals. The Supervisor conceptualizes, designs, and produces a wide variety
of university publications. Projects range from postcards and brochures to newsletters and magazines, targeting both
internal and external audiences. The Supervisor serves as lead designer for lllinois Statealumni magazine. Other
responsibilities include management of all publications, periodicals, advertising, and collateral pieces produced in
University Marketing and Communications. Administrative functions include coordination with university clients; staff
designers, writers, photographers; Printing Service s ’ st a fmércgialpanted. c om

Video Specialist

The Video Specialist concepts, scripts, shoots, and edits video projects for a variety of video projects both online and for
presentation purposes throughout campus.

How does UMC coordinate its workflow.

Weekly meetings are held within UMC. Monday morning at 10 a. m. designers meet to discuss projects. Tuesday
morning at 9:30 a.m. production and printing project management staff meet to discuss active projects. Every other
Thursday at 8:30 a.m. UMC meets with the Executive Director.

How are travel arrangements made when staff members are visiting prospects or attending events?

For in-state travel, UMC staff members typically use a university fleet car or Amtrak train service to get to/from
appointments, events, and meetings held off campus. For out-of-state travel, airline and hotel reservations are
coordinated with Suzi Davis Travelt he Uni versity’s resource for travel
University-issued credit card and calling card for business purposes. A number of University regulations and state

policies determine staff travel, meal reimbursement, and expenses. For complete details, visit the lllinois State

University travel Web site.

What technology is available to accommodate mobility needs?
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The UMC staff can have access to | aptop computers, P
convenience. They may also request a GPS (Global Positioning System) in their rental cars.

Basic Contact Information for Department/Unit

UMC Campus Mail Box: 3420

UMC Office Phone Number: (309) 438-8404

UMC Office Fax Number: (309) 438-8411

UMC Office Location: 1101 N. Main Street, 109 Illinois State University Alumni Center

Printing Services Campus Mail Box: 3420

Printing Services Office Phone Number: (309) 438-3647
Printing Services Office Fax Number: (309) 438-3776
Printing Services Office Location: 2 Nelson Smith Building

Web site: www.UniversityMarketing.ilstu.edu
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References and Resources

Agreement for Access to the Agressccounting System (NEW 07/09)
Computer Use Policy
Confidentiality Policy
Confidentiality Policy for Contractual Employees
CASE Statement of Ethics
Donor Bill of Rights
Employee Emergency Information Form
Equipment Loan Form
Glossary/Vocabulary
Key Order Form
New Employee Orientation Checklist
Supervisor’'s Checklist for New Employee Orientation
Principles of Practice
Alumni Relations
Fundraising
Communications and Marketing
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N ILLINOIS STATE
UNIVERSITY

Foundation

Request and Agreement for Access to the AgressoAccounting System*

*This request forndoes notreplace the request for access to #heilon ONEdonor databaseto request access tagilon ONE
contact Ronda Queenqueen@ilstu.edyuin Donor and Information Services.

' aSNDa LYTF2NNIGAZY

Name: Email:
Phone: Campus box number:
College/Division: Dept:
Does your position require you to access Foundation accounting information? yes no
Are you currently using ISU Foundation accounting information? yes no
Are you a Fiscal Agent for your department? yes no
I'f “no,” how wil!/| you use the data? ____ .~ °
Are you replacing another user? yes no
I f “yes”, who are you replacing?

Illinois State University Foundation (ISUF) financial data are maintained in the Agressoaccounting system, which interfaces with the
Agilon ONEonor database system. This interface may sometimes allow Agressacaccounting system users to access limited
information about donors. In order to protect privacy, the Agressaaccounting and the Agilon ONEdonor database system shall be
used only in support of the interests of lllinois State University, the lllinois State University Alumni Association, and the Illinois State
University Foundation.

' aSNDa / 2yFARSYGAFEAGe ! ANBSYSy

I understand and agree that it is my responsibility to assure that all data and information stored in, or derived from, the Agresso
accounting system and the Agilon Onedonor database will not be shared by me with any other person except in the conduct of my
work assignment and in accordance with Illinois State University and ISU Foundation policies.

Requested by: Date:
(signature of user)

Approved by: Date:
(signature of department head)

Return this form to: Bill Fanning, Director, Foundation Business Affairs, Campus Box 3200

Approved date by
Added to user directory date by
Removed from directory date by
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University Advancement
Computer Use Policy

Subject: Use of Computers, Software, and Related Issues
Effective Date: March 2, 2007
Purpose:

The policy for the appropriate staff use of lllinois State University computers, software and related issues has
been created for the protection of lllinois State University, the ISU Foundation, the alumni of and donors to
the University and its Foundation, as well as for the protection of the staff.

Policy:

University Advancement are expected to adhere to
stated

(http://www.policy.ilstu.edu/fiscal/appropriate use policy.htm).

As an employee or volunteer of University Advancement, | have read this policy and agree to abide by same.
| understand that any questions | have about this policy may be directed to my immediate supervisor.

Name of Employee Date
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University Advancement
Confidentiality Policy

Subject: Confidentiality of Alumni and Donor Records
Effective Date: March 2, 2007
Purpose:

The policy for the use of Alumni and Donor Records has been created for the protection of lllinois State
University, the ISU Foundation, and the alumni of and donors to the University.

Policy:

Information about alumni, friends, and donors is maintained by Donor and Information Services within the

ONE database. These records include demographic, biographical, educational, and financial information. In

order to protect alumni and donor privacy, the ONE database shall be used only in support of the interests of

Illinois State University, the lllinois State University Alumni Association, and the lllinois State University

Foundation. Alumni/donor databases shall not be maintained by any lllinois State college or department

except where approved by University Advancement. Pr oper care should be wused
confidentiality. It is your responsibility to assure it is not shared with any person except in the conduct of your

work assignment and in accordance with University policies.

Security:

Staff found in violation of this policy will be removed from employment.

As an employee of University Advancement at lllinois State University, | have read this policy and agree to abide by same. |
understand that any questions | have about this policy may be directed to my immediate supervisor.

Name of Employee Date
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University Advancement
Confidentiality Policy for Contractual Employees
ONE Database User Agreement

In consideration of entering into a contractual agreement of employment with lllinois State University, the undersigned
contractor hereby agrees and acknowledges:

1. That during the course of my employment there may be disclosed to me certain confidential information about
alumni, friends, and donors maintained by Donor and Information Services within the ONE database consisting
but not limited to demographic, biographical, educational, and financial information.

2. Thatin order to protect alumni and donor privacy, the ONE database shall be used only in support of the
interests of lllinois State University, the lllinois State University Alumni Association, and the lllinois State
University Foundation.

3. That at no time, nor under any circumstances, may | share my ONE database login information, as the database
security for individual logins is built to support that of the intended user only.

4. That during my contractual appointment, nor at any time after the termination of my contractual agreement
with lllinois State University, use for myself or others, or disclose or divulge to others, confidential information
of lllinois State University and its alumni, friends, or donors.

Failure to comply with any of the above statements this agreement will result in immediate revocation of the below
user’s ONE | ogin.

Signed this day of , 20

Contractor signature

Contractor printed name
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CASE Statement of Ethics

Institutional advancement professionals, by virtue of their responsibilities within the academic community, represent
their colleges, universities, and schools to the larger society. They have, therefore, a special duty to exemplify the best
qualities of their institutions and to observe the highest standards of personal and professional conduct.

In so doing, they promote the merits of their institutions and of education generally, without disparaging other colleges
and schools.

Their words and actions embody respect for truth, fairness, free inquiry, and the opinions of others.

They respect all individuals without regard to race, color, sex, sexual orientation, marital status, creed, ethnic or national
identity, handicap, or age.

They uphold the professional reputation of other advancement officers and give credit for ideas, words, or images
originated by others.

They safeguard privacy rights and confidential information.

They do not grant or accept favors for personal gain, nor do they solicit or accept favors for their institutions where a
higher public interest would be violated.

They avoid actual or apparent conflicts of interest and, if in doubt, seek guidance from appropriate authorities.
They follow the letter and spirit of laws and regulations affecting institutional advancement.

They observe these standards and others that apply to their professions and actively encourage colleagues to join them
in supporting the highest standards of conduct.

The CASE Board of Trustees adopted this Statement of Ethics to guide and reinforce our professional conduct in all areas
of institutional advancement. The statement is also intended to stimulate awareness and discussion of ethical issues
that may arise in our professional activities. The Board adopted the final text in Toronto on July 11, 1982, after a year of
deliberation by national and district leaders and by countless volunteers throughout the membership.
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Donor Bill of Rights

Philanthropy is based on voluntary action for the common good. It is a tradition of giving and sharing that is primary to
the quality of life. To assure that philanthropy merits the respect and trust of the general public, and that donors and
prospective donors can have full confidence in the not-for-profit organizations and causes they are asked to support, we
declare that all donors have these rights:

1. To beinformed of the organization's mission, of the way the organization intends to use donated resources, and
of its capacity to use donations effectively for their intended purposes.

2. To be informed of the identity of those serving on the organization's governing board, and to expect the board
to exercise prudent judgment in its stewardship responsibilities.

3. To have access to the organization's most recent financial statements.

4. To be assured their gifts will be used for the purposes for which they were given.

5. To receive appropriate acknowledgment and recognition.

6. To be assured that information about their donations is handled with respect and with confidentiality to the
extent provided by law.

7. To expect that all relationships with individuals representing organizations of interest to the donor will be
professional in nature.

8. To beinformed whether those seeking donations are volunteers, employees of the organization or hired
solicitors.

9. To have the opportunity for their names to be deleted from mailing lists that an organization may intend to
share.

10. To feel free to ask questions when making a donation and to receive prompt, truthful and forthright answers.

The text of this statement in its entirety was developed by the American Association of Fund-Raising Counsel (AAFRC),

Association for Healthcare Philanthropy (AHP), Council for Advancement and Support of Education (CASE), and the
Association of Fundraising Professionals (AFP), and adopted in November 1993.
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University Advancement
Employee Emergency Information

Thank you for electing to complete this optional emergency information form. The purpose of this form is to have readily available
preferences, contact information, and other critical details that might prove beneficial in the unlikely situation of an emergency. The
information will only be used in the event of an emergency.

Your name/signature Date

In the case of an emergency, please contact the following individuals in this order

Name; Phone number(s)

Name; Phone number(s)

My medical providers/doctors are

Name; Phone number(s)

Name; Phone number(s)

Name; Phone number(s)

My facility preference for emergency room treatment is

Drug Allergies

Other Medical Information
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University Advancement
Equipment Loan Form

Staff members who are required as part of their job responsibilities to use university-owned equipment off campus must
annually complete this University Advancement Equipment Loan Form.

Borrower s Name:

Unit:

Phone Number:

Equipment ISU Tag Number Serial Number

For short-term checkout:
Checkout Date:

Return Date:

For long-term checkout:
Checkout Date:

Note: If equipment is continuously used off campus a new form should be completed at the beginning of each fiscal
year.

Borr ower ' sChe&ingOntat ur e Borrower  Retsningnatur e
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KEY ORDER FORM
EXCEL DOCUMENT SO NEEDS TO BE ADDED MANUALLY
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University Advancement New Employee

Orientation Checklist

Name:

ISU ID#:

Title and Unit:

Campus Mail Box: Office Location:
Phone Numbers - Central office: Direct line:

E-mail address:

Welcome to the division of University Advancement at lllinois State University! We are extremely pleased to have you
join our team of approximately 80 employees who work cooperatively to build relationships, reputation and resources
on behalf of the University. Whether your job is in Alumni Relations, Development — Fundraising, Development —Donor
and Information Systems, Int e r n a | Campaigns, University Marketing
office, your contributions will play a vital role in helping the University achieve its mission.

This orientation checklist has been designed to provide you with a comprehensive background, information, and the
tools necessary for you to accomplish your daily work. While intended to be comprehensive, there will no doubt be
questions that you have or clarification that you need. Please do not hesitate to ask your supervisor or any colleagues.
Remember, everyone had a first day-on-the-job!

Part | —Department Structure and Functions (with Supervisor)

A Overview of Department

A Mission Statement and Operational Objectives

A Review of Job Description (duties and responsibilities)
A Customer Orientation

A Division and Unit Organizational Chart

A Work Schedule

A Performance Standard
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A

A

Probation Period (if appropriate)

Department Resources, including who to go to for assistance

Notes:

Part Il — Physical Surroundings and Equipment (with Supervisor)

A Work Area
A Keys
A After Hours Access
A Parking Questions
A Security Procedures and Policies; Location of Fire Extinguishers
A Emergency Evacuation Plan
A Maintenance, Recycling, etc.
A Telephone Features
0 Standard for answering phone calls
0 Personal calls
A University On and Off Campus Mail Procedures (http://www.msc.ilstu.edu/)
A Supplies, Equipment
A University Staff ID Number and Redbird Card (http://www.comptroller.ilstu.edu/redbird/)
A Computer Set-Up and Orientation with Systems Support
Notes:
Part lll — Essentials (with Supervisor)
A Pay Period/Schedule/Direct Deposit
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A Explanation and Use of Timecards

A Core Work Hours, including Lunch and Breaks

A Attendance Expectations

A Overtime/Flex Time/Comp Time

A University Holiday Schedule

A Vacation Request Process

A Use of Sick Leave; Call-in Procedure and Policy

A Review of “Time Away from Work” on HR Web site
(http://www.hr.ilstu.edu/managers toolkit/operations/time away/index.shtml)

A Conduct and Dress Code

A University and Division Travel Regulations

Notes:

Part IV — Introduction to University Advancement
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Meet with the Vice President for University Advancement, Dr. Dianne Ashby; contact Marcia Strum to schedule

Review Divisional Web site (www.universityadvancement.ilstu.edu/)

Meet with each UA unit administrator to learn the unit's purposes and how it interfaces with your work, tour
their work areas, and meet staff:

Executive Director of Development

Executive Director of Donor and Information Services

Executive Director of University Marketing and Communication (UMC)
Executive Director of Internal Campaigns

Executive Director of Alumni Relations

Director of Foundation Business Affairs

O OO0 O0Oo

Meet with other UA staff to learn their areas of responsibility and how they interface with your work:

Editor-in-Chief, Alumni Magazine (located in UMC office)
ONE access and training

ISU Foundation accounts and accounting

Gift Processing and Alumni Updates

Alumni Center Building Manager

Others

O OO0 O0Oo

Meet with other direct reports to your supervisor and/or other division/campus colleagues to learn their areas
of responsibility and how they interface with your work:

Review Division Annual Work Plan as well as any unit plans, organizational chart, mission statements, goals, etc.

Become familiar with Division publications, processes, and systems:
0 University Advancement employee guidelines/employee manual
o lllinois Statealumni magazine
0 Monthly division e-newsletter
0 Camaraderie Committee

0 Staff Development Activities
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0 ISU Foundation Annual Report
0 Confidentiality of Information

0 Others

NOTES:

Part V —Introduction to lllinois State University

A Receive a campus tour from a student (contact BSC InfoCentre) or review campus map
(http://www.ilstu.edu/map/)

A Schedule training for Datatel if necessary

A Become familiar with University Web Site

A Sign up for any appropriate electronic communications: college e-newsletters, alumni e-newsletter, etc.

A Review Technology support on campus, including software training opportunities
(http://www.ilstu.edu/home/technology/)

A Complete University Ethics Training process

A Become familiar with University’'s online calendar

A Become familiar with iCampus portal
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A Learn names of University administrators and organizational structure as required for job
(http://www.ilstu.edu/home/governance/)

A Review Uni ver s Edugating lllirsithttps/fwevgeducatingillinaigilstu.edu/)

A Watch any/all of the Founders Day videos

A Review Human Resources Web site for Benefits (http://www.hr.ilstu.edu/) and State University Retirement

System (http://www.surs.com/homepage.surs)

A Read/review any of the lllinois State University history books

A Review A/P Council or Civil Service Council Web sites (http://www.apcouncil.ilstu.edu/ or

http://www.cscouncil.ilstu.edu/)

A Review University Policies Web site (http://www.policy.ilstu.edu/)

NOTES:
Employee Signature Date
Supervisor Signature Date
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' VAOGSNARAGE | ROFIYOSYSyYy(d { dzLISNI
For New Employee Orientation

As the supervisor of a new employee to University Advancement, you have the responsibility of providing an

introduction to the employee that provides a comprehensive and welcoming introduction to not only his/her specific job
responsibilites but al so the University and division. This d
Advancement New Empl oyee Orspedfinibfarhation and tGihirg gol drovide thould a n d
provide a roadmap to a beneficial beginning for your new employee.

Before developing a new employee’s orientation plan,
information and resources:

www.hr.ilstu.edu/video/

www.hr.ilstu.edu/downloads/Benefits pers903.pdf

PartI—-Preparing for the New Employee’s Arrival

A Prepare the University Advancement New Employee Orientation Checklist specifically for your new employee:
fill in the top part of the document and adopt each of the sections as needed

A Order required keys from Facilities Management (see Key Order Form)

Building

Office

Desk, file cabinets, etc.
Storage areas

O O oo

A Contact Telecommunications (http://www.telecom.ilstu.edu/forms/)

0 Long Distance Calling Card
0 Authorization Code
0 Cell Phone

A Work with Systems Support staff (ebhodge@ilstu.edu) to coordinate:

Appropriate Computer Equipment and Software Needs
Mobile Technology

Meeting Maker Account

UA Server/Folder Accesses
Computer/ Techn

ol ogy Orientation on Employee’s
Empl oyee’ s ULI D

O OO0 O0Oo

A Order department and/or Foundation credit card

A Obtain sign-on for ONE (rqueen@ilstu.edu)

A Clear your calendar for the employee’s first day,
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A Seek a colleague of the new employee to be his/he
questions

A Ask colleagues of the new employee to schedule lunch with him/her in groups or individually during the first
week

A Prepare for review with new employee within first week:

List of expectations for first three months, six months, and year
Prioritized reading

Copy of job description

List of important meetings, events, etc.

O O oo

A Prepare Professional Development information (www.case.org; www.caseV.org; listservs, etc.)

A Prepare any unfinished Human Resources paperwork

0 New Employee Address Submission Form (PERS 903)
www.hr.ilstu.edu/Indexnews/address form.shtml

A Schedule Human Resources New Employee Orientation session

A Notify DivisionofEmploy ee’ s st art dat e, contact information,
information on schedule if not full-time

A Make sure the new employee’s work area is clean,

Part Il —The First Day

A Review Parts |, Il, and IIl of University Advancement New Employee Orientation Checklist with him/her
A Instruct employee on completion of New Employee Orientation Checklist, including timeline to complete
A Ask employee to complete

A Provide any forms for review and completion (provide timeline)

Human Resources unfinished paperwork

Computer use policy

Confidentiality statement
UA Employee Emergency Information (optional)

O O OO

A Tour office and introduce office colleagues
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Principles of Practice for Alumni Relations Professionals
at Educational Institutions

Adopted by the CASE Board of Trustees in March 2005

Education at all levels has never been more essential to the well-being of the global community. Yet, educational
institutions face an increasingly challenging environment in which to attract students, faculty, and benefactors, as well
as to earn alumni allegiance, government support, and public respect. As a result, alumni relations professionals perform
increasingly strategic and complex roles serving their institutions and alumni including: championing the institution's
mission, encouraging and fostering alumni involvement with their institutions, building long-term relationships with
alumni and other constituencies, and collaborating with the advancement team to maximize efforts on behalf of the
institution and its alumni. The principles below are intended to assist alumni relations professionals in fulfilling their role
in a manner that will benefit their institution, its alumni, their profession, and the academic community.

Ethical Principles
Alumni relations professionals have a fundamental obligation to:

e advance the mission of their institutions and serve and support its alumni in an ethical and socially responsible
manner.

e reflect in their work the basic values of educational institutions, including an abiding respect for diverse ideas,
interests and constituencies.

e reinforce through words and actions the principles of honesty, integrity, and trust, which form the basis for long-
term relationships and engagement with the institution's alumni and other constituencies.

e place the welfare of the institution and its alumni above personal gain, avoid conflicts of interest, take
responsibility for their decisions, and treat colleagues, alumni and the public with courtesy and respect.

Operational Principles
Alumni relations professionals are most successful at advancing their institutions and serving alumni when:

e their efforts support the institution's strategic plan and the best interests of alumni.

e they are present in the inner management circle of their institutions, where they provide strategic counsel to
their institution's leadership, convey the viewpoints and interests of the alumni, and participate in the
formulation of institutional policies.

e they base their work on research that informs their understanding of the institution's alumni and measures
progress toward established goals in support of the institution and its alumni.

e they view themselves as educators on special assignment in alumni affairs.

e they undertake multiple programs for reaching and engaging alumni.

e they utilize a wide spectrum of communication devices, including electronic mail, to reach and engage alumni.

e they seek feedback from the alumni to help align services with existing and emerging needs of this
constituency.

e they involve internal constituencies across the organization in alumni engagement.

e they employ historically proven methods, as well as promising new approaches in the field, as part of a
commitment to continuous improvement in their service to the institution and its alumni.

Alumni Engagement Principles
Alumni relations professionals best serve the needs and interests of the alumni and ensure the involvement of alumni
with the institution when they:
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Respect

Inform

Involve

Acknowledge and embrace alumni as vital stakeholders in their institutions.

Serve as an advocate for alumni, representing their interests in working with institutional departments and
constituencies as well as the broader community.

Provide alumni with relevant financial information concerning the work of the alumni association and its
activities.

Ensure personal information provided by alumni is handled in a professional and confidential manner at all
times.

Recognize alumni contributions of time, talent and treasure.

Inform alumni about institutional mission, goals and programs.

Inform alumni about alumni association mission, goals and programs.

Ensure the mission, goals and programs of the alumni association are consistent with, and support the mission,
goals and programs of the institution.

Encourage alumni to participate in and support the programs, services and events of the alumni association and
the institution.

Encourage alumni to pursue leadership opportunities in the alumni association and throughout the institution.
Involve alumni - seeking their ideas, input and feedback - in any planning process that seeks to define or modify
the alumni association mission or its system for selecting its leadership.

Encourage alumni to serve in the broader community as ambassadors for their alma mater and for education in
general.

These principles are intended to supplement and to complement the CASE Statement of Ethics adopted by the CASE
Board of Trustees in 1982.
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Principles of Practice for Fund-Raising Professionals
at Educational Institutions

Approved by the CASE Board of Trustees in November 2005

Philanthropy is a voluntary exchange in which the values and aspirations of donors are matched with the values and
aspirations of those they benefit.

Educational fund-raising professionals work on behalf of those served by their institutions during this exchange of values
and represent their universities, colleges and schools to donors, volunteers, and the larger public. In doing so, they also
represent the integrity of the institution and of the fund-raising profession. They must, in discharging responsibilities,
observe and promote the highest standards of personal and professional conduct and continually strive to increase their
knowledge of the profession.

The following principles are consistent with CASE's position on commission-based compensation developed by the
Commission on Educational Fund Raising (now the Commission on Philanthropy) in 1991 and reaffirmed in 2005, and the
Donor Bill of Rights. They are intended to provide guidance and direction to educational fund-raisers and volunteers as
they make ethical choices during the philanthropic exchange of values. The principles are not, and cannot be, an
exhaustive list of rules to be applied to every decision in which ethical principles may be involved.

These ethical principles go hand-in-hand with the expectation that educational fund raising professionals are expected
to comply with the letter and the spirit of all laws relevant to charitable giving.

Ethical Principles

Personal Integrity
Individuals will:

e be fair and honest and conduct themselves with integrity;

e not maintain any vested interest in a professionally related activity that could result in personal gain without
prior full disclosure and approval;

e respect that their relationships with prospective donors, donors, volunteers, and employees are professional
relationships and may not be exploited.

Confidentiality
Individuals will:

e safeguard and respect donor and prospective donor information;

e honor the wishes of an individual and/or organizational constituent with regard to how directory information
and/or giving history is used;

e record and keep only information relevant to cultivation, solicitation, and stewardship;

e identify the source of retained information;

e safeguard prospective donor, donor, and other constituent lists compiled by the institution as the property of
the institution; these lists may not be distributed or used for unauthorized purposes or for personal gain;

e make every effort to ensure that volunteers, vendors, and external entities with access to constituent
information understand and agree to comply with the organization's confidentiality and public disclosure
policies.
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Public Trust
Individuals will:

e ensure donated funds are used in accordance with donors' intentions;

e obtain specific instructions from a donor before altering conditions of a restricted gift (consistent with applicable
law);

e provide prompt, responsive and truthful replies to donor and public inquiry in accordance with the
organization's stated policies;

e place the mission and interest of the institution and its donors above personal gain;

e pursue only gifts that fall within, or advance, the institution's mission and/or approved priorities.

Disclosure
Individuals will:

e be truthful about the institution's mission, intended use of funds, and capacity of the institution to use
donations effectively for the intended purpose;

e be truthful and specific about the identification of the organization they represent and their employment or
volunteer status;

e understand and disclose their areas of expertise and will give appropriate advice regarding the involvement of
the donors' legal, accounting, financial and tax advisors;

e help ensure appropriate and consistent accounting, budgeting, and reporting methodologies.

Compensation
Individuals will

e not accept commission-based compensation or compensation based on a percentage of funds raised;

e not accept external compensation for the receipt of a gift or information leading to a gift;
e not agree to pay compensation to individuals in respect of a gift or information leading to a gift.
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Principles of Practice for Communications and Marketing Professionals
at Educational Institutions

Adopted by the CASE Board of Trustees in July 2004

Education at all levels has never been more essential to the well-being of the global community. Yet educational
institutions face an increasingly challenging environment in which to attract students, faculty, and benefactors, as well
as to earn alumni allegiance, government support, and public respect. As a result, communications and marketing
professionals perform strategic and complex roles as champions of the institution's mission, stewards of its reputation,
monitors of its competitive environment, and liaisons to its many constituencies. The principles below are intended to
assist them in fulfilling those roles in a manner that will benefit their institutions, their profession, and the academic
community as a whole.

Ethical Principles
Communications and marketing professionals have a fundamental obligation to:

e advance the mission of their institutions in an ethical and socially responsible manner.

e reflectin their work the basic values of educational institutions, including an abiding respect for diverse
viewpoints and a firm commitment to the open exchange of ideas.

e reinforce through words and actions the principles of honesty, integrity, and trust, which form the basis for long-
term, supportive relationships with the institution's publics.

e place the welfare of the institution above personal gain, avoid conflicts of interest, take responsibility for their
decisions, and treat colleagues and the public with courtesy and respect.

Operational Principles
Communications and marketing professionals are most successful at advancing their institutions when:

e their efforts are carefully designed to support the institution's strategic plan, to manage its reputation, and to
monitor those issues most likely to affect its future.

e they are present in the inner management circle, where they provide strategic and crisis counsel to the
institution's leadership, convey the viewpoints of primary publics, and participate in the formulation of policies
affecting those publics.

e they base their work on research that informs their understanding of the institution's primary publics and that
measures progress toward established goals, expressed in terms of desired attitudes and behaviors among those
publics.

e they undertake ongoing, targeted programs of communications and marketing, employing multiple channels
appropriate to the audience and the message.

e they engage in two-way communication with primary publics and actively seek feedback to help the institution
align its services with existing and emerging needs of its intended beneficiaries.

e they involve internal constituencies across the organization in delivering not only the messages but also the
academic and service excellence on which the institution's reputation depends.

e they employ proven methods, as well as promising new approaches in the field, as part of a commitment to
continuous improvement.

These principles are intended to supplement and to compleme@AIEE Statement of Ethadopted bythe CASE
Board of Trustees in 1982.
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