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Introduction 

The Cal Poly Independent Student Organization (ISO) Handbook provides key 

information to help your ISO succeed. This handbook is designed to assist your ISO with 

understanding University Policies, identifying resources available through ASI Club 

Services and obtaining information that will help make your activities function 

efficiently.  

 

This is not intended to be all-inclusive, and much of the information is in excerpt or 

abbreviated form. There may be other policies that have not been addressed in this 

document that organizations must follow. Please note that all organization activities 

must comply with Campus Administrative Policies, which can be found at 

http://policy.calpoly.edu/  

 

If you have any questions or would like further information on a specific topic, please 

contact ASI Club Services at 756-5807 or Student Life & Leadership at 756-2476. Both 

offices are located on the second floor of the University Union. 

 

Contents in this handbook are reviewed and approved by Associated Students, Inc. (ASI) 

and Student Life & Leadership. Contents of the Cal Poly Independent Student 

Organization Handbook are subject to change. 
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Mission Statements 

Associated Students, Inc. (ASI) 

The mission of Associated Students, Inc. is to enrich the quality of student life and to 

complement the educational mission of Cal Poly through shared governance, student 

employment, student advocacy and a broad spectrum of programming, services and 

opportunities for leadership and social interaction. 

!{LΩǎ wƻƭŜ ǿƛǘƘ Independent Student Organizations 

Event Planning 

 Process requests for on-campus events  

 Reserve on-campus space for meetings and events 

 Provide event planning consultation 

 Act as liaison between student organizations and other campus entities 

Other Resources 

 Provide student organization mailboxes 

 Provide training and monthly educations for ISO officers and advisor(s) 

 Coordinate roster renewal process 

Student Life & Leadership 

The mission of Student Life & Leadership is to advance and encourage the learning and 

personal development of students as effective leaders and valuable members of the 

larger community. Programs are integrated into ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘƻǘŀƭ ƭŜŀǊƴƛƴƎ 

environment, both in and out of the classroom. 

http://www.calpoly.edu/
http://www.asi.calpoly.edu/government
http://www.asi.calpoly.edu/hr/jobList.php
http://www.asi.calpoly.edu/hr/jobList.php
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{ǘǳŘŜƴǘ [ƛŦŜ ϧ [ŜŀŘŜǊǎƘƛǇΩǎ wƻƭŜ with Independent Student Organizations: 

The University, through Student Life & Leadership, is responsible for Cal Poly student 

organization oversight, including: 

 Annual recognition and approval of all Cal Poly L{hΩǎ ǘƘǊƻǳƎƘ ŎƻƳǇƭŜǘƛƻƴ ƻŦ ǘƘŜ 

Roster renewal process  

 Administration of the Judicial Process including hearing coordination 

 Initiation of judicial investigations of student organization violations 
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Starting a New Cal Poly Independent Student 
Organization 

The process of starting a new ISO begins with meeting with Student Life & Leadership. If 

approved to become an ISO, you will be required to enter into a contract with the 

University.  

 

When the contract is complete, the ISO must provide a certificate of insurance from 

their national governing body. Once Student Life & Leadership receives the proof of 

insurance, they will provide the ISO officers with a blank roster. It will be the 

responsibility of the ISO Officers to complete the roster and return it to ASI club 

Services.  

 

ISOs are required to submit a roster, contract, proof of insurance, and proof of an off-

campus bank account every year.  

Online Training  

The president and vice president must complete the online training at the beginning of 

each academic year. The advisor and treasurer are not required to complete the online 

training. Once the officers have completed the training, ASI Club Services will 

automatically be notified via e-mail once all required individuals have completed the 

training. The President will be emailed a Roster specific to their organization within five 

business days after. The President is responsible for entering all relevant information 

into the Roster. The document must then be printed, signed by all officers and advisor(s) 

and submitted to ASI Club Services. ASI Club Services will verify completeness and 

forward the Roster to Student Life & Leadership. ASI Club Services will notify the 

President via email when the process is complete. No requests can be processed until 

ǘƘŜ wƻǎǘŜǊ Ƙŀǎ ōŜŜƴ ŀǇǇǊƻǾŜŘΦ hŦŦƛŎŜǊǎ ƻƴ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ wƻǎǘŜǊ Ƴŀȅ ǎƛƎƴ 
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ǇŀǇŜǊǿƻǊƪ ǳƴǘƛƭ ŜƛǘƘŜǊ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ /ƘŀǊǘŜǊ ŜȄǇƛǊŜǎ ƻƴ October 21, 2011 or until 

the 2011-12 Roster is approved.  
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Independent Student Organization Roster Renewal 
Process 

The University has established procedures for recognition of ISOs. Recognition 

procedures require that each ISO must enter into a recognition agreement with the 

University. Such procedures shall provide for review, recognition, and rescission of 

recognition, and for termination of any recognition agreement. The University may deny 

any petition for recognition from an ISO.  

 

ISOs are under contract to the University through Student Life & Leadership. ISOs:  

 Reserve on-campus space through ASI Club Services  

 Handle all contracts independently  

 Hold their fiscal accounts off-campus, unassociated with the University or ASI  

 

A Cal Poly ISO is considered independent if the following criteria are met:  

 Maintains official affiliation with a national organization, or Incorporation as a 

non-profit  

 Cƻƭƭƻǿǎ ŀ ƴŀǘƛƻƴŀƭ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ŏƻƴǎǘƛǘǳǘƛƻƴ  

 Cƻƭƭƻǿǎ ŀ ƴŀǘƛƻƴŀƭ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ōȅƭŀǿǎ όŎǳǎǘƻƳƛȊƛƴƎ ōȅƭŀǿǎ ǘƻ ǘƘŜ ƭƻŎŀƭ 

organization is acceptable per authorization from the national organization)  

 Members pay quarterly or annual dues that partially go to their national 

organization  

 The national organization provides insurance for its affiliated chapters  

 

University recognition agreements with ISOs shall be in conjunction with insurance 

requirements compliance and will be reviewed on an annual basis. Any such recognition 

agreement shall serve the best interests of the University. The University may terminate 

any recognition agreement without cause. 
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A Community Service Representative position has been added to the 2011-2012 Roster.  

The responsibility of this position is to organize and manage the service projects for the 

student organization.  Although this position is not mandatory, Student Life & 

Leadership recommends that this position be filled, which will allow them to better 

ŀǎǎƛǎǘ ŀƴŘ ǇǊƻƳƻǘŜ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǎŜǊǾƛŎŜ ǇǊƻƧŜŎǘǎΦ     

 

Please note: The President and Vice President on the roster must maintain a minimum 

overall 2.0 grade point average each academic year, and be in good standing and shall 

not be on probation of any kind. A grade check will be conducted for the President and 

Vice President at the end of each academic quarter. 
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ISO Roster 

The following information is essential to have in completing the rostering process.  

 

Adding to a Roster 

Used when an ISO wishes to add additional officer(s)/advisor(s) to the Roster without 

removing any current officer(s)/advisor(s). When a ISO wishes to add to the Roster, they 

will need to complete the following steps: 

 bƻǘƛŦȅ !{L /ƭǳō {ŜǊǾƛŎŜǎ ǎƻ ǘƘŀǘ ŀƴ ά!ŘŘ ǘƻ Rosterέ Ŏŀƴ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ ISO 

president. 

This information 
will automatically 
be filled in.   

Check the 
appropriate roster 
type, affiliation and 
type(s)   

Write in the correct 
number of active, 
inactive, and 
honorary members.   

Name, Signature, Initials, 
Username and Phone 
Number must be filled in 
for the President, Vice 
President, Treasurer, 
Community service Rep, 
and Advisor.  
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 Upon the president receiving the Roster he/she will need to sign the Roster and 

also obtain the signature of the new officer/advisor being added.  

 The only signatures that need to be on the Roster are those of the new 

ƻŦŦƛŎŜǊǎκŀŘǾƛǎƻǊǎ ŀƴŘ ǘƘŜ ǇǊŜǎƛŘŜƴǘΦ ¢ƘŜ ŀŘǾƛǎƻǊΩǎ ǎƛƎƴŀǘǳǊŜ ƛǎ ƴƻǘ ǊŜǉǳƛǊŜŘΦ 

 Submit cƻƳǇƭŜǘŜŘ ά!ŘŘ ǘƻ Rosterέ ǘƻ !{L /ƭǳō {ŜǊǾƛŎŜǎ ŦƻǊ ǇǊƻŎŜǎǎƛƴƎΦ  

 Once the rostering process is completed, the president will be notified. 

 

Please note: the new officers/advisors being added will not be able to sign off on any 

paperwork until the Roster has been approved by Student Life & Leadership. 

 

The ISO has the ability to add as many officers to the Roster as needed. Just because the 

Roster states specific officer titles (i.e. President, Vice President, Secretary, etc.), does 

not mean that those are the only officer positions the ISO can have on file. To add 

another officer position with a different title, the ISO can cross out the officer titles that 

do not apply and write in the specific officer names that are relevant. 

Replacing a Roster  

If an ISO wishes to remove an officer/advisor from the current Roster, the organization 

can replace the Roster that is on file with ASI Club Services.  This should be done every 

time an ISO officer(s)/advisor(s) change. When an ISO wishes to replace a Roster, they 

will need to complete one of the following: 

Option One: All officers/advisor(s) complete training 

 The new president, and vice president complete the online training, found at 

http://www.asi.calpoly.edu/training.  

 hƴŎŜ ǘƘŜ ǘǊŀƛƴƛƴƎǎ ƘŀǾŜ ōŜŜƴ ŎƻƳǇƭŜǘŜŘΣ ŀ άwŜǇƭŀŎŜ Rosterέ ǿƛƭƭ ōŜ ŜƳŀƛƭŜŘ ǘƻ 

the ISO president.  

 Upon receiving the Roster, all signatures will need to be obtained. 

 {ǳōƳƛǘ ŎƻƳǇƭŜǘŜŘ άwŜǇƭŀŎŜ Rosterέ ǘƻ !{L /ƭǳō {ŜǊǾƛŎŜǎ ŦƻǊ ǇǊƻŎŜǎǎƛƴƎΦ  

http://www.asi.calpoly.edu/training
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 Once the rostering process is completed, the president will be notified. 

Please note: the new officers/advisors being replaced will not be able to sign off on any 

paperwork until the Roster has been approved by Student Life & Leadership. 

Option Two: New Officer Notifies ASI Club Services 

In order to eliminate ISO officers and advisors, who have already completed the online 

training, from having to redo it, the ISO can: 

 Notify ASI Club Services once the new officers/advisors have completed the 

training.  

 Once ASI Club ServƛŎŜǎ ƛǎ ƴƻǘƛŦƛŜŘΣ ŀ άwŜǇƭŀŎŜ Rosterέ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ 

president, and signatures of the new officer/advisor will need to be obtained.  

 {ǳōƳƛǘ ŎƻƳǇƭŜǘŜŘ άwŜǇƭŀŎŜ wƻǎǘŜǊέ ǘƻ !{L /ƭǳō {ŜǊǾƛŎŜǎ ŦƻǊ ǇǊƻŎŜǎǎƛƴƎΦ  

 Once the rostering process is completed, the president will be notified. 

 

Please note: the new officers/advisors being replaced will not be able to sign off on any 

paperwork until the Roster has been approved by Student Life & Leadership. 

 

If your ISO selects option two, and ASI Club Services is not notified about the need to 

replace the ISO RosterΣ ŀ άwŜǇƭŀŎŜ Rosterέ ǿƛƭƭ ƴƻǘ ōŜ ǎŜƴǘΦ ²ƘŜƴ ŎƻƴǘŀŎǘƛƴƎ !{L /ƭǳō 

Services about the desire to replace the ISO Roster, please provide a list of the new 

officers and advisor(s) names and positions.   

Reminders:  

 Please be aware that if your ISO replaces its officers/advisors during spring 

quarter, it is highly recommended that the ISO ŎƻƳǇƭŜǘŜ ŀ άwŜǇƭŀŎŜ Rosterέ ǇǊƛƻǊ 

to leaving for summer.  

o This will ensure that upon returning from summer, the ISO can quickly 

and Ŝŀǎƛƭȅ ŎƻƴŘǳŎǘ ōǳǎƛƴŜǎǎ ōŜŦƻǊŜ ǘƘŜ ǊŜǉǳƛǊŜŘ άнлмн-нлмоέ Roster can 

be completed.  
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Please note: no requests can be processed until the Roster has been approved. Officers 

ƻƴ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ Roster Ƴŀȅ ǎƛƎƴ ǇŀǇŜǊǿƻǊƪ ǳƴǘƛƭ ŜƛǘƘŜǊ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ Roster 

expires on October 21, 2011 or until the 2011-12 Roster is approved. 
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 General Student Organization Information 

Online Student Organization Directory 

The Student Organization Directory is an online database of all chartered student 

organizations ŀƴŘ L{hΩǎ on campus. This directory includes information gathered from 

ŜŀŎƘ ƎǊƻǳǇΩǎ ŎǳǊǊŜƴǘ Roster, including contact information for the president and 

advisor, links to ISO web pages, and a brief description of the ISO. 

UNIX Account / E-mail Account 

Upon request, L{hΩǎ are given one central UNIX account for a web page, one e-mail 

account and one entry in the campus directory server that redirects your messages to 

the e-mail account. To set up these services, print a UNIX account form found at 

asi.calpoly.edu. Once the form is filled out and the proper signatures are obtained, 

submit it to ASI Club Services. This information will be forwarded to Cal Poly Information 

Technology Services, who will then contact the group representative with further 

information.  

 

¦ǎŜ ƻŦ ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǘŜŎƘƴƻƭƻƎȅ ǊŜǎƻǳǊŎŜǎ ƛǎ ǎǘǊƛŎǘƭȅ ǇǊƻƘƛōƛǘŜŘ ŦƻǊ 

unauthorized commercial activities, personal gain, and private, or otherwise unrelated 

to the University, business or fundraising. This includes soliciting, promoting, selling, 

marketing or advertising products or services, or reselling University resources.  

 

Campus auxiliary organizations are authorized to provide services and products to 

students, faculty and staff, and invited guests of the University through operating and 

service support leases. The University President or designee may authorize additional 

limited commercial uses under separate policy provisions. Such users are exempt from 

the above prohibitions. These prohibitions are not intended to infringe on authorized 
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uses that enable students, staff and faculty to carry out their duties and assignments in 

support of the University mission. 

Prohibited Commercial Use: 

 Displaying personal items for sale on a web page residing on or transmitted 

through University resources. 

 Displaying commercial advertisements on a web page hosted on University 

resources. 

 Using a Cal Poly account to create and host a web site for a local organization 

promoting fundraisers and other commercial activities. 

 Using a Cal Poly account to operate or conduct non-University related business 

activities, including financial management, advertising and promotion, 

correspondence, web sites, etc. 

Mailboxes 

Every ISO has a mailbox located in the Epicenter that can be used for receiving mail sent 

from both on and off-campus. Mail may be picked up during ASI Club Services business 

hours. ISO mailing addresses must include the following information:  

 

ISO Name, Mailbox # 

ASI ς Epicenter 

1 Grand Avenue 

San Luis Obispo, CA 93407-0675 

 

Should a package that does not fit in the L{hΩǎ mailbox be delivered to ASI Club Services, 

the ISO will be notified via e-mail. If the package is not picked up within two weeks, it 

will be forwarded to the advisor.  
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All mailboxes will be cleaned out at the end of each quarter. All mass mailings will be 

discarded, and any student organization mail will be forwarded to the advisor. 

Mail Services 

The use of campus mail delivery services is limited to official University mail and inter-

departmental correspondence and may not be used by L{hΩǎ for mass mailings to faculty 

and staff.  

 

Under no circumstance are student organizations to use the ASI or University Bulk Mail 

permits for either on or off-campus mailings. 

Use of Cal Poly Name and Symbol 

Cal Poly requires any merchandise displaying the marks (name, symbol, or logo) of the 

University to be purchased from a licensed vendor. The following are examples of Cal 

Poly marks that require approval: 

 Cal Poly 

 California Polytechnic State University  

 Cal Poly website (i.e clubname@calpoly.edu)  

 Cal Poly Abbreviation (CP, Poly)  

 Mustangs  

 Musty the Mustang Logo   

If the purchases contain the use of any Cal Poly marks, a Student and Internal Request 

to Use the Cal Poly Marks forms must be completed and submitted to the Cal Poly 

Licensing and Trademark office (located in the El Corral Bookstore) for approval.  For 

additional questions regarding the Licensing process please contact the Cal Poly 

Licensing and Trademark Office at 805-756-5306 or visit http://www.clc.com/. 

 

Please note: failure to use a properly licensed vendor may lead to the items being 

confiscated. 

mailto:clubname@calpoly.edu
http://www.clc.com/
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Independent Student Organization Operational Policies & 
Procedures 

The following University Policy excerpts are intended to inform and assist L{hΩǎ at Cal 

Poly. If you have questions or require detailed information please contact the ASI Club 

Services. 

 

All L{hΩǎ are responsible for adhering to University policies as stated in the Campus 

Administrative Policy (CAP) (available at policy.calpoly.edu). CAP includes information 

on University policies such as alcohol, discrimination, hazing, as well as general student 

organization policies.  

General Independent Student Organization Policies 

 Operate within the laws of the State of California and the policies and 

procedures of the California Polytechnic State University and Associated 

Students, Inc 

 Carry out all activities in accordance its national governing body bylaws 

 Submit a roster annually to ASI Club Services 

 Maintain insurance through the organizations national governing body 

 Enter into contract with the University  

Equal Access 

Cal Poly student organizations shall not discriminate either in the content of bylaws or in 

practice against any person by reason of country of origin, creed, race, color, national 

origin, ethnic background, gender, age, religion or sexual orientation. The prohibition on 

membership policies that discriminate on the basis of gender does not apply to social 

fraternities or sororities, or to other University living groups. 
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Hazing 

Student Organizations must abide by Section 32050, California State Education Code 

regarding hazing, which states:  

 

!ǎ ǳǎŜŘ ƛƴ ǘƘƛǎ ŀǊǘƛŎƭŜΣ άƘŀȊƛƴƎέ ƛƴŎƭǳŘŜǎ ŀƴȅ ƳŜǘƘƻŘ ƻŦ ƛƴƛǘƛŀǘƛƻƴ ƻǊ ǇǊŜ-initiation 

into a student organization or student body or any pastime or amusement 

engaged in with respect to such an organization which causes, or is likely to 

cause, bodily danger, physical harm or personal degradation or disgrace resulting 

in physical or mental harm, to any pupil or other person attending any school, 

community college, college, University or other educational institution in this 

ǎǘŀǘŜΦ ¢ƘŜ ǘŜǊƳ άƘŀȊƛƴƎέ ŘƻŜǎ not include customary athletic events or other 

similar contests or competitions. 

In summary, hazing refers to any activity expected of someone joining a group (or to 

maintain full status in a group) that humiliates, degrades or risks emotional and/or 

physical harm, regardless of the person's willingness to participate.  
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Student Judicial Process 

The judicial process begins when an individual reports, in writing a complaint to Student 

Life & Leadership, or when a Police Summary Report is received by Student Life & 

Leadership staff concerning an alleged violation of state, city, or campus policies. The 

complaint will identify a potential violation of University Policy by a recognized Cal Poly 

student organization. Student Life & Leadership will conduct an investigation of the 

allegations. 

Judicial Meeting  

The judicial process will be administered through Student Life & Leadership. Student 

organization representatives will be notified by phone and/or e-mail concerning the 

nature of the complaint, specifying the alleged violated University Policy, and arranging 

a time and place for the judicial meeting. The purpose of the judicial meeting is to 

obtain information concerning the allegation from representatives of the involved 

student organization(s). Legal counsel may not represent the student organization(s).  

 

A decision will be rendered as soon as possible and will be communicated, in writing, by 

a designee of Student Life & Leadership to the student organizationΩǎ president, advisor, 

and/or other appropriate individuals. Student Life & Leadership reserves the right to 

notify any affiliated national organization of hearing decisions. 

Student Organization Sanctions 

Depending on the results of the hearing and the panel recommendations, sanctions may 

be implemented. Sanctions may include, but are not limited to, a written warning, 

probation, suspension or revocation of the student organization Charter/recognition, as 

described below. 
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Warning: ǿƛƭƭ ōŜ ƛǎǎǳŜŘ ƛƴ ǿǊƛǘƛƴƎ ŀƴŘ ƪŜǇǘ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ permanent file. 

Probation: a letter ƛƴ ǘƘŜ ǎǘǳŘŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ permanent file plus a designated time 

frame during which the student organization will be closely monitored. Depending on 

the infraction, probation may also include the student organization member 

participating in required educational and/or developmental seminars and activities. 

 

Suspension: will result in the following: 

 Receiving a letter ƛƴ ǘƘŜ ǎǘǳŘŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇŜǊƳŀƴŜƴǘ file 

 Losing access to University facilities, ASI Club Funding, equipment and programs 

for a defined period of time 

 Losing the ability to participate in University events or events utilizing University 

resources for a defined period of time 

 

Revocation of Charter/recognition: the University no longer recognizes the student 

organization and loses all University rights and privileges on a permanent basis. 

Appeals Process 

The student organization has the right to appeal the decision of Student Life & 

Leadership. The appeal must be submitted to the Vice President for Student Affairs or a 

designee. The appeal must be in writing, stating why the student organization feels the 

decision rendered is not appropriate. Student organizations must submit this appeal 

within ten business days after notification of the decision. 

 

The Vice President for Student Affairs or his/her designee will meet with the parties 

involved and will render a final decision within ten business days after the meeting. This 

decision is final and is not subject to further appeal. 
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 Activity Planning and the E-Plan Process 

For every on-campus ISO event, an E-Plan is required. An E-Plan (Event Plan) is a process 

that assists in event planning.  It serves as a tool for campus entities to coordinate and 

accommodate multiple campus events and assess each event for risk. E-Plans must be 

completed, approved, and submitted online.  

 

New for 2011-12 

All student organization events and meeting requests will be submitted online via an E-

Plan.  The E-Plan has been restructured to contain multiple deadlines, determined by 

ǘƘŜ ŜǾŜƴǘΩǎ ǊŜǉǳƛǊŜƳŜƴǘǎ ŀƴŘ ƭƻŎŀǘƛƻƴΦ  ¢ƘŜǊŜ ŀǊŜ ƴƻǿ ǘƘǊŜŜ ǘȅǇŜǎ ƻŦ 9-Plans: E-Plan 

Fast Pass, E-Plan Short Form, and E-Plan Long Form which are outlined below in further 

detail.  In addition, this year any ISO event member is now able to initiate and create an 

E-Plan.  The ISO president will then be notified of the request and will be required to 

approve the request before it can be processed.   

Types of E-Plans  

E-Plan Fast Past:  

The E-Plan Fast Past is designed to accommodate scheduling general ISO meetings in a 

three day deadline.  If the ISO meeting does not require other on campus entity 

approvals, and is located in an assignable classroom space, the ISO can use the E-Plan 

Fast Pass. The E-Plan Fast Pass must be submitted online at least three business days 

prior to the date requested.   

E-Plan Short Form: 

The E-Plan Short Form is designed to accommodate scheduling on-campus ISO events in 

a seven day deadline.  If an ISO event is on-campus, and does not require any staffing 

support, the ISO can use the E-Plan Short Form to schedule their event.  The E-Plan 
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Short Form must be submitted online a minimum of seven calendar days prior to the 

date requested.   

E-Plan Long Form:  

The E-Plan Long Form is utilized to schedule ISO events that have multiple campus entity 

approvals.  If an ISO event requires staffing or alcohol, an E-Plan Long Form must be 

utilized to schedule the event.  The E-Plan Long Form must be submitted a minimum of 

fourteen calendar days prior to the date requested.   

Outlined below is a quick guide for determining what type of E-Plan to use in planning 

an event.   

Types of 
E-Plans 

E-Plan Fast Pass 
 

E-Plan Short Form 
 

E-Plan Long Form 
 

Timelines 3 business days  7 days 14 days 

Event 
Locations 

 Applicable classrooms for 
2 hours or less 

 UU Conference Rooms 
(except UU 220) 

 Sandwich Boards  

 UU Plaza, Dexter Lawn, 
Mott Lawn (information 
tables, and booths only) 
 

 Applicable classrooms for 
any length of time 

 UU Plaza, Dexter Lawn, 
aƻǘǘ [ŀǿƴΣ hΩbŜƛƭl Green 
(events, information 
tables, or booths) 

 UU Lounges (San Luis or 
Bishops) 

 UU Plaza Stage 

 UU Plaza Marketplace 

 Cal Poly P 
 

 Off-campus events  

 Chumash Auditorium 

 UU 220 

 Performing Arts Center  

 Cal Poly Theater 

 Mott Complex 

 Sports Complex 
 

Events 
Involving 

 Chalking  

 Amplified sound/music 

 Parking permits 

 Renting sporting 
equipment 

 Food or drink 

 Sale of merchandise 

 Use of Cal Poly names, 
symbols or marks 

 Showing a film or video 

 Contracts 

 Paid service providers 

 Travel 

 Alcohol 

 ASI Staffing 
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Steps for Completing an Online E-Plan 

Check Space Availability 

To find what spaces are available for L{hΩǎ to reserve, use the website 

events.calpoly.edu to access the Cal Poly Master Calendar. The Campus Master 

Calendar has three general methods of navigation, which can be selected from the 

banner at the ǘƻǇ ƻŦ ǘƘŜ ǇŀƎŜΥ ά±ƛŜǿ 9ǾŜƴǘ /ŀǘŜƎƻǊȅΣέ ά±ƛŜǿ 9ǾŜƴǘǎ ōȅ ±ŜƴǳŜέ ŀƴŘ 

ά±ƛŜǿ 9ǾŜƴǘǎ ōȅ .ǳƛƭŘƛƴƎέΦ   

{ŜŀǊŎƘ ōȅ ά±ƛŜǿ 9ǾŜƴǘ ōȅ /ŀǘŜƎƻǊȅέ 

²ƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŘŜŦŀǳƭǘ ǘƻ ά±ƛŜǿ 9ǾŜƴǘǎ ōȅ /ŀǘŜƎƻǊȅέΦ 9ǾŜƴǘǎ ǿƛƭƭ ƻƴƭȅ ǎƘƻǿ ǳǇ ƛŦ ǘƘŜ 

student organization has requested that it be visible on the web. 

 

The events for the date chosen will pop up in the middle of the screen.  Click on the 

specific event you are looking to gather more information about. 

Search by Name 
 

Search by Category 

Search by Date 
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After selecting the event, a larger screen will appear that will provide additional event 

details. 

{ŜŀǊŎƘ ōȅ ά±ƛŜǿ 9ǾŜƴǘǎ ōȅ ±ŜƴǳŜέ 

¢ƻ ŎƘŜŎƪ ǎǇŀŎŜ ŀǾŀƛƭŀōƛƭƛǘȅΣ ƻƴ ǘƘŜ ƘƻƳŜ ǇŀƎŜΣ ǎŜŀǊŎƘ ά±ƛŜǿ 9ǾŜƴǘǎ ōȅ ±ŜƴǳŜέΦ 

Searching for events by venue will allow you to see the availability of rooms that are 

similarly grouped and located.  Events will only show up if the student organization has 

requested that it be visible on the web. 
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To get more information about the space, or to see a picture of the classroom, click on 

the building and room number.   

 

 

 

 

 

 

 

 

 

 

 

 

 
 
This shows you the rooms within the 
ǾŜƴǳŜ ŀƴŘ ŀƭǎƻ ǎƘƻǿǎ ǘƘŜ ǊƻƻƳΩǎ 
availability.  See the key for the type 
of activity taking place.  

 
 
 
 
 
 
 
 
 

Search by Venue 
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To view the availability for the week, click the calendar icon in the upper right corner of 

the room you are interested in.   
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{ŜŀǊŎƘ ōȅ ά±ƛŜǿ 9ǾŜƴǘǎ ōȅ Buildingέ 

¢ƻ ǎŜŀǊŎƘ ǘƘŜ ŀǾŀƛƭŀōƛƭƛǘȅ ƻŦ ŀ ǎǇŜŎƛŦƛŎ ōǳƛƭŘƛƴƎ ŀƴŘ ǊƻƻƳΣ ǳǎŜ ǘƘŜ ǘŀō ά±ƛŜǿ 9ǾŜƴǘǎ ōȅ 

.ǳƛƭŘƛƴƎέΦ {ŜŀǊŎƘƛƴƎ ŜǾŜƴǘǎ ōȅ ōǳƛƭŘƛƴƎΣ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǎŜŜ ǿƘŀǘ ǊƻƻƳǎ ŀǊŜ ŀǾŀƛƭŀōƭŜ 

for the specific building you are looking at.  Events will only show up if the ISO has 

requested that it be visible on the web. 

 

 

 

 

 

 

 

 

 

To view a picture of the classroom, or to get more information about the features of the 

classroom, click on the building/room number in the upper left corner of the screen.  
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To search for a specific event:  

Use the Quick Search in the left margin.  This search is case sensitive.  After entering 

ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀΣ ǎŜƭŜŎǘ ǘƘŜ άDƻέ ōǳǘǘƻƴΦ  .Ŝƭƻǿ ƛǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ŀ ǎŜŀǊŎƘ ŦƻǊ ŜǾŜƴǘǎ with 

ƴŀƳŜǎ ǘƘŀǘ Ŏƻƴǘŀƛƴ ά/ƻƳƳŜƴŎŜƳŜƴǘέ ŀƴŘ ǘƘŜ ƴŜǿ ǿƛƴŘƻǿ ǘƘŀǘ ŘƛǎǇƭŀȅǎ ǘƘŜ ǊŜǎǳƭǘǎΦ  

Events will only show up if the student organization has requested that it be visible on 

the web. 

 

Click on the event name in the left column for more information.   
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Initiate the E-Plan 

The online E-tƭŀƴ Ŏŀƴ ōŜ ŦƻǳƴŘ ŀǘ ŀǎƛΦŎŀƭǇƻƭȅΦŜŘǳΣ ǳƴŘŜǊ ǘƘŜ ǘŀō ά/ƭǳōǎΦέ   

 

 !ŦǘŜǊ ǎŜƭŜŎǘƛƴƎ άƻƴƭƛƴŜ 9-tƭŀƴέΣ ǘƘŜ ISO member will be directed to the 

my.calpoly.edu portal to authenticate their signature.  

 Once authenticated, they will be routed to the online E-Plan. 

 To start a new E-tƭŀƴΣ ǎŜƭŜŎǘ ά/ǊŜŀǘŜ ŀ bŜǿ 9-tƭŀƴέΦ 

 Pending what type of event is being planned, the requestor must select between 

the E-Plan Fast Pass, E-Plan Short Form, or E-Plan Long Form. 
























