PennMed Student Organizations

Student Organization Committee

Leadership Handbook
Mission Statement:
The Student Organizations Committee (SOC), a standing committee within the Medical Student Government (MSG), is committed to promoting student life on campus and to overseeing and aiding student groups.  The SOC is the body of leaders and administrative staff whose mission is to guide, train, and help the PennMed Student Organization by overseeing and executing the Fall and Spring Leadership Summits as well as the Student Activity Fairs, among other activities/leadership training sessions/lectures.  Summits strive to create a forum for PennMed Student Organization leaders to discuss how to make their groups successful, create collaborative events, maintain continuity between generations of leadership, and to train the future leaders of PennMed Student Organizations.

The Student Organization Committee (SOC) is composed of: 3 Administration Advisors, the Student Organization Committee Co-Chairs and the Student Organization Committee Members.

Administrative Advisors:  there are three advisors to the SOC from the Suite 100 administration, the Registrar, the Associate Director for Diversity, and the Director of Student Affairs, because of their historical involvement with Penn Med Student Orgs and their active interest in helping Penn Med leaders grow to their potential.

Student Organization Co-Chair (MSG):  appointed by MSG to represent PennMed Student Organizations within MSG and work closely with the Leadership Summit Chair to accurately report Student Organization achievement and concerns to the MSG.  The Student Organization Liaison is an MSG office and the Liaison is expected to attend MSG meetings to both represent Student Organizations at PennMed and also report all pertinent MSG happenings to the SOC members.

Student Organization Co-Chair (Suite 100):  appointed by JUNE of every year.  The Leadership Summit Chair is selected to spearhead the Student Organization Committee starting that Fall and is expected to supervise the execution of both the Fall and Spring Leadership Summits and work closely with the Student Organization Liaison.  The Leadership Summit Chair is also expected to encourage active discussion on the SOC  so that they can accurately report PennMed Student Organization accomplishments and concerns to the Student Organization Liaison, who will then report them to the MSG.

Administrative Advisors:  
Hilda Luiggi, Associate Director for Diversity

Helene Weinberg, Registrar

Barb Wagner, Director, Student Affairs
Student Organization Committee Members:

Kea Gilbert, MS2: gilbertk@mail.med.upenn.edu

Jessica Langer, MS2: jmlanger@mail.med.upenn.edu
Eamon McLaughlin, MS1

Aditi Sagdeo, MS1

	Important Annual SOC Events

	Fall Leadership Summit
	Spring Leadership Summit

	10/24/08
	2/09

	Student Activities Fair
	Penn Preview

	8/29/08
	4/09


The websites below are the result of the collaborative efforts of Penn Med's Medical Student Government, Academic Programs and Information Technology Groups to centralize the resources available to student group leaders. It is our hope that these sites will make the procedures for event scheduling, publicity, reimbursement, and advising more universal and user-friendly. Hopefully these improvements will also help to prevent scheduling conflicts, and foster greater inter-group collaboration. We hope that you will make extensive use of our expanding series of student webpages and will continue to let us know of any improvements which would be helpful to you.
PennMed SOC Resources:

http://www.med.upenn.edu/msg/studentorgs.shtml
Student Organizations Homepage

http://www.med.upenn.edu/msg/studentorgs.shtml

(includes links to budget forms, biannual registration forms, student organization directory, list of preferred vendors, etc.)
Student Organizations Directory, Request for Student Leadership (to become recognized as a leader of an existing group), and New Student Organization Registration Form:


http://www.med.upenn.edu/apps/SIG/
*Note: You also can access these forms from www.med.upenn.edu/student, then select “student-to-student”, then “New Student Org Registration Form”
Medical Student Government (MSG) Homepage

http://www.med.upenn.edu/msg

Pentad of Leadership
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Pentad #1: Getting Started
New Group | Updating Contact Info | Faculty Advisors | Leaders’ Summits
A.  New Group Registration 
MSG as well as the Penn Med administration welcomes your ideas about the creation of new student groups.  Your initial source of information should be the PennMed Student Organization Database, referenced above. Here you will find a complete list of active student groups as well as contact information for student group leaders and advisors.  You may find that a group with similar goals already exists, that a “dormant” group needs a new leader to revive it, or that you can breathe new life into an existing group by adding your ideas and experience. There are two main ideas to keep in mind when you consider starting a new group. First, please don’t reinvent the wheel. Second, please make the distinction between a specific initiative and a sustainable student organization, as MSG cannot allocate funds toward a project that is too short-term or narrow. The goal is for student groups to be medium-to-large associations of students who may individually do different projects, but are all working toward a similar general goal.  Speaking with Hilda Luiggi (Suite 100 an Administrative Advisor to the Student Organizations Committee) can help you determine whether you are keeping these two ideas in mind.  

If you verify that no student group currently exists that meets similar objectives, then you can consider starting a new student group.  Any student or group of students forming a new group must first email Hilda  to inform her about the desire to form a new group and must submit a New Student Group Registration form.  This form can be found on the PennMed Student Leaders Resource Webpage (click “Student-to-Student” from the main www.med.upenn.edu/student webpage, and then select the “New Student Org Registration Form” link). Alternatively, you may go directly to the “New Student Organization Registration Form” at: http://www.med.upenn.edu/student/leaders/orgs.htm.

Groups can apply under one of two designations: an approved group that receives MSG funding or an MSG recognized group that does not receive funding but can be listed on the PennMed Student Organization Database. Once a New Student Group form has been submitted, Hilda will then notify the members of the Student Organization Committee, and the application will be reviewed for approval.  She will then be back in touch with the leader/s of the proposed new group to notify them of the decision.  If approved, within two weeks of being notified, the new group leader/s must send a message to the student body informing them of the new group with a date for the first meeting.  Upon being notified of approval, the new group leaders can apply for MSG funding (see the Finances section for more information). Group leaders applying for Grants must meet with Anna Delaney in Suite 100 prior to submitting the Grant request.

Each group is therefore required to fill out the “Bi-Annual Registration Form” online, which can be found on the PennMed Student Leaders Resource Webpage (click “Student Leaders Information” and then “Bi-Annual Registration Form ”) or by going directly to the “Bi-Annual Registration Form” at: http://www.med.upenn.edu/apps/SIG/egbr.php. This form must be completed prior to each Leadership Summit in October and February. 

B.  Updating Organization Contact Information

Keeping an up-to-date database of student organization activities and leadership information is essential for both the groups themselves and the administration at Penn Med.  Many groups choose to host collaborative events and use the directory of Student Organization leaders to contact each other, Suite 100 and MSG use this information for Penn Med recruitment and MSG Budget allocation purposes, and new MS1s and prospective students refer to this database to see which groups they would like to join.  It is important that the online database reflects up-to-date, accurate information about all student groups. Once your name shows up in the Student Organizations Database (www.med.upenn.edu/apps/my/studentorgs), you can “accept” or “retire” leaders by following the prompts once you click on your group.  You can also edit the description of the group to reflect current events or changes in the mission.  At the end of your tenure, please make sure you ask the leader following you to request membership, which you will then accept.

C. Finding a Faculty Advisor

http://www.med.upenn.edu/penn/student/facguide/
As of Fall 2009, the SOC is requiring that all student groups must have a faculty advisor affiliated with the University of Pennsylvania, unless the group is categorized as a religious or recreation group.  The committee believes that having an advisor enhances the experience for all participating members and helps to add legitimacy to the group, and we may not be able to grant funding without a faculty advisor.  If you are having difficulty finding a faculty advisor, please contact Hilda (luiggi@mail.med.upenn.edu).

D. Leaders’ Summits (Bi-Annual: October and January)

Mission Statement:
The Fall and Spring Leaders’ Summits developed out of a need for enhanced collaboration among groups, as well as for facilitation of the transition between old (MS2) and new (MS1) leadership every year. These summits strive to create a forum for PennMed Student Organization leaders to discuss how to make their groups successful, create collaborative events, maintain continuity between generations of leadership, and to train the future leaders of PennMed Student Organizations.  These Leaders’ Summits are overseen and executed by the Student Organization Committee.
Both Leadership Summits are arranged, convened, and executed by the SOC.  MS1s who are interested in assuming a leadership position are strongly encouraged to attend the fall leadership summit.  We also strongly suggest that all student groups have an MS1 representative in attendance.
1. Fall Leadership Summit – “Lessons Learned” [Oct]

Mission: Fall Leadership Summit is a forum for current MS2 Student Organization Leaders to exchange ideas and lessons learned over the past 10 months, with regards to being a PennMed Leader.  All “lessons learned” will then be passed on to the next generation of MS1 leaders, who will be elected by the end of November. If possible, it is ideal for student groups to have elected their new leaders before this Leaders’ Summit, to ensure that the new leadership gains all the skills necessary to sustain the student group.
Leaders Required to Attend: All current Student Organization Leaders  are required to attend the Fall Leadership Summit.
Leaders Invited to Attend: MS1 prospective leaders are encouraged to come listen to MS2’s advice, ask questions and benefit from the wealth of experience shared at the meeting..
2. Spring Leadership Summit – “Spring Training” [Feb.]

Mission: Spring Leadership Summit is a training session for newly elected/appointed Student Organization Leaders to learn the “ins and outs” of being a PennMed Student Organization Leader.  Suite 100 Staff and MSG Treasurer will also answer any specific questions.  Group Leaders are encouraged to meet afterwards to create co-sponsored events.
Leaders Required to Attend: All new MS1 Student Organization Leaders are required to attend the Spring Leadership Summit
Leaders Invited to Attend: Previous leaders are encouraged to attend to give advice, answer questions, and pass on group specific information to their group’s new leadership. 

Pentad #2: Finances
Budget Request | Reimbursement

Each school year, the Medical Student Government (MSG) has the responsibility of disbursing funds to student organizations that request it.  This process begins in August when Student Organization Annual Budget Requests are due and continues throughout the year with individual requests on a case by case basis.  An e-mail is sent out each year with specific due dates for each step of the process.

Any questions regarding the budget process and reimbursement can be directed to the current MSG Treasurer, who is elected in May of every year.  The MSG Treasurer will attend all Leadership Summits and you can find their Email on the MSG Website or at: http://www.med.upenn.edu/msg
A.  Annual Budget Request Form (June)

The “Annual Budget Request Form” is a form that Student Organization leaders must submit every August in order to receive MSG funding for the next academic year, decided upon by the MSG Budget Committee every fall. The annual “Budget Request Form” is a form that you can access at: http://www.med.upenn.edu/msg/studentorgs.shtml#Funding.  

The Budget Committee creates a final Budget for approval by MSG, and the MSG Treasurer notifies individual Student Organizations about their allocations.  This process usually occurs by early/mid September.  It is the discretion and responsibility of the Budget Committee to determine the amount of money to be given to each student group, based on the following factors:

1. The amount of money in the total MSG Budget

2. The amount of money requested by individual Student Organizations

3. The number of Student Organizations requesting money that particular year

4. The number of members active in the individual Student Organization

5. The variety of Penn Med students targeted by a Student Organization’s events

6. The past record of having spent MSG Funding in previous years
Other more subjective considerations include budget allocations and consistent use of funding in previous years, suggesting an increase in activity and membership.

The Budget Committee will also set aside a specified amount of money for individual, unforeseen events throughout the year.  These funds may be used for new Student Organizations that form during the academic year, and thus did not receive a budget for that year, or for event organizers who request funds for a specific event.

B. Student Group Event and Reimbursement Form

After budgets are allocated and Student Organization leaders are notified in October, Student Organization leaders are responsible for keeping track of their specific organization’s budget.  Budgets should be carefully monitored as MSG is NOT responsible for student groups that exceed their allotted budget.

THE Reimbursement/Purchase Order Request form is found here:
http://www.med.upenn.edu/msg/studentorgs.shtml#Funding
Items that WILL NOT BE REIMBURSED WITHOUT SPECIAL PERMISSION from the MSG Treasurer include:

· Alcohol

· Travel expenses (rental car, gas, train/plane tickets, etc)

· Hotel expenses

· Anything requiring an MSG budget code

YOU MUST CONTACT the MSG treasurer before purchasing these items when expecting a reimbursement.

How to request:

· Purchase orders (for approved vendors, 4 business days before event):
  1.      Contact the MSG Treasurer to check whether your PO is within budget.
  2.      Fill out form online http://www.med.upenn.edu/msg/reimb_request.shtml
  3.      Print out confirmation page.
  4.      Confirm order with vendor 1 day before event.


· Reimbursement Requests (for any vendor; submit WITHIN 60 DAYS of event)
  1.      Fill out form online http://www.med.upenn.edu/msg/reimb_request.shtml
  2.      Print out confirmation page.
  3.      Attach receipts, list of attendees AND “Statement of Business Connection”
  4.      Submit the above to MSG Reimbursement box in Suite 100.
  5.      You should receive your check within 4 weeks; please contact Anna Dampf if you do not receive it.

If a student organization’s MSG budget has been exhausted before the end of the academic year, Student Organization leaders may request additional funding for specific events that are subject to the approval of the MSG Treasurer.  These additional funds will only be granted to events that are both beneficial to a majority of PennMed students and are deemed academically or community service oriented.  Please see Hilda for information.

Pentad #3: EVENT PLANNING

Event Calendar/Reservations | Speakers Bureau | Catering/DJ's/Bartenders | Co-Sponsorship
PennMed groups conduct an array of events ranging from monthly member meetings to annual campus-wide symposiums.  And although these events are different in nature, they all require similar planning and scheduling procedures.  This next section will help you, as a student group leader, to navigate your way through some of Penn’s systems so you can fully utilize offered services and plan a successful event. 

A.  DATES, ROOMS, AV, AND THE EVENTS CALENDAR

1. Find a Date and post to the Events Calendar

After your group has brainstormed some of the specifics for a potential event, your first step should be to choose a tentative date, time, and place. To do this you should first check the school’s Event Calendar to determine if your desired date conflicts with any other imperative functions (exams, holidays).  Although it may not list all possible events for that day, the medical student activities calendar is the most up-to-date source for checking upcoming scheduled events. To view the calendar, please go to the Student Portal (www.med.upenn.edu/student), click on the Events tab, view Full Calendar (bottom of the bar on the right) and check to see what events might conflict with your desired day/time. For an event to be posted automatically on the Calendar, it must be held in a School of Medicine building (all the rooms in the Room & Service Request Form), and you must have checked “Publish to Med Student Event Calendar” in the Room Request Form.  If you don't see your event posted after receiving official notification that your room request has been received, please notify Hilda at luiggi@mail.med or Christa Chaffinch at christa3@mail.med and copy Hilda. 

If the event is held outside the School of Medicine (Houston Hall, 
HUP, etc), then you must post it yourself by clicking on Events, view 
Full Calendar, Add Event.  Then in the Choose a Calendar pull down, 
choose Med Student Event- Official
*Note – If you need to reserve a School of Medicine Room, you may be able to skip the above steps.  See section 3 below!

2. Find a Room that fits your Event

The University of Pennsylvania, especially the School of Medicine, has a seemingly infinite number of modern, technology-ready rooms available for our student groups’ use.  Depending on the time of day and type of equipment needed, there may be varying fees for these rooms, with most charges resulting from “after hours” security after 5PM and facilities setup and cleaning.  The procedure on how to reserve the room, once you have selected it, is described below under “#3 Room/AV Reservations.”  The following is a list of the most commonly used rooms at PennMed and the pros and cons of using them:

· The Student Lounge (Stemmler Hall) -  stocked with multi-media equipment (LCD projector, Stereo Audio, DVD/VCR player), which are all free of charge!  Due to the huge MSG commitment to purchase this new equipment, one student leader at the event, prior to use, should read the directions for AV Equipment use provided at the Fall and Spring Leaders Summits. This allows Student Organizations to access the AV Equipment during after hours without AV personnel assistance and thus without expensive AV charges.

To use the state of the art A/V equipment in the Student Lounge:
· Read these instructions

· Instructions are also posted on the inside the AV Closet

· Call AV @ 215-898-0514 if assistance is needed.
· Retrieve the “Black Key” to access the AV Closet of the Student Lounge. The key is kept in the Security Office, ground floor of Stellar Chance Building.
· You must present your Penn Card ID to sign-out the key

· If you sign out the key, you are acknowledging that are responsible for any damage that occurs to the equipment during that time period!

· Turning on system

· Press “Display Power” on remote #1 (Red light will start to blink, when red light stops blinking the system is warmed up and ready to go.)

· Turn on VCR/DVD using remote #2 (if needed)

· Switching Inputs

· Use Remote #1 to switch between inputs

· Audio Controls

· Use remote #1 to adjust volume.  (Do NOT adjust power amp knobs in rack) 

· Using a laptop

· Switch input to correct setting (PC Wall – input 2)

· Hook laptop up to wall plate in front of the room

· Turn on laptop

· Watching TV

· Switch input to correct setting (VCR/DVD – input 5)

· Turn on VCR/DVD using remote #2

· Press “VCR” on remote #2

· Use remote #2 to change channels

· Watching a DVD

· Switch input to correct setting (VCR/DVD – input 5)

· Turn on VCR/DVD using remote #2

· Press “DVD” on remote #2

· Use remote #2 to control DVD

· Watching a Video Tape

· Switch input to correct setting (VCR/DVD – input 5)

· Turn on VCR/DVD using remote #2

· Press “VCR” on remote #2

· Insert Video

· Press Play

· Use remote #2 to control VCR

· When you are finished using the equipment

· Turn off VCR/DVD player (if on)

· Press “Display Power” on remote #1 (Red light will start to blink, when red light stops blinking the system is cooled down and shut off.)

· DO NOT TURN OFF POWER AMP OR MAIN POWER MODULE IN RACK!! 

· Please make sure the AV Closet is LOCKED

· Please return AV Closet “Black Key” to the Stellar Chance Security Office and sign in the key.

Other possible venues include:

· Reunion/Class of 62 Lecture Hall (John Morgan Building)
· Stemmler Lab Rooms (Stemmler Hall)
· The Look Out (across from Stemmler Hall)
· Wood Conference Room (John Morgan Building)
· BRB II/III  Rooms 251, 252 or 253
· BRB II/III Auditorium
· BRB II/III Conference Rooms (Floors 4-14)
· Stellar Chance Conference Room (2nd Floor)
· Austrian Auditorium (CRB)
· Dunlop Auditorium (Stemmler Hall)
· Coffee Shops (Au Bon Pan, Cosi, Book Store)
· University of Penn Room Reservations – Perelman Quadrangle
[Logan Hall, Houston Hall’s Bodek Lounge, Hall of Flags and Dance Rooms]
· Perelman Quad Room Reservations Director:  Nancy Wright (898.6535)
· Perelman Quadrangle Room Info:

http://www.vpul.upenn.edu/perelmanquad/
· Perelman Quadrangle Room Reservation Link:

http://www.vpul.upenn.edu/perelmanquad/reserve.html
3.  ROOM/AV Reservations

To make a Room and AV Reservation Requests for any Med School Campus facility (this includes ALL rooms:  Student Lounge, Lookout, Stemmler Labs, Reunion & Class of '62 Lecture Halls, BRB II/III, Dunlop Auditorium, etc.), the point person is Christa Chaffinch. Once you know which room is available and will fit your event’s needs, come into Christa’s office (room 105) to complete the room reservations request form.  

· >72 hrs notice prior to the event will ensure the best room reservation

· >48 hrs notice prior to the event is not much time

· <24 hrs notice prior to the event is simply NOT a good idea and your room is not guaranteed, but Christa will do her best to find you a room for the event
Once you place a room reservation request, the Event Title can simultaneously be on the student Events Calendar online if you check the box.  Please be sure to indicate on your reservation sheet whether the event you are requesting is for all students, or specific to MS1, MS2, MS3, MS4.  Christa will email you confirmation of your room reservation within 48 hours after your room reservation request has been processed.
If you have any further questions, please contact Christa:

· Christa Chaffinch: christa3@mail.med.upenn.edu 

*NOTE:  Stemmler Lab Rooms, Reunion, Class '62 Lecture Halls, the Student Lounge, the Lookout, are the most easily obtained rooms, especially on short notice, because they are controlled by School of Medicine.  For all other rooms, Christa must request the room reservation from other PennMed departments!*

B.  Speakers Bureau

1.
SPECIAL PROCEDURE FOR INVITING AN OUTSIDE GUEST

At times, student groups invite prominent Penn Med Alumni and other guests to speak at their events.  When planned appropriately these events are incredible learning experiences for medical students as well as the rest of the Penn Community.  Suite 100 is available in a supportive role to help with speaker recruitment and appropriate welcoming.  When inviting a prominent speaker to your group’s event, please meet with Hilda as soon as possible.  She may be able to help organize “Red Carpet” Treatment for your speaker and will notify the appropriate people in suite 100 that the invited speaker is coming.  Suite 100 help with Guest Speaker relations will help keep their visit well organized and worthwhile!

2.
HONORARIUM GUIDELINES

* Please ask Hilda, Barbara, or Helene about honorariums for guest speakers.
C. Catering, DJ’s, Bartenders, and More!

*FOOD/CATERING:

Please see the list of preferred vendors which can be found on the MSG Website (http://www.med.upenn.edu/msg/vendors.shtml)

*MUSIC/DJ: You can hire a DJ or just rent/borrow a Stereo Sound System and play mp3’s from someone’s iPOD or laptop.  Below is a list of suggested DJ’s:

· “Johnny Varvolis - East Coast DJs” - 800.229.1960, www.eastcoastdjs.com
*ALCOHOL:  If you have alcohol at the event, you MUST run it by the Office of Student Education at 3611 Locust Walk (215-898-2219), prior to the event, to make sure they are comfortable with the arrangements and security.  They are pretty relaxed when it comes to grad events, but if there is a chance that students who are under 21 will be attending the event, they will require wrist banding, which they will supply.

List of University approved Bartenders:

http://www.vpul.upenn.edu/alcohol/bartenders.html
D. Co-Sponsorship of Events

Collaborative efforts between Penn Med Student Organizations can be beneficial in multiple ways:

· Increases the audience spectrum and number of students attending event

· Increases the amount of funding available for a single event

· Increases the mutual understanding between groups with different goals

· Reduces redundant efforts between groups with similar goals

The best way to start a co-sponsored event is to attend the Fall and Spring Leadership Summits to personally discuss and brainstorm with leaders of other Student Organizations and create a collaborative event.  Another excellent way to reach the same leaders is to use the MS1-4 Listserves to give students the opportunity to respond to your request for collaborative efforts for a specific event.  Last, but not least, you can also do a targeted approach to finding a Student Organization to co-sponsor your event by searching through the Student Organization Directory Webpage and personally emailing the leaders of specific groups.

Link to the PennMed Student Organization Directory Webpage:

http://www.med.upenn.edu/apps/SIG/
Pentad #4: PUBLICITY GUIDE

Student Activities Fairs | Listserves | Making Flyers | Announcements/Web Calendar
A.  Student Activities Fairs
Every year, PennMed hosts two Student Activities Fairs organized by the Leadership Co-Chair, one during Penn Preview weekend and one during the first week that MS2s return to school. The goals of the Fairs are to:

· Publicize student groups

· Recruit new members to student groups

· Show prospective students how dynamic student life is at PennMed

· Encourage collaboration between student groups

To prepare for these Fairs, the student body will receive a series of e-mails from the Leadership Co-Chair soliciting requests for table space, special AV/technical needs, printed handouts, etc. It is ideal if all student groups come to table at the Fairs prepared with visual materials and at least one member to represent the activities of the group. Groups are welcome to bring sign-up sheets to gauge interest, although they are cautioned from doing this at the Penn Preview Fair, since some of the students visiting will not become Penn Med students. However, groups are asked to NOT distribute flyers delineating the purpose of the group. At each Activities Fair, all attendees will receive the Student Organizations Directory (printed from the website referenced above) that will accomplish the goal of summarizing the purpose of each group.
B. School of Medicine Listserves
MS1-MS4 listserves are an excellent way to publicize a student group event or activity to the medical school as well as to recruit new members.  You may email any medical school class from any School of Medicine email address.  The class listserves are: ms1@mail.med.upenn.edu, ms2@mail.med.upenn.edu, etc.
	GAPSA Listserve:

*must be pre-approved by GAPSA
	gapsa-list@www.gapsa.upenn.edu 

http://www.gapsa.upenn.edu/subscribe.htm


The Graduate and Professional Student Assembly – The Graduate Government at Penn

3615 Locust Walk | http://www.gapsa.upenn.edu
*Advertise an Event:  http://www.gapsa.upenn.edu/announce/
*Apply for GAPSA Funding:  http://www.gapsa.upenn.edu/fts/
C. Making Flyers (and where to post them)

Once you have made a fabulous flyer that will make people flock to your event, your only hurdle now is to post it on walls that are approved by facilities, visible to your target audience, and easy for you or a team to reach.  The following is a list of walls in the School of Medicine and University of Penn campus that flyers are permitted to be posted:

· Cork Boards outside the John Morgan Hall Lecture Halls

· Flyer Boards outside the Johnson Pavilion

· Cork Boards inside the BioMed Library

· Cork Boards on every floor of Johnson Pavilion (above BioMed Library)

· Cork Boards on the 1st Floor of Stemmler Hall outside Lab Rooms

· Cork Boards on the 2nd Floor of Stemmler Hall outside Anatomy Rooms

· Cork Boards inside the Student Lounge (MSG Bulletin Board) 
*NOTE:  To have your flyer distributed to the Medical Student Mailboxes (MS1-4), bring them to Dorothy in the Front Desk.  She will make sure the flyers get placed in the student mailboxes.
D. Suite 100, Academic Programs Staff

The Academic Programs staff are reached via a listserve:  Suite100@mail.med.upenn.edu.  Suite 100 staff is most supportive of student events.  When appropriate, they can publicize your event among students with whom they are in contact as well as applicants and other visitors.
Pentad #5: Advice for Current Leaders

Advice from Past Leaders | Advice from MSG 
A. Advice from Past Leaders

B. Advice from MSG 

· It is important to keep a good record of events for future leaders to reference: what worked, what didn’t work?

· Make use of the student group binder provided by MSG or design an electronic file-sharing record of group activity to be passed on in future generations

· It is IMPERATIVE to transition MS1 leaders early on in the academic year to ensure that the group has solid leadership once current MS2 leaders start clinics

· Have fun with your group and don’t be afraid to contact the Student Activities Committee if you have any questions!  We are here for you!
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