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REITZ UNION BOARD OF MANAGERS - OPERATING PROCEDURES  
 
1.0 Purpose 
 

The Board of Managers is a standing committee of the University of Florida appointed annually 
by the University President.  The Board serves as a primary policy making body of the J. Wayne 
Reitz Union.   

 
2.0 Operating Procedures 
 

This document states the operating procedures of the Reitz Union Board of Managers.  Its 
purpose is to provide for the orderly and efficient operation of the Board.  

 
3.0 Membership  
 

3.1 The Board of Managers is comprised of twelve (12) student members and six (6) 
faculty/staff members. 

 
3.2 Each member of the Board has one vote. 
 
3.3 Student members serve a one or two-year term.  Six of the twelve student members serve 

two -year terms, with three appointed each year.  The remaining six student members 
serve one-year terms. 

 
3.3.1 Students serving a one-year term may reapply to serve on the Board for an 

additional one -year term. 
 
3.4 Faculty/Staff members serve a three-year term.  Two of the six faculty/staff members are 

appointed each year. 
 
 3.4.1 Faculty/Staff may reapply to serve on the Board. 

 
4.0 Officers 
 

The officers of the Reitz Union Board of Managers are Chairperson, Vice Chairperson, and 
Secretary.  The duties of each are listed below. 

 
4.1 Chairperson - The Chairperson is appointed by the President of the University every 

year.  The Chairperson of the Board shall be a student.  The Chairperson shall have 
served on the Board of Managers the previous year.  The term of the Chairperson of the 
Board shall be limited to one year.  The duties and responsibilities of the Chairperson are 
as follows: 

 
4.1.1 To fulfill the duties of a University committee Chairperson as prescribed by the 

President of the University.  
4.1.2 To act as the official spokesperson for the Board of Managers. 
4.1.3 To call and preside over all meetings of the Board of Managers. 
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4.1.4 To serve as an ex-officio voting member of all standing committees.  
4.1.5 To appoint and replace all committee members and committee Chairpersons 

(with the exception of the Chairperson of the Policy Committee) at his/her 
discretion. 

4.1.6 To attend at least one meeting of each standing committee of the Board of 
Managers annually. 

 
4.2 Vice Chairperson - The Vice Chairperson is elected by and from the members of the 

Board for a one-year term.  The duties and responsibilities of the Vice Chairperson are: 
 

4.2.1 To act as the presiding officer of the Board in the absence of its Chairperson. 
4.2.2 To serve as the Chairperson of the Policy Committee. 
4.2.3 To attend at least one meeting of each standing committee of the Board of 

Managers annually. 
 

4.3 Secretary - The Administrative Assistant in the Reitz Union Executive Director's office 
shall serve as the Secretary of the Board of Managers.  The duties of the Secretary are: 

 
4.3.1 To assume responsibility for the correct recording of the minutes of all meetings.  

The minutes shall reflect those in attendance, those with excused absences, and 
those with unexcused absences. 

  4.3.2 To attend to all communications to and from  the Board of Managers. 
4.3.3 To supervise the codification of all policy decisions of the Board.  

 
5.0 Communications  
 

All communications to members of the Board of Managers (including announcements of 
meetings and minutes of meetings) shall be sent to each member at the e-mail address recorded 
in the Reitz Union Executive Director's Office.  These same communications shall be sent to the 
Vice President for Student Affairs.  

.  
6.0 Regular Meetings 
 

Regular meetings of the Board of Managers shall be held at least once a month.  The day and time 
of these meetings shall be set by the Chairperson at the beginning of each semester. 

 
7.0 Procedures at Meetings 
 

All meetings of the Board of Managers shall be conducted under the latest edition of Robert's 
Rules of Order. 

 
8.0 Quorum  
 
 Quorum for the transaction of business of the Board of Managers shall be 50% plus one member. 
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9.0 Chairing Meeting  
 

If the Chairperson of the Board of Managers is unable to attend a meeting the Vice Chairperson 
will serve as Chairperson.  If both the Chairperson and Vice Chairperson are absent, the 
Chairperson of the Marketing and Finance Committee, Long Range Planning Committee, Space 
Committee, and Food Service Committee will preside over the meetings in the aforementioned 
order. 
 

10.0 Attendance 
 

10.1 In order to ensure the success and productivity of the Reitz Union Board of Managers, 
full member attendance and participation is required. Each Board member is responsible 
for attending all Board meetings. Failure to attend meetings wi ll result in sanctions by the 
Chairperson of the Board as follows: 

 
10.2 A point system will be established whereby the Secretary of the Board will keep a 

running tally of attendance. In the event of an absence, the Administrative Assistant shall 
be responsible for informing the absentee. Members who are absent from a general 
meeting shall be assigned an Excused or Unexcused Absence as follows: 

 
9.2.1 The recipient of an Unexcused Absence shall receive a full point. 
9.2.2 The recipient of an Excused Absence shall receive a half point. 

 
10.3 The Policy Committee shall make recommendations concerning the definitions and 

expansion of Unexcused and Excused Absences. Excused absences shall be minimally 
defined as: 

 
10.3.1 Non re-occurring academic commitments 
10.3.2 Official University function  
10.3.3 Illness 
10.3.4 Other reasonable excuses to be decided by the Policy Committee. 

 
10.4 Upon accumulation of two (2) points  within an academic year, a Board member will be 

placed on formal, written attendance probation.  
 

10.5 After accumulation of the third point (3)  within an academic year (Excused or 
Unexcused) a Board member is deemed to have tendered his/her resignation as a 
member of the Board of Managers. The former member shall be informed of their 
removal in writ ing.  

 
10.6 If at any point the Chair of a Sub-Committee receives two (2) points within an academic 

year, that Chairperson shall be removed from their respective post. 
 

10.6.1 In the event of such a removal, the Chair of the Board shall appoint a new Chair 
of said Sub-Committee. 

10.6.2 The new Chair must be in good standing with the Board of Managers and also be 
a previous member of that Sub-Committee.  
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10.6.3 The former Chair shall retain rights and responsibilities as a member of the Sub-
Committee. 

 
10.8 General Board Faculty/Staff Attendance Policy: 

 
10.8.1 Faculty and Staff may petition the board for extended leave, for instances such as 

sabbatical and other academic related events. 
 

10.8.2 When not on extended leave, faculty/staff  are expected to abide by the 
attendance policy listed above. 

 
10.9 Committee Meeting Attendance Policy:  

 
10.9.1 It is recognized that the majority of Board direction is established within 

individual sub -committees. It is therefore necessary to ensure that each 
committee’s meetings are well established and well attended. 

10.9.2 It shall be the responsibility of the Committee Chair to set a format for meeting 
schedules at the beginning of the Board of Managers’ session. 

10.9.3 The Committee Chair will also set expectations of attendance of which the Chair 
will maintain discretion based on frequency and significance of the meeting 
agenda. 

10.9.4 The Committee Chair will be responsible for reporting, in writing, any abuses of 
attendance to the Policy Committee. 

10.9.5 Individual com mittee members may submit written complaint to the 
Chairperson of the overall Board regarding other committee members’ 
attendance. 

10.9.6 This policy also recognizes the constraints set upon Faculty and Staff which are 
inherent in their daily work schedule  may hinder their direct participation in the 
subcommittee. While faculty and staff participation is highly encouraged, 
committee chairs will take into consideration Faculty and Staff schedule when 
assessing attendance. 

 
10.10 At any point, a Board Member may exercise the right to appeal the decisions leading to 

accumulation of points or subsequent removal. All appeals must be made to the general 
assembly and a majority vote shall decide the outcome of the decision. The appealing 
member forfeits their right  to vote on the issue. 

 
11.0 Replacement of Board Members 
 

11.1 In the event a member of the Board resigns or is removed, an ad hoc Selection Committee 
shall be formed to select a new member. 

 
11.1.1 The Selection Committee shall consist of at least three student members of the 

board, including the Chairperson of the Board, the Vice Chair of the Board, and 
at least one faculty/staff member of the Board. 

 
11.2 Applications will be accepted for two weeks following the vacancy and will be due by 

5pm on the Friday of the second week. 
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11.3 Application review and interviews will be conducted during the third week following 
the vacancy with a final recommendation being presented to the full Board at the next 
scheduled Board meeting. 

 
11.3.1 If the vacancy is for a one-year term position or the second year of a two-year 

term position, the Board of Managers will have final approval.  
 

11.3.2 If the vacancy is for the first year of a two -year term position, the Board will vote 
on the recommendation; should the recommendation pass, the recommendation 
will then be forwarded to the President of the Student Body and the Vice 
President for Student Affairs for approval.  

 
12.0 Standing Committees 
 

12.1 The standing committees of the Board of Managers shall be: Policy, Marketing  & Finance, 
Long Range Planning, Food Service, and Space. 

 
12.2 The purpose of all committees is to advise the Board on matters placed before the 

committees.  Each committee shall meet at the discretion of the committee Chairperson to 
consider its area of responsibility or any matters specifically referred to it.  A majority 
quorum is required for action by a committee.  

 
12.3 General Committee Membership  

 
10.3.1 Members of the Board of Managers shall be appointed to two standing 

committees by the Chairperson of the Board. 
10.3.2 All members of subcommittees shall hold full voting rights in that subcommittee.  
10.3.3 All members of subcommittees shall be held to attendance standards as detailed 

in the Board Attendance Policy. 
 

12.4 Committee Chairs 
 

12.4.1 The Chairperson of the Board shall appoint one member as Committee Chair to 
all committees with the exception of the Policy Committee.   Subcommitte chair 
positions are open to all student members of the Board. 

12.4.2 The Policy Committee Chairperson shall be nominated by the Board and 
confirmed by a majority vote.  

12.4.3 Each Committee Chair shall be responsible for the coordination and facilitation 
of regular meetings of their committees. 

12.4.4 Each Committee Chair shall be responsible for providing a commit tee report of 
the activities of their committees at all regular board meetings.  

12.4.5 Each Committee Chair shall be responsible for assembling and submitting an 
End of Year Report containing: 

 
  12.4.5.1 A reflection of past committee accomplishments 
  12.4.5.2 Detailed descriptions of work in progress at the end of the year  
  12.4.5.3 Directions and recommendations for future committee work  
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  12.4.6 The End of Year Report shall be filed in each Board member’s reference binder.  
 
 12.5 Standing Committee Responsibilities and Functions 
 

12.5.1 Policy Committee 
 

The Policy Committee reviews policy matters and recommends any changes, 
additions or subtractions to the Reitz Union Policy Manual to the board.  It is 
incumbent on the individual members of the Boa rd of Managers to take an active 
role in the formulation of Reitz Union policy, and all members are encouraged to 
initiate policy at any time.  

 
  12.5.2 Marketing and Finance Committee  
 

12.5.2.1 The Board of Managers exercises its financial policy responsibility 
through its Marketing and Finance Committee.  The Marketing and 
Finance Committee performs the detailed analysis of financial policies 
and problems presented to the Board, and reports to the Board its 
conclusions and recommendations. 

 
12.5.2.2 Members of the Marketing and Finance Committee are expected to 

familiarize themselves as fully as possible with the financial operations 
of the Reitz Union and to provide needed information on these matters 
during deliberations of the Board of Managers.  The Marketing and 
Finance Committee performs the following specific functions on a 
regular basis: 

 
12.5.2.3 When the proposed budget for Reitz Union operations during the 

succeeding fiscal year is prepared, the Marketing and Finance 
Committee meets with the Reitz Union Executive Director or his/her 
representative to review the budget.  The Marketing and Finance 
Committee then transmits its findings to the Board of Managers, and 
recommends approval of the budget with any changes as may seem 
necessary. 

 
12.5.2.4 Monthly income and expense summaries are available and should be 

reviewed by the Marketing and Finance Committee at the request of the 
Board of Managers, the Reitz Union Executive Director, or the 
Chairperson of the Marketing and Finance Committee. This info rmation 
is then summarized and presented to the Board of Managers. 

 
12.5.2.5 The financial records of the Reitz Union are subject to periodic audits by 

representatives of both the University and the State legislature.  Results 
of these audits should be examined by the Marketing and Finance 
Committee at the request of the Board of Managers, the Reitz Union 
Executive Director, or the Chairperson of the Marketing and Finance 
Committee. This information is then to be summarized and presented to 
the Board of Managers. 
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12.5.2.6 The Marketing and Finance Committee will review the basic rates 
charged by the Reitz Union for use of its facilities on an annual basis.  
Any recommendations for change will be presented to the Board of 
Managers for approval.  

 
12.5.2.7 Any other financial problems affecting the Reitz Union are first 

presented to the Marketing and Finance Committee.  After examination 
and discussion of the problems, the Marketing and Finance Committee 
reports its deliberations to the Board of Managers, along with any 
recommendations for action. 

 
12.5.2.8 This committee is responsible for reviewing the marketing functions of 

the Reitz Union with the Associate Director for Administrative Services.  
Any recommendations for changing existing marketing methods will  be 
presented to the Board of Managers for approval. 

 
  12.5.3 Space Committee 
 

The Space Committee reviews all applications for office space and makes annual 
recommendations to the Board concerning its allocation.  The Space Committee 
will assign space per the procedures listed in Appendix B - Procedures for 
Assignment of Annua l and Floating Space 

 
  12.5.4 Food Service Committee 
 

The Food Service Committee reviews the various food vendors and services in 
the facility and makes recommendations to the board.  The Chairperson of the 
Food Service Committee also serves as a member of the campus-wide Food 
Service Advisory Committee.  

 
  12.5.5 Long Range Planning Committee 
 

The Long Range Planning Committee considers potential structural expansion, 
building impro vements, services within the facility, and future activities.  

 
13.0 Areas of Responsibility 
 

In addition to service on the above committees, members of the Board will be expected to become 
familiar with several areas of the building, by visiting the areas in small groups, and discussing 
the operation of the area with members of the staff and users of the area.  It is expected that each 
area will have its initial visitation as soon as possible after the appointment of the Board, with 
additional visitations t o be made at later dates.   

 
Arts & Crafts Center  
Center for Student Activities & 
Involvement  
Event Services 

Food Service Areas 
Hotel Desk 
Maintenance and Housekeeping 
Retail Operations 
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14.0 Program Activities  
 

It is the responsibility of each member of the Board to attend various program activities 
throughout the year in order to become familiar with and evaluate the total program of the Reitz 
Union. When members are requested to attend specific events by the Chairperson of the Board or 
the Reitz Union Executive Director, each member will be provided a complimentary ticket if the 
event has an admission charge. 

 
15.0 Review 
 

This set of procedures shall be reviewed by the Policy Committee of the Board of Managers each 
Fall semester with any recommended changes to be presented to the Board of Managers at two 
consecutive regular meetings. 

 
16.0 Adoption  
 

These rules of procedure may be adopted by a majority vote of the Board of Managers. 
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APPENDIX A  
Reitz Union Board of Managers – Member Selection Process 
 
1.0 Selection Process Purpose and Mission 
 

We seek individuals who bring unique knowledge and skills which complement the knowledge 
and skills of administrators and managers in order to more effectively operate the J. Wayne Reitz 
Union.  

 
2.0 Minimum Quali fications 
 

2.1 Minimum 2.75 Cumulative GPA  
2.2 Not on conduct probation  

 
3.0. Evaluation Criteria  
 

3.1 Interest in improving the lives of UF students, faculty, staff, alumni, and visitors through 
the programs, facilities, and services offered by the Reitz Union.  

3.2. Experience and knowledge about Reitz Union programs, facilities, and services. 
3.3 Frequency of use of Reitz Union programs, facilities, and services. 
3.4 Quality of experiences as a member of registered student organizations. 
3.5 Quality of e xperiences as a leader of registered student organizations. 
3.6 Good communication skills.  
3.7 Personable. 
3.8 Ability to articulate personal collaboration and teamwork experiences and the value of 

those experiences. 
3.9 Willingness to regularly attend Boa rd meetings and actively participate in subcommittee 

meetings and activities 
 
4.0 Selection Committee Membership 

 
4.1 Chair – a full -time administrator from within the Division of Student Affairs, exclusive of 

Reitz Union staff. 
4.2 Student representatives – minimum of two students from current Board.  
4.3 Faculty/Staff representatives – current or past Board Members preferred if schedules 

allow.  
4.4 If an existing Board member is seeking reappointment to the Board they are not eligible 

to serve on the selection committee.  
 
5.0 Selection Process Timeline 

 
5.1 Due Date: Early February 

Activity: Selection Committee  is formed by BOM Chairperson and JWRU Executive 
Director  
Responsible Party: BOM Chairperson and JWRU Executive Director 
 

 5.2 Due Date: Last three weeks of February 
  Activity: Advertise for the application process through popular media  
  Responsible Party: JWRU Administrative Assistant 



Reitz Union Board of Managers – Operating Procedures (Rev. 2/2009) Page 10 

 
 5.3 Due Date: First Friday in March  
  Activity: Applications due to JWRU Administrative Assistant by 5pm  
  Responsible Party: Applicants  
 
 5.4 Due Date: Week following application due date  

Activity: Appointments for candidate interviews to be coordinated by JWRU 
Administrative Assistant  

  Responsible Party: JWRU Administrative Assistant 
 
 5.5 Due Date: Last two weeks in March  
  Activity: Candidate interviews to be conducted by Selection Committee  
  Responsible Party: Selection Committee Chairperson 
 
 5.6 Due Date: End of first week of April  

Activity: Recommendations for Board membership to be sent to Student Body President, 
VP for Student Affairs, and JWRU Executive Director 

  Responsible Party: Selection Committee Chairperson 
 
 5.7 Due Date: End of April  

Activity: Student Body President makes his/her recommendations to the President of the 
University through the VP for  Student Affairs  

  Responsible Party: Student Body President 
 

5.8 Due Date: May 15 
Activity:  Notification sent to all applicants informing them of the results of the selection 
process 

  Responsible Party: JWRU Administrative Assistant  
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APPENDIX B 
Reitz Union Board of Managers – Procedures for Assignment of Annua l Space 
 
 
1.0 There will be a posting and advertising period of two weeks in which student organizations will 

be encouraged to submit applications for office space.   
 
2.0 All organizations apply ing for new space or a change in space will be required to present 

proposals at the Space Committee hearing to demonstrate the organization's need for office 
space.   

 
3.0 All organizations facing a possible termination in space will be required to present  a defense at 

the Space Committee hearing to demonstrate the organization's need for office space.   
 
4.0 The Space Committee will evaluate the organization's application based on criteria outlined in 

Sections 8.3 and 8.4 of the Reitz Union Policy Manual . 
 
5.0 The Space Committee will hold hearings for space usage and will make a recommendation to the 

Board for space allocations.  
 

5.1 The Board may approve this recommendation at the meeting in which it is presented.   
 
5.2 If the recommendation is appealed or if there is considerable discussion about the 

recommendation, the Board will hear the appeal and discuss options.   
 
5.3 If the matter is referred back to the Space Committee, the committee will meet and make 

a recommendation that may modify or uphold the original plan, and this 
recommendation will be presented to the Board at the next scheduled Board meeting. 

 
6.0 The Board will vote to uphold or modify the recommendations at this next meeting.  Any appeal 

to these changes will be to the Vice President for Student Affairs.  
 
7.0 Any a llocation for space that arises during mid year will follow the same guidelines as annual 

space allocations except that the Space Committee will inform all registered student 
organizations of the vacancy via email and via postings in the CSAI for a period of one week..   

 
8.0 No allocations shall exceed the term of one year.  At the end of this period, the organization will 

leave the space in the same or better condition except for reasonable wear and tear, unless the 
organization is granted a renewal through the Space Policy process.  During this period, space 
allocated to a given organization shall be subject to review, termination or modification if, at any  
time, the organization:  

 
8.1 Fails to meet the minimum criteria set  forth in paragraphs above; 
8.2 Fails to maintain its allocated space in a neat and clean condition; 
8.3 Damages above and beyond reasonable wear and tear property furnished to it by the 

University;  
8.4 Defaults on any of its financial obligations regardin g the payment for equipment or 

services used in connection with its space; 
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8.4 Fails to maintain a minimum of ten (10) office hours a week or forty -five (45) office hours 
a month; 

8.6 Fails to furnish any information requested by the Board of Managers or i ts designees (this 
includes the monthly office logs), or to permit the inspection of documentation of 
programs and activities relative to the criteria set forth herein;  

8.7 Ceases to conduct activities or programs; or  
8.8 Breaches any of the terms and conditions agreed upon for the allocation and use of its 

space. 
 
9.0 The Board of Managers or the Space Committee may require an organization to submit 

additional information to aid in space allocation decisions.  The Board of Managers or the Space 
Committee may require an organization to agree to specific terms before occupying Reitz Union 
space. 

 
10.0 An organization denied an allocation of space shall be furnished a written statement of reasons.  
 
11.0 Appeals from denial, termination, or modification may b e made to the Vice President for Student 

Affairs.  
 
 
 


