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Hello Everyone! 

 

 Welcome to the 2008-09 Club and Organiza-

tions Handbook.  We received a lot of useful feed back 

last year, and have made some revisions to the Club 

and Organizations Handbook.  There is a lot of useful 

information that should aid you while running your 

clubs this year.  Being involved in Clubs and Organi-

zations is a lot of the fun, we realize that the paper-

work process can be challenging at times.  Keeping 

this in mind we have tried to simplify some processes 

a little to help everything run smooth.  While review-

ing this if you have any questions or need help with 

paperwork or events, please feel free to contact me 

anytime to set up an appointment.  Student Life is here 

to help!  We look forward to working with you, and 

making this a productive and positive year for our 

Clubs and Organizations on campus!  Take care and 

enjoy your year! 

 

Sincerely, 

 

Daniella Martin 

2011 Mottman Rd SW 

Olympia, WA 98512 

360-596-5440 

dmartin@spscc.ctc.edu 
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Represent Your Club with Responsibility  

Chartered student clubs & organizations are required to follow all College policies, 

procedures, and the laws of the State of Washington.  If a chartered student or-
ganization is unsure about what policies, procedures or laws affect them, please 
ask the Program Coordinator in Student Life.  

 
 We are here to help! As part of the campus community it is important to consider 
how students and staff will perceive your organizationôs decisions and activities.  A 

Chartered student club or organization shall never take action based on the intent 
or motivation to bring harm or have willful disregard for the rights and safety of all 
whom are part of the South Puget Sound Community College learning commu-

nity.  Any action to do so by a chartered student organization will result in the im-
mediate revocation of the organizationôs charter. 
                 
Following are the rights of chartered student organizations : 

 

All chartered student organizations have the right to use the name of South Puget Sound 

Community College in connection with their own, as long as it complies with college policies, 

procedures and State/federal law. 

The right to apply for, and use, funds as outlined in the South Puget Sound Community 

College Services & Activities Fee Financial Code. 

The right to schedule College facilities in accordance with the scheduling policy. 

The right to post information about the chartered student club/organization on pub-
lic posting board, or the Clubs and Organizations Board.  Still not sure where to 
promote.  Ask the reception desk in Student Life.  The VP of Clubs and Organiza-

tions maintains the boards for all club activity.  All club promotions and publications 
must have club contact information.  Remember that S&A fees are specifically 
intended to benefit students on campus; using S&A funded equipment to subsidize 

on off-campus groupôs marketing or promotion is not permitted.  
 

Remember: All postings for S&A funded events must include the follow-

ing: ñAnyone who requires disability accommodations may call (360)-
596-5440 to receive prompt assistance.ò 

   Rights and Responsibilities 



 

 

Bylaws 

 

SECTION 1:            Refer to the Code of Rights and Responsibilities (WAC 132X-60-040: Freedom of Associa-

tion and Organization). 
 

SECTION 2:          All of the following definitions of student-assembled groups must be chartered through 
ASB-SPSCC. 

 
Publications and Communications: A group that provides information and coverage 

through various media sources, including newspapers, journals, and television. 

Clubs: A group that provides opportunities for a specific student interest group.  

Organizations: A group that is nationally or internationally affiliated. 
 

SECTION 3:           All clubs and organizations must re-charter within two weeks after the first instruc-
tional day of Fall Quarter.  Clubs and organizations wanting to use their allocated funds 
over the summer must re-charter three weeks prior to the last instructional day of 

Spring Quarter. 
 

SECTION 4:           Newly chartered clubs and organizations shall be automatically allocated $300 ($100 
per quarter) at the beginning of Fall quarter. Those clubs and organizations chartered 

the beginning of Fall quarter shall be allocated funds as follows: $50 if chartered half-
way through the quarter.  Refer to the Services and Activities Fee Financial Code 

(Article III; Section 3: Limitations; B.) pertaining to non-secular clubs and organizations. 
 

SECTION 5:       The Student Senate will suspend or revoke a club or organization charter and rescind 
the balance of any S&A fee allocation for failure to apply for an annual charter renewal, 

failure to update quarterly membership/officer list, or having more than one unexcused 
absence per quarter by a representative at Roundtable.  If a club or organization is 

suspended for a second time in one year, its funds will be revoked.  In addition, the club 
or organization charter will return to newly chartered club or organization status. (See 

SECTION 3). In order for a club or organization to have their funds unfrozen, a written 
request must be provided to the Rules Committee within three weeks of having the 
funds frozen.  The written request must explain why the club or organization failed to 

maintain their charter, and outline what steps will be taken to ensure maintenance of 
the charter in the future.  After reviewing the request, the Rules Committee will make a 

recommendation to the senate. Failure to submit a written request within the three 
week period will automatically result in the club/organizationõs funds being revoked for 

the year and returned to contingency. 
 

From the Bylaws of the Associated Stu-

dents of South Puget Sound Community 

College, revised April 24, 2005 

 
 ARTICLE VI 

Student Assembled Groups 

Rights and Responsibilities  



  

 

1.   Student clubs and organizations must be open to all students, except in cases where 
the ASB Senate determines there exists reasonable justification for exceptions directly 
related to the purpose of the club or organization. 

 
2. The membership of student clubs and organizations must be composed solely of stu-

dents enrolled in credit bearing courses at South Puget Sound Community Col-

lege.  Other individuals may hold non-voting associate membership. Funds expended 
cannot be used to cover expenses of non-voting associate members, with the exception 
of the advisor. 

 
3. Student clubs or organizations recognized by the ASB Senate shall be considered an 

extension of the student government and will be expected to conduct their programs 

and activities in accordance with this Financial Code, the ASB Constitution and Bylaws, 
and the Code of Student Rights and Responsibilities. 

 

4. The fiscal affairs of all recognized student clubs and organizations are subject to the 
provisions of this Code. Violations of this Code by a student club or organization shall be 
cause for referral to the appropriate college body or official for appropriate discipli-

nary or legal action. 
 
5. With the exception of revenues generated during the fiscal year, fund balances remain-

ing at the end of the fiscal year shall revert to the Service and Activities Fees Campus 
Project Reserve account. 

 

6. Fundraising projects sponsored by chartered student clubs or organizations are sub-
ject to the approval of the organizationõs membership, and the Dean of Student 
Life.  They must also follow the accounting procedures outlined in Article III. 

 
7. It shall be the responsibility of the members of chartered student clubs and organiza-

tions to determine whether they desire the club or organization to be subsidized or non

-subsidized.  The members of a chartered student organization shall have the ability to 
determine, at any time, whether or not to apply for subsidy for the next fiscal year. 

 

From the SPSCC Financial Code 

 

ARTICLE V--CHARTERED STUDENT CLUBS, ORGANIZATIONS AND PROGRAMS 
 

SECTION 1        FUNDED STUDENT CLUBS & ORGANIZATIONS 

Rights and Responsibilities 



 

Policies for Clubs 

1. Clubs must maintain at least 5 members to be recognized as an official club of 

SPSCC.  Without 5 members, a club may lose their recognition status and funding. 
 
2. A club must have an SPSCC employee (faculty, staff or administrator) serve as an 

advisor. Adjunct faculty and part-time staff may only advise while employed. 
 

3. The club must submit must submit the following to the Program Coordinator for 

Clubs and Organizations: 
 

Club Recognition Form; 

 Responses to application questions; 

List of club officers; 

Signed Advisor Agreement 

 
4. Membership in the club/organization must be open to all students and may not 

discriminate on the basis of race, gender, religion, age, nationality or sexual ori-

entation. (See SPSCC Code of Student Rights, WAC 132x ð 60 ð 040), except in 
cases where the ASB Senate determines there exists òreasonable justification for 
exceptions directly related to the purpose of the club or organization.ó  The mem-

bership of student clubs and organizations must be composed solely of students 
enrolled in credit bearing courses at South Puget Sound Community College. 

  

5. Faculty, Staff, Alumni, and administrators may hold non-voting associate member-
ship. 

 

6. Chartered groups may be organized to promote any legal purpose, which involves 
educational, recreational, or social interest.  

 

7. Student Clubs and organizations are considered an extension of the student sen-
ate.  As such, all meetings must be open, public meetings.  On-line meetings do not 
meet the requirement for an open, public meeting.  

 
8. When a club/organization becomes chartered, it agrees: 

A.) To abide by the SPSCC Constitution and policies 

B.) Not to present a demonstrated danger, act of violence, or disruption of any 
SPSCC activity or any college facility. 

C.) Not to violate state or federal laws. 

General Information 



 Starting a New Club 

 
 

 

 
 

 

 

Do you want to start a new club?? 
                 
Canõt seem to find a club that represents your interests?  Why not start a new one?  Itõs really simple! 

 

In order to conduct business on campus, hold meetings, and present campus events and activities, a student 

club or organization must obtain official recognition from the Associated Student Body (Student Senate.)  

Step by step!!!! 

Step 1:  

 

Gather and maintain at least five currently enrolled students who share a common interest.  Students must 

be registered for at least one credit-bearing class to be a member of a club/organization. 

 

Step 2: 

 
Find a faculty/staff member who shares a common interest with the subject of your club. The advisor must 

sign the Club & Organization Recognition Form and an Advisor Agreement.  No two clubs/organizations can 
share a single advisor so that advisors may be fully committed to one club or organization.  

 

Step 3:  

 
Meet to elect officers and develop a constitution and by-laws, which include the purpose and operational 

procedures of the organization.  If the club decides to change anything in the constitution or by-laws after an 
organization has been chartered all you have to do is submit it the ASB Senate Rules Committee for approval. 

 

Step 4: 
 

Complete the Student Club & Organization Recognition Form, which includes the name of the faculty/staff 
advisor and a list of officers.  

 

Step 5: 

 
Answer the application questions in the Club & Organization Recognition packet. 

 

Step 6: 

Bring these forms to the Program Coordinator for Student Clubs & Organizations.  Once the enrollment of 

students has been verified, the Vice President of Clubs & Organizations and Rules Committee will either 
recommend to the Senate for the group to be chartered or return the documents for revision.   

 

Step 7:  

 

Submit a budget request, if appropriate (forms may be obtained in the Student Life Office). 



 

 Keeping Afloat!! 

 

 
Chartered student clubs/organizations will provide a copy of all clubs/organizational materials including flyers, 

posters, agendas, meeting minutes, and a quarterly report of all club/organization activities to the Office of Student 
Life Program Coordinator and the ASB Vice President for Clubs and Organizations.  

To show active status, clubs/organizations must submit the following materials to the Office of 

Student Life Program Coordinator at the end of each quarter (fall, winter, spring): 

Quarterly list of active membership. 

Contact information for officers, including email if available. 

Copies of meeting minutes. 

Quarterly Update Form: A Quarterly Update Form should be completed at the beginning of each quarter to 
update officer changes, list accomplishments of the previous quarter, and report any upcoming 

activities. Chartered student clubs/organizations must have a minimum of one meeting event or 
program per month to be considered active.  Club/organization meeting times and location must be 

provided to the Vice President for Clubs and Organizations at the first club roundtable meeting of 
every quarter, and must report any changes in meeting times/location in a timely manner.  All club/

organizations must meet in person to conduct club business and vote.  These meetings are open, 
public meetings. 

  

Any chartered student club/organization which has not submitted the above items within two weeks of the 

following quarter will be considered inactive and shall have its funds frozen. 

Once the required documentation has been submitted, the funds will be unfrozen. 

 

In addition, to remain active, clubs must: 
Attend all Club Roundtable meetings.  If charter is granted, a minimum of one representative must attend all 

Club Roundtables and be prepared to give a brief report of club activities.  
Maintain Club Membership.  The club/organization must demonstrate student interest by maintaining a 

minimum membership roster of 5 currently enrolled SPSCC students. 
Re-charter Annually.  A Club Re-Charter Form should be submitted annually with the Vice President of Clubs 

and Organizations, and the Program Coordinator by the 2nd week after the first instructional day of Fall 
Quarter. 

 

The ASB Senate will vote to recognize the student club or 

organization. This will occur after a discussion and recom-
mendation of the Rules Committee. A two-thirds vote is all 

that is needed for the club to be recognized.  The ASB Presi-
dent and Dean of Student Life will sign the charter application 
within one week of Senate action.  Any questions concerning 

charting and subsidizing student organizations should be 
directed to the ASB Senate Office or Dean of Student 

Life.  The VP of Clubs & Organizations will maintain contact 
with the groupõs representative throughout the process to 
keep them informed of their chartering status. 

 

 Keeping your 

club afloat! 



 

 

 

Doôs and Don'ts  

Advisorôs Corner  

 (From the College Handbook) 5.27 òAdvisors of Student Organizationsó 

In general, the advisor to a chartered student organization should serve to represent the organization to 

the college and the college to the organization.  It is the role of the advisor to ensure that the affairs of the 

organization are conducted in a businesslike fashion within contexts of the existing college policies and 

procedures, rather than dictate what members of the organization should and should not do.  Members of 
the organization should be able to count upon the advisor for assistance and guidance in planning and 

conducting the program and activities of the organization. ò  

The Advisor must: 
1. Complete Advisor Training with the Program Coordinator 

2. Attend the organizationõs meetings & programs.  If it is a formal club meeting where club action (voting) will 
take place; The advisor or his/her designee must be present. 

3. Approve expenditures proposed by the organization and ensure that the treasury of the organization is kept 
on deposit with the college and within the guidelines of the Financial Code. 

4. Participate in the planning of the activities and conduct of the organization. 

5. Attend all trips or make arrangements for a non-student employee to attend if unable to participate.  (Inform 

the Office of Student Life Program Coordinator if you are unable to attend.) 

6. Keep the Program Coordinator for Clubõs and Organizations fully informed about the programs and activities 

of the organization. 

7. Assist in the general development and operation of the organization. 

 
Advisors are also responsible to the club/organization for the following: 

1. Have knowledge of all plans and activities of the club/organization including the groupõs own governing 
documents. 

2. Discourage domination of the club/organization by an individual or small group. 

3. Foster a sense of teamwork within the club/organization.  Encourage participation of the clubõs/

organizationõs membership in activities and services. 

4. Assist in the orientation of new officers; and in the election/selection process for new officers. 

5. Be familiar with the Club/Organization Handbook. 

6. Veto a decision when it violates the club/organizationõs objectives, by-laws, codes and standing rules or 

College policy. Do not sign any paperwork if you know it is against the club governing documents and/or other 
related policies or procedures. 

7. Participate in club/organization advisor training provided by the Office of Student Life during the Fall In-
Service Week.  Training will cover the procedures set forth in this handbook.  If you are unable to attend 
training, it is your responsibility to contact the Program Coordinator and set up a time that works for you. 

 

A Club/Organization Student Officer should expect their Advisor to: 

1. Assist the club/organization in formulating long-term goals and in planning and initiating short-term projects. 

2. Assist with the Collegeõs procedural and policy matters.  The advisor is responsible to make sure students are 

aware of the potential consequences should they violate the Student Code of Rights and Responsibilities. 

3. Assist in evaluating club projects, performance, and progress. 

4. Encourage active interest of the club/organization within the entire campus so that it will identify itself as a 
part of the college community. 

5. Encourage good record keeping; and encourage and monitor sound financial and business practices based on 
the Collegeõs policies and procedures. 

 

What an Advisor should expect from a Student Officer: 
1. Inform advisor of organizational/ publicity activities, meeting times, locations and agendas. 

2. Provide Advisor with minutes of all meetings. 

3. Meet regularly with the Advisor for discussing plans and problems. 



Advisorôs Corner 

Advisor Agreement 

 

 

 

 

 

Club Advisor Agreement 

 

 

I, ___________________________ agree to be the advisor to  

 Advisorôs Name 

_________________________ during the entire chartering of the  

Clubôs Name 

 

2008-09 academic year.  As the club advisor, I will help guide the members of the club in 

their development of leadership and team participation skills.  I understand that as an advi-

sor I am responsible for seeing that all college procedures regarding club funds and expen-

ditures as explained in the SPSCC Handbook for Clubs and Organizations are followed.  I 

will make certain that all forms submitted to the college on behalf of the club are completed 

accurately according to the college Policies and Procedures.  I also understand that I must 

sign all club requisitions prior to submitting them to the Student Life Department.  I will 

also complete and advisor training session with the Program Coordinator for Clubs and 

Organizations. 

 

 

 

 

__________________________  _________________________ 

Advisorôs Printed Name  Advisorôs Signature 

__________________________  _________________________ 

Advisorôs Department  Advisorôs Position  

__________________________  _________________________ 

Club Presidentôs Signature  Date 

   



  
Budget and Funding 

 

 

 

 

 

Student clubs/organizations are funded through Service and Activities Fees (S&A Fees) collected by the 

college.  The fees support the Associated Studentsõ programs and activities, student government, publications 
and communications, student organizations/clubs, and intercollegiate sports.   

 

The S&A Fee Financial Code (available in the Office of Student Life) details provisions to ensure all groups have 

an equitable chance to receive funding.  The S&A Budget Committee determines the annual budget allocations 

for all student-assembled groups.  All clubs and organizations have the right to request additional funding 

from the Senate Contingency.  In order to do this, a club must submit a completed Contingency Application to 

the Senateõs VP for Administration & Finance, who serves as the Chair of the Senate Finance Committee.    

 

To ensure proper expenditure of ASB Funds, the Dean of Student Life has been charged with overseeing the 

management of Service and Activities Fees. The Office of Student Life maintains computerized records of all 

S&A Fee accounts for clubs and organizations.  Expenditure and revenue reports will be provided to all clubs 

and organizations on a monthly basis by the Program Coordinator for Clubs & Organizations 

 

Clubs and organizations granted an initial charter during the fiscal year (July1 through June 30) normally 

qualify for a limited ASB subsidy (funding) as outlined in the ASB By-Laws.  Full subsidy requires the submis-

sion of a formal budget request to the Services and Activities Fee Budget Committee in February (see Finan-
cial Code, article 6).  Public notice is given each year when budget requests are being accepted.  

 

The student club/organization financial officer must work with the Program Coordinator for Clubs & Organi-

zations to maintain accurate records and process financial transactions in a timely manner.  A club/

organization officer must attend provided training before the group is allowed to expend funds from their 

budget.  General training is provided at the first club roundtable of fall quarter.  If a group forms after fall 

quarter, of if they wish to spend funds during the summer quarter and have not been trained, it is their 

responsibility to make arrangements with the Program Coordinator for Clubs & Organizations 

 

Article III of the S&A Financial Code outlines the appropriate use of S&A Fee funds, including fundraising 

activities. Chartered student clubs/organizations may sponsor fundraising projects subject to the approval of 

the organizationõs memberships, and requirements outlined in this handbook.  Such projects must follow the 

accounting procedures outlined in the S&A Financial Code and be approved by the Dean of Student Life.  S&A 

fee revenue shall not be used to fund activities which involve the promotion of non-secular beliefs. 

 

All generated revenue becomes part of the club or organizationõs budget, and must be spent within 

the regulations prescribe by the S&A Financial Code, College policy, and the State of Washington.  At 

the end of the fiscal year only the net revenue generated in the current fiscal year can be carried 

forward to the club/organizationõs next fiscal budget.  Other S&A fee funds, including seed money for 

fundraisers, revert to the ASB Senate Campus Project Reserve budget and cannot be carried forward 

by the club/organization. It is your responsibility to provide the Program Coordinator for Clubs & 

Organizations with a copy of any fund transfer paper work, charge backs, or checks for final docu-

mentation to be reflected in the club/organization account.  Funds raised by a club may only be car-

ried forward one fiscal year.   

FUNDING AND BUDGET PROCEDURES 
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Travel Information  

 

 

 

 

 
 

 

 

 

 

 

TRAVEL POLICY 

Travel Authorization 

Prior to confirming any travel arrangements, a completed travel authorization form must be 
submitted to the Program Coordinator for Clubs & Organizations.  All travel must be ap-

proved in advance by the Dean of Student Life. Travel authorizations must be submitted and 
complete within the following time lines:  

Travel within the state of Washington must be submitted a minimum of 

three (3) weeks prior to travel, unless approved by the Dean of Student 
Life for a shorter period.  

Travel outside the state of Washington, including Portland and Vancouver, 

BC; must be submitted a minimum of five (5) weeks prior to travel date.  

Travel outside the United States must be submitted a minimum of three (3) 

months prior to travel for approval.   

Do not make reservations without an approved Travel Authorization. Sched-

ule an appointment with the Program Coordinator for Clubs & Organizations 
to begin the paperwork process.  Advisors are responsible for clearing 

their travel with their immediate supervisor.  

Travel Expense Voucher*: Advisors are responsible for turning in the 

complete travel expense voucher and related paperwork within 10 working 
days after returning from the trip.  If not returned within the required time 
frame the advisor may be charged for the travel advance amount, and their 

direct supervisor will be notified.   

All expenses must be anticipated on the travel authorization in order to be 
reimbursed. Receipts will be required for all reimbursements. 

Any and all receipts must be turned in upon return.  Hotel receipt need to be 
obtained each time lodging is involved and the field order number should be 

written on the receipt. 
*If you have left over money at the end of your trip, please make an appointment 
with the Program Coordinator to go over the proper paperwork. 

 



 
Travel Information  

 

 
 

 
 

 
 

 
 

 
 

 
 

 

Requirements for Club and Organization Travel 
 

 

All students traveling as representatives of a college club/organization must be registered as a student in 

credit bearing courses at South Puget Sound Community College during the quarter they are travel-
ing.  Student transportation, lodging, and meal subsidy may be provided from club funds, as per the 

established S&A Fee Financial Code and college guidelines.  Travel advances for meal subsidy and 
lodging may be available depending on the nature, location, and length of trip/event/activity.  You 

must check with the Program Coordinator for Clubs & Organizations to determine which, if any, 

expenses justify a travel advance.  Travel reimbursements are obtained after the travel by completing 
a Travel Expense Voucher within ten working days after the travel.  You must keep your receipts in 

order to be reimbursed.  The Program Coordinator for Clubs & Organizations can inform you what 
expenses are eligible for reimbursement based on the approved Travel Authorizaton and answer any 

questions about completing the form.  However, you must complete and turn in the form within the 
required time frame. 

When traveling as representatives of South Puget Sound Community College, students are expected to exhibit 
behaviors that reflect the standards set forth in the South Puget Sound Community College Code of 

Student Rights & Responsibilities.  Violations and their repercussions are listed within the code.  The 
Code of Student Rights and Responsibilities is available on-line at the Student Life website.  Hard 

copies of the code are also available from the Office of Student Life. A òRelease/Assumption of Risksó 

form is required to be completed by each individual participating in any off-campus event. 
In the case of off-campus events/activities that do not use college/state vehicles or provide mileage reim-

bursement, then the activity will begin at the location and the college is not responsible for transpor-

tation to/from the event/activity.  In such cases, the club/organization members and advisor must 
complete the òOff Campus Events Formó form.   

An advisor must be present at all club/organization activities, on or off , or arrange for another college 

faculty/staff member to serve as advisor for the event in their place.  When an overnight is part of the 

conference/activity the advisor must stay in the same facility as the club/organization members.  The 

advisor should provide guidance, make decisions in emergencies, and monitor activities as a repre-
sentative of the college.  The advisors and students may not invite their spouse, friends or children to 

attend without written permission from the Dean of Student Life, unless they too are students at the 
college.  The advisor should check-in with students during the day and evening, and provide contact 

information so that the students can reach the advisor at all times during the event. 
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ment based 

on current 

federal/state 
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a PR 
Use of 
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AIRFARE (AIR) 
Requires a PR 

Program coordinator 

will make arrange-

ments through Classic 

Travel (360.754.6066)  
*will need info of when you 

2.  TR AVEL  E XPE NSE  

VOUC HER* 

Complete within 10 days of return 

from trip*  

Please use separate line for each 

day of travel  
Attach ALL receipts for lodging, parking 

and misc. expenses  

MEALS 

Reim-

bursed for 

over -night 

travel only*  

Reimburse-

ment 

All of the above forms are found on the 

campus intranet under: Quick Links/

Forms/Business Office  

If you have any questions, please contact 

The 1, 2, 



  
Purchasing Information 

 

 

 

PURCHASE REQUESTS 
 

 

 

 

 
This is the form required for purchasing any item, including paying for hotels, airline tickets, 

guest speakers/lecturers. Purchase requests must be submitted at least three weeks prior 
to purchasing. Three weeks is the processing time, It doesnõt always mean that you will re-
ceive your item 3 weeks after the day submitted. The Program Coordinator will send a copy 

of your PR to the advisor for the clubõs records. A Field Order will be sent to the advisor 
serving as notification that the request has been ordered. So, good rule of thumb iséthe 
sooner the better!  

 

Things to rememberé 
 

All purchase requests must be physically signed by both the club advisor and a club officer in the spaced 

provided on the form.  

 

For all purchases made directly by the receipts must be turned into the Purchasing Manager with a copy of 

the field order, Lloyde Newman immediately after purchase. You must make a copy of the receipts for Student 

Life. Repeated failure to do this may result in the clubs funds being frozen. 
 

 Any expenditure of club funds must be approved by the Program Coordinator for Clubs & Organizations prior 

to purchase. Monies will not be reimbursed if spent prior to signed approval. Advisor will be responsible for 
the cost. 

 

Please specify any deadlines and special payment procedures in the Special Instructions area of the Pur-

chase Request. 

 

Also included any relevant documentation with the purchase request that will explain how the funds will be 

used. 

 

Credit Cards will be checked out and used for Purchase Request on an as needed basis.  This need will be 

determined by the Dean of Student Life.  Please include a list of expected items to purchase. 

 

Credit Cards are only to be used by advisors or appointed staff. 



 
Purchasing Information 

 

 

 

 
 

 

 

 

 

 

 

 

 
Hotels - Reservations are made and paid for by the Purchasing Manager with the college 

credit card or with a Field Order. 
 

Please write the name of the students participating along with their SID numbers directly 
on the Purchase Request. 

 

The date of the conference/events should match the day needed.  If you have early regis-
tration options that information should be written in the special instructions section. 

 

Please include any holding or reservation numbers in the special instructions area, if you 
have quoted the rooms, or paid via personal credit card by phone prior to submitting the 
Purchase Request. 

 
Airline - Reservations are made with a State-approved travel agency by the Business Office. 

You may call Classic Travel at (360) 754-6066 to check on price estimates and travel itiner-
ary options.  They can email you a tentative reservation to attach to the Purchase Request. 
The final reservation will be made by the Program Coordinator. 

 

Conference Registration - Purchase Requests must be submitted a minimum of three 
weeks prior to the registration deadline, not the day of the conference. A check can be issued 
or registration may be made with the college credit card.  Completed registration forms and 

conference information must accompany the Purchase Request. The date needed by on the 
Purchase Request must match the date of the conference.  
 

SPSCC Bookstore charges - may be completed by contacting the Program Coordinator for 

Clubs and Organizations. 



  
More College Policy... 

 

  SPEAKERS/CONTRACTED PERFORMERS 

 

PERFORMANCE AGREEMENT 
If the speaker/performer does not have their own contract, the Office of Student Life can provide you with a Per-

formance Agreement. We must receive an original contract and W-9 Form signed by the performer before process-
ing any paperwork. Contracts are not valid until they are signed be the Dean of Student Life and the VP of Adminis-
trative Services. The college will not release a check to the performer until after the performance. No deposits or 

advance payments are allowed. 
Remember: all contracts must have a Purchase Request and W-9 form attached in order for the performer to be 

paid and the PR must be signed by both a club officer and the club advisor.  

The Business office cannot process payment without the performer's tax identification number. (SSN/EIN)  

 

PAYMENT/INVOICE VOUCHER 
Payment checks will be picked up by a club officer or advisor the day of the performance from the Cashier's in 

Building #25. The Cashier's will also issue an invoice voucher which must be signed by the performer when receiving 
payment. This voucher must be returned to the Business Office that same day.  

 

CATERING 
Food orders, as with any expenditure of club funds, must be approved prior to purchase at least three weeks prior to 
the event. For events taking place on campus, the Culinary Arts department has first right of refusal. For those 

events, the Club Advisor or Representative must fill out a Catering Contract and contact Debbie Van Camp 
(Ext#5347) for details on how to complete your order. For events serving food not listed on the menu or for parties 

of 50 or more 6 weeks notice is required. If your club will be serving food to the public at an activity/event/meeting, 
you are required to contact Debbie Van Camp for approval prior to submitting the necessary paperwork to the Office 

of Student Life.  

 

FACILITIES  

ROOM RESERVATIONS 
Club advisors may reserve campus facilities through Events Services by contacting the Assistant Director of Auxil-

iary Services (Bryce Winkelman) via email (EventServices@spscc.ctc.edu). For set-up/take down, and  media ser-
vices.  All requests are subject to space availability.  Requests for services less than three (3) weeks in advance may 

not be approved.  In order for your request to be confirmed the Program Coordinator for Clubs & Organizations 
(Daniella Byrd) must be included in the email sent to Event Services. 

 

SECURITY 
The Club Advisor will be responsible for contacting the Director of Security (x 5300) to determine whether or not 

additional security will need to be assigned to your event. Security may be required for events that invite the off-
campus community or that occur after hours. The Program Coordinator for Clubs & Organizations should be copied 

in all club email correspondence.  This will make it easier for us to assist you in arranging for additional security if 
required. 




