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I. Introduction to Advisors 
 
This handbook has been prepared for the advisor’s guidance of clubs.  It is hoped that officers 
of clubs and organizations will also find this handbook useful. 
 
CLUBS:  As an advisor, you have the privilege to provide direction and support to students as 
they take an active role through campus involvement.  Although each organization serves 
specific needs or interests, it also provides the membership to enhance their social growth, 
establish healthy school spirit, promote values, and gain the understanding of the democratic 
process. 
 
These opportunities will assist students in discovering their own individual uniqueness and 
potential through practical applications of critical thinking, civic, responsibility, leadership, free-
expression, and contribute to building a sense of community on the district campuses. 
 
STUDENT ACTIVITIES & AFFAIRS OFFICE:  The Student Activities and Affairs office is a part of 
the Student Services Department and oversees the COS clubs on the campuses. 
 
STUDENT SENATE:  The Student Senate Commissioner of Clubs is the Chair of the Inter-Club 
Council (ICC). The Student Senate Leadership Class is the recognized Student Government 
Association that represents all students at COS. We have representatives on all of the major 
committees that affect the education of students. Student Senate interacts with students, 
faculty, and administration on a daily basis voicing the students' needs and concerns.  The 
business of the Student Senate is carried out by the Student Senate Executive Board. Members 
comprising the Student Senate Executive Board are: President, Vice President, Student Body 
Ambassador, Student Board of Trustees Member, and five Commissioners of - Activities, Clubs, 
Records, Finance, and Publicity/Art.  The Student Senate meetings are held weekly on Tuesdays 
from 11:10 am to 12 pm COS Board Room.  Mission Statement:  We, the students of the College 
of the Sequoias, in order to provide a better learning environment for all students will provide: 
a legislative body; social activities; co-curricular programs; and shared primary responsibility in 
all areas of collegial government. 
 
I hope you will find this handbook helpful as your club or organization plans activities and 
events throughout the year.  If you need any further assistance, feel free to contact the Director 
of Student Activities and Affairs (Giant Forest – Room 123).   
 
Thank you for volunteering your time to be a club advisor.  Without your support and 
dedication to students, campus clubs would not be possible. 
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II. Role of an Advisor 
The success or failure of most club programs rests in the hands of the advisor.  In a two-year 
college program with high student body turnover, clubs and organization are highly dependent 
on the advisor.  It is the role of the advisor to provide knowledge, guidance, and direction as the 
new members try to carry on activities, traditions, and services of the group.  Advisors are 
asked to give their time and talents to this important out-of-classroom program. 

III. Responsibilities of an Advisor 
To make advisorship of clubs or organizations run smoothly, there are certain factors that are 
deemed necessary.  Listed below are important steps for ALL ADVISORS to follow: 

1. Advisors are strictly volunteer positions.  There will be no monetary or any other type of 
compensation for time spent with the club or on club trips and events. 

2. Advisors are responsible for proper supervision by attending all meetings and activities 
staged by the group, which he/she is advising. 

3. Advisors should supervise all financial transactions, the handling of club funds, opening 
the club account in Accounts Receivable Office, and the maintenance of financial records.  
Expenditures will not be processed without the approval of the advisor. 

4. Advisors should play an active role in helping students set up a meaningful program that is 
consistent with the club’s constitutional purposes and with the aim of higher education. 

5. Advisors should encourage the development of initiative, responsibility, and leadership to 
the student members. 

6. Advisors will be notified by district police annually about the requirement to participate in 
a mandatory annual online training to identify and report district crime for student Cleary 
reporting.   

IV. Club and Organization Procedures 
(As per the Student Senate Constitution and By-Laws) 

HOW TO ORGANIZE A CLUB: 

A club organization is governed by the College of the Sequoias Student Senate By-Laws. As an 
advisor, it is important that you make yourself familiar with the policies and procedures of 
these By-Laws. 

CHARTERS: 

Any group which is to be organized on the College of the Sequoias campuses shall be required 
to be chartered by the following procedures: 



SAA-Ongoing Files/Handbooks/Handbooks & Info 2023-24 Page 4 of 69 July 2023 

Obtain a “Club Charter Form” from the Student Activities and Affairs office.  Information on 
this form, which is a request to be organized or recognized, shall include the following 
information: 

1. Name of the organization 

2. Name and signature of the staff advisor 

3. Purpose and need of this organization 

4. A copy of the Constitution and By-Laws 

5. The approximate number of interested students (list) 

6. The time, day, and location the group will meet 

This request, with the information attached, must be submitted to the Student Activities and 
Affairs Office for club charter consideration and will be submitted to the Student Senate 
Executive Board business meeting. 

The request to “Charter a New Club” must be approved at a regular scheduled Student Senate 
Executive Board meeting for final approval and chartering. 

The Student Activities and Affairs Office will be responsible for the completion of the charter 
form.  The SAA Office will process the following: 

1. Notify the advisor of the status of charter decision 

2. Obtain the necessary signatures for the charter form 

3. Return a copy of the charter form to the advisor for their club files. Retain the original 
charter form in the club file in the Student Activities and Affairs office and submit a copy 
of the charter to the COS Business Office to create a club account. 

INTER-CLUB COUNCIL (ICC) MEMBERSHIP: 

All chartered clubs and organizations shall be required to have a representative or delegate 
present at all Inter-Club Council (I.C.C.) Representative Meetings. 

Any club that does not have representation at five (5) consecutive required Inter-Club Council 
Meetings may be penalized as follows: 

a. Be placed on a one-month probation 
b. Will not be permitted to use college benefits and privileges, such as facilities and special 

funds 
c. All club funds will be frozen until the club is off of probation 
d. Club risks losing their club charter 

If the expelled club is not reinstated within four (4) semesters, club funds shall be absorbed into 
the Student Senate Executive Board’s Club Trust Fund.  To be reinstated, a club must follow the 
guidelines stated in the Student Senate Bylaws along with being reviewed by the Inter-Club 
Council. 
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An appeal process to these regulations can be made to the Student Activities and Affairs office.  
A written appeal will be requested and taken to the Student Senate for review.  The Student 
Activities and Affairs office will notify the club advisor of the outcome. 

I.C.C. ELECTION RESPONSIBILITIES: 

The Inter-Club shall be responsible for electing a chairperson to preside in the absence of the 
chair. 

The Inter-Club Council shall be chaired and called to order by the Commissioner of Clubs. 

The Inter-Club Council shall be responsible for electing a secretary to take accurate records of 
the council meetings. 

I.C.C. MEETINGS 

The Inter-Club shall meet once per month and be called by the Commissioner of Clubs / ICC 
Chairperson. Dates, time, and location will be set by the Commissioner of Clubs and Student 
Senate Advisor each semester.  A memo with the meeting information will be sent to Club 
Advisors and ICC Representatives.  It will also be posted on the COS web site and Student 
Activities and Affairs office. 

I.C.C. RESPONSIBILITIES 

The Inter-Club Council Chair shall report to the Student Senate Executive Board any information 
that may include the participation of any club at an event held on campus. 

• Assist non-active and new clubs to organize on campuses 
• Shall help provide any needed information for clubs 
• In its relationship to the Student Executive Board, the Councils’ authority shall be one of 

advisory and information of club activities 
• Shall be an Advisory Council to all clubs when needed 

 

V. Role of the Commissioner of Clubs 
INTER-CLUB COUNCIL   -  Refer to the Student Senate By-laws. 

VI. How to Conduct a Club Meeting 
INTRODUCTION 

Club and organization presidents may benefit by visiting the Student Senate Executive Board 
Meetings, held on Tuesdays in the (Student Senate Executive Board) where principles of 
leadership, parliamentary procedure, and discussion techniques are used.  Acquaintance with 
the material covered in this class should lead to better organized meetings and a more effective 
leadership. 

Student leaders (club and organization officers) are urged to become familiar with 
parliamentary procedures.  The following paragraphs may serve as a start toward achieving the 
objective of conducting an effective meeting. 
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INGREDIENTS OF AN EFFECTIVE MEETING 

A degree of formality: 

The presiding officer must take charge, keep order, and see that the membership lives up to the 
objectives of the group and uses proper procedure for reaching a decision. 

A RECORD OF WHAT TRANSPIRES AT THE MEETING SHOULD BE KEPT: 

A secretary should be elected or appointed who will carry out the traditional duties of a 
secretary, such as keeping a record of the proceedings.  If this is not done, the group runs a risk 
of not knowing just what was proposed and passed. 

The most effective means of keeping the membership informed or reminded of decisions 
reached, is to duplicate the minutes for distribution to all members. 

AN AGENDA: 

The leaders should come to meetings with a list of subjects to be brought up for discussion.  
Failing to do this may make the group conclude that they are meeting without a real purpose. 

Large groups should have a copy of the agenda for each member. 

USUAL ORDER OF BUSINESS (FLEXIBLE): 

a. Call meeting to order 
b. Reading or dispositions of minutes of previous meeting 
c. Reports of standing committees 
d. Reports of special committees 
e. Unfinished business 
f. New business 
g. Announcements 
h. Adjournment 

CHAIRPERSON’S MEMORANDUM: 

a. The presiding officers should have a more detailed guide for the meeting than the usual 
agenda. 

b. This memorandum will serve as a reminder to the chair regarding announcements, 
minutes, reports, and business. 

THE COURSE OF MOTION: 

a. Member addresses the chair 
b. Chair recognizes the member 
c. Member states his/her motion 
d. Another member seconds the motion 
e. Chair restates the motion (The Chair can simplify his job by requesting that the maker of 

the motion put the motion in writing for the secretary and for himself.) 
f. Discussion 
g. Vote 
h. Chair announces results 
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AMENDMENTS 

a. Main motions can be amended by adding to them, eliminating words, or by both adding 
and eliminating. 

b. Amendments can also be amended. 
c. Only one amendment to a main motion can be considered at a time.  Also, only one 

amendment is in order at any one time. 
d. It is in good practice for the Chair to insist on a proper phrasing of a motion and 

amendments before he restates them. 
e. Most clubs and organization leaders will only need to know who is to handle main 

motions and amendments.  If they can do this well, their meeting will be better than 
average. 

PRECEDENCE: 

Meetings can become chaotic if certain simple rules of precedence are not followed.  Listed 
below in order from highest (1) to the lowest number (11) are suggestions of precedence: 

1. Adjourn 
2. Recess 
3. Privilege 
4. Table 
5. Vote (previous motion) 
6. Limit debate 
7. Postpone definitely 
8. Refer to committee 
9. Amend 
10. Postpone indefinitely 
11. Main motion 

After a main motion has been introduced, seconded, and restated, any of the above from 1 
through 6 is in order.  If “refer to committee” is proposed, seconded, and restated, then all the 
numbers below it are out of order.  Following this principle, no matter what is before the group, 
the motion to adjourn is in order.  Refer to “Roberts’ Rules of Parliamentary Procedures.” 

CODE OF PRESIDING OFFICER OF MEETINGS: 

She/he  

a. is the leader of the meeting 
b. is at the same time the servant of the assembly 
c. is impersonal (do not say “I”, say “The Chair”) 
d. is impartial 
e. does not openly advocate or oppose a measure at a meeting 
f. maintains order 
g. sees that the meeting moves along and makes progress 
h. knows enough parliamentary procedure to conduct an effective meeting 
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VII. How to Plan an Event 
IDEA PLANNING 

Perhaps the most important step in planning an activity is to sponsor the type of event or 
activity that will meet both the needs of your club members and also benefit the Student 
Senate.  Once your club has decided upon an idea, you are well on your way to a successful 
event, if you proceed by using the following steps. 

ACTIVITY DATE REQUEST  -  All Roads Begin Here! 

Prior to starting an activity, you will need to check the master activity calendar in the Student 
Activities and Affairs office.  If the date and location proposed does not conflict with another 
activity, the club advisor must complete an Activity Date Request form (ADR). The ADR form may 
be obtained in the Student Activities and Affairs office or online in electronic forms. Requests 
must be submitted two (2) weeks prior to a planned event date. (This form is for approved 
outside areas) 

FACILITIES REQUEST   -  To Reserve Rooms 

If you need a room reserved for your event or a parking lot, a Facilities Request Form must be 
completed and submitted to the Facilities Office.  Forms are available in the Student Activities 
and Affairs Office or online in forms.  Requests must be submitted two (2) weeks prior to the 
event. 

PUBLICITY  -  Necessary For All Events! 

Contact the COS Publicity Office @ laurenfi@cos.edu at least 3 weeks prior to you event. 

Club flyers must be submitted to the Student Activities and Affairs office for approval before 
posting on bulletin boards. Postings may remain on the bulletin boards for 30 days or until the 
day after the event, if less than 30 days from posting.  (Maximum of ten flyers) 

VENDORS 

Vendors coming on campus are approved through the Student Activities and Affairs office.   

COMPLETION OF DETAILS  -  Important to follow through! 

Although you are probably on your way to a successful event, it is the club’s responsibility to 
organize the event and see it through to its completion, which most likely will involve a clean-
up committee.  To ensure that your club or organization will be allowed to use college facilities, 
an activity must always be well supervised by the advisor.  It is also recommended that a 
written evaluation of the event be completed by each of the participating members of your 
organization and be kept on file so that future groups planning a similar event can be more 
effectively planned.  If an event is scheduled after regular business hours, a fee may be charged 
to use COS facilities. 

mailto:laurenfi@cos.edu
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VIII. Financial Procedures 
REQUESTING A CASH BOX FOR CLUB EVENTS: 

Clubs needing a cash box from Accounts Receivable/Cashiers Office must complete a request 
form at least 72 hours prior to the activity. Cash box must be returned same day or next day (if 
office is closed). Digital payments received via student senate  account is not totaled in cash 
box. 

ADVISORS: 

In an effort to comply with good audit procedures and to help the Accounts Receivable Office 
process Student Senate and Co-Curricular accounts in the most expedient and efficient way 
possible, the following procedures will be in effect at all times. 

Any club or organization, which handles money throughout the year, IS REQUIRED TO DEPOSIT 
THEIR FUNDS IN THE ACCOUNTS RECEIVABLE OFFICE.  Your group will then be provided with a 
student body account.  This free college service provides you with excellent means of 
accountability.  As funds are requested, you will need to request a student body check request 
form.  Check request forms are available in the Student Activities and Affairs Office or online in 
forms. 

CHECK REQUESTS: 

All Student Body Check Requests will be turned in to the Accounts Payable Office.  This must be 
done NO LATER THAN MONDAY of each week by 4:00 pm, if it is needed by Friday. 

To protect College of the Sequoias, and you, the Check Request will need your signature and a 
signature of a designated student. 

In order to aid the record keeping process you are required to have the following information 
completed on each request: 

1. List the account number and name of club. 
2. Place a check mark in the appropriate account category. 
3. List the complete address and Banner ID. 
4. List the purchase order number that was issued if you are paying an invoice. 
5. Sign each request on the “Approved by Advisor” line. 
6. You must have a student Officer’s signature also before submitting the request. 
7. Submit the completed check request to the Accounts Payable Office for payment. 

INACTIVE CLUB ACCOUNTS: 

After clubs have been inactive for one year, the funds would be transferred to a trust holding 
account. 

If no activity exists with the second year, that money would then be transferred into a special 
student body budget which would be used to assist clubs with projects that benefit the Student 
body as a whole. 
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A. EXPENDITURES FROM TRUST ACCOUNTS 

Expenditures from Trust and Club accounts should be consistent with the purpose to 
which the funds are held in trust.  This is interpreted to mean the expenditure of funds 
would support, enhance, and/or further the activity consistent with the conditions (if 
any) stipulated by the provider of the revenues.  If any moneys are collected for a field 
trip, athletic team, or a student club, they should be expended to benefit the activity for 
which the moneys were collected.  There must be a clear relationship between the 
expenditure and the purpose of funds. 

B. SIGNATURES 

Clubs 
1.  Advisor  
2.  Club Officer or 

Commissioner 
of Finance 

Co-Curricular 
1.  Advisor / 

Coach 
2.  Student 

Activities & 
Affairs 
Director 

Athletics (Trust) 
1.  Coach  
2.  Dean 

Student Senate 
1.  Student Activities and 

Affairs Director  
2.  Commissioner of 

Finance or STUDENT 
SENATE Student 
President 

 
C. CHECK REQUEST DOCUMENTATION 

No payment shall be made to vendors or individuals without the proper supporting 
documentation. 

1. Advances 

a. Clearly state that the request is for an advance payment 
b. State purpose of request 
c. Turn in receipts as soon as possible 
d. If advance is greater than receipts, return the remaining cash to the 

Cashier’s Office and provide a copy of deposit to Accounts Payable 
e. If advance is less than the total expenses, complete a new check request for 

reimbursement of the difference 

2. Purchase of Materials 

a. Original Invoice that includes breakdown of: 
1. Material 
2. Sales Tax 
3. Labor (if applicable) 
4. Packing slip or verification by signature that items were received as 

billed 

3. Payment for Services Rendered 

a. Original invoice that includes: 
1. Date services were provided 
2. Activity for which the service was provided 

b. Copy of contract (if applicable) 
c. Completed W-9 Form (if paying an individual) 
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4. Reimbursement to an Individual – You cannot approve to reimburse yourself 

a. All original invoices and receipts with the vendor’s name printed on them 

b. Agenda with proof of attendance at an authorized event, function, or 
activity 

c. List names of persons attending (if applicable) 

d. Tip reimbursement cannot exceed 15% 

e. Mileage reimbursement needs to have the destination and total miles 
multiplied by the current IRS rate (check with Accounts Payable for current 
mileage reimbursement), even if you are requesting less reimbursement 

5. Out of State Purchases 

Prepare a second check request for the sales tax to reimburse the District.  The 
District pays out of state sales tax to the State of California as use tax 

D. ACCOUNTABILITY OF NON-CONSUMPTION ITEMS 

1. Advisor / Coach is responsible for the inventory 

2. If items are given away, attach a list of names or the event 

3. If items are sold, reference deposit of funds if possible 

E. FUND-RAISING 

1. If sales exceed $500 for a fund-raiser, a Revenue Potential form must be 
completed before the date of the event 

2. The second section of the Revenue Potential form must be completed at the 
close of the event 

F. CHECK AVAILABILITY 

Completed check requests will be processed according to Check Request Schedule.  If 
information is missing, the check may be delayed 

BEFORE CHECK REQUESTS CAN BE PROCESSED 
FOR THE NEW SEMESTER: 

1. All prior year outstanding advances need to have backup turned in 

2. Authorized Signature Form completed and turned into Accounts Payable. 

3. Prior to issuing cash boxes for events the Authorized Signature form will need to be on 
file and only the Advisor, Co-Advisor, President, or Treasurer will be able to request a 
cash box 
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4. All Advance Check Requests MUST be used for what is specified on the Check Request.  
If the Check Request is not going to be used as specified it MUST returned and a new 
Check Request needs to be filled out 

IMPORTANT NOTE 

Sign-in Sheets are required with participant’s signature and amount when receiving stipends. 

IX. Vehicle  and Drivers 
1. COS vehicles must be reserved at Facilities. 
2. Only approved faculty and student drivers will be allowed to drive the vehicles. 

a. Student Driver Request forms are available and processed in the Student 
Activities & Affairs office. 

i. Students must be at least 20 years old 
ii. Have had a license for at least 2 years 

iii. Complete the Safety Defense Training – online 
iv. Submit completed packet to the Student Activities and Affairs office: 

Student Driver Liability Form, DMV Form 1101, Defensive Driving 
Completion Certificate, DMV Driver report, and valid CA Driver’s License. 

b. Staff Driver Request forms are available and processed in the Facilities Office. 

X. Revisions of Club Advisor Handbook: 
Revised on 11/02/2011; 9/12/2012, 12/2012, 9/24/2013, 8/14/2014, 6/2015, 6/16/2016, 
6/9/2017, 7/18/2019, 7/22/2019,7/24/2023  



SAA-Ongoing Files/Handbooks/Handbooks & Info 2023-24 Page 13 of 69 July 2023 

BACKUP REQUIRED FOR TRUST OR CLUB CHECK REQUESTS 

Event or Function 
  If there is an Advance – receipts are required within 7 days of the event 
  Receipts 
  Expense Report completed and submitted with receipts 
  Description (flyer if available) 
  Club Minutes (if applicable) 
  List of club members attending or receiving benefit 
  Sign-in sheet (if applicable) 
  Signatures (Advisor & Club Officer or Commissioner of Finance or Dean if it’s a Trust Account) 

Athletic Function 
  Receipts 
  Travel Expense Report (if applicable) 
  For food stipend – List with original signatures and amounts 
  Include Athletic Schedule indicating date 
  Signatures (Coach & Athletic Director) 

Food for Meetings 
  Receipts 
  Date of meeting 
  Club Minutes 
  Sign-in Sheet 
  Signatures (Advisor & Club Officer or Commissioner of Finance or Dean if it’s a Trust Account) 

Fund-raising 
  Receipts 
  Signatures (Advisor & Club Officer or Commissioner of Finance or Dean if it’s a Trust Account) 
** If purchases for the fund-raiser exceed $500, the following is required: 
  Revenue Potential Form 1st Section (Prior to Event) 
  Revenue Potential Form 2nd Section (Close of Event) 

Contract Services 
  Event (Flyer if available) 
  Date services were provided 
  W-9 for payee 
  Description of services provided 
  Agreement for Personal Services 
  Signatures (Advisor & Club Officer or Commissioner of Finance or Dean if it’s a Trust Account) 

Travel 
  Receipts 
  Travel/Conference Request & Expense Report (Include all expenses and note if paid separately) 
  Flyer/Agenda (re: purpose of travel) 
  Club Minutes (if applicable) 
  Signatures (Advisor & Club Officer or Commissioner of Finance or Dean if it’s a Trust Account)  
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XI. PARLIAMENTARY PROCEDURE 
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XII. Samples of Forms 
 
 
 
 

Most forms are available online. Please see notes on sample forms – some forms are provided by 
departments. 
https://www.cos.edu/en-us/administration/admin-staff-support  --> COS Forms 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.cos.edu/en-us/administration/admin-staff-support
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U:\Student Activities and Affairs 
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Provided by the Accounts Payable Office 
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Provided by the Accounts Payable office 
 
 
 
 
 

          
Fund Activity Consent Form Procedures 

 
The purpose of this form (Exhibit F) is to document the general consensus of club members for 
use of club funds.  Using it is not a complicated process and it provides an internal control of 
how the club funds are used. 

1. Make copies of the form to have on hand for club meetings. 
2. During club meetings, motions are made to approve the use of club funds.  If the motion 

involves spending more than $600.00, a roll call vote must be taken by having each 
attending member sign their name and circle Y (yes), N (no) or A (abstain).  Be sure to 
enter on the form all of the information listed below: 

a. Club name 
b. Date of the meeting 
c. Motioning member’s name  
d. The motion  
e. The amount 
f. And the purpose of the fund use 

3. Tally up the votes at the bottom of the page. 
4. Have the attending Advisor sign at the bottom. 
5. Attach the form to the check request.  Accounts Payable will not process requests of 

$600.00 or more unless this roll call sheet is attached. 

 
 

If you have any questions regarding this procedure, please feel free to call Christie Miller 
at 737-4885 or email christiem@cos.edu.  
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Provided by the Accounts Payable office 
 

 
 

Club Procedures 
Accounts Payable 

 
A. Check Requests (Exhibit E) – Form is on the COS web site in internal forms 

 
1. Purchases/Reimbursements 

 
a) Payments for clubs are usually run on Tuesdays.  Please submit check requests 
and invoices by Monday afternoon in order to have them processed on Tuesday. 

b) Attach receipts – it is best if they are taped to a sheet of paper so they don’t get 
lost 

c) Club signatures:  Club Advisor, Club Officer 
Make sure that if a club member is requesting to have him/herself reimbursed, 
another officer needs to authorize it 

d) Attach flyer of the event 
e) Attach minutes stating club approval 
f) If amount is over $600.00, a roll call vote must be taken and the Fund Activity 
Consent Form (Exhibit F) is signed by club members  
 

2. Advances 
 
a) Attach flyer for event 
b) Attach minutes authorizing the advance 
c) After event (within 30 days), submit expense report (Exhibit G) with receipts and 
left over cash to the cashier 
d) If amount is over $600.00, a roll call vote must be taken and the Activity Consent 
Form signed by club members 
e) Any club that does not submit back up paperwork in a timely manner will no 
longer be able to request advances 
 

B. No Gifts 
 

C. Sales tax 
 
1. Fund raising items other than food will need to have sales tax added in. 
2. Sales tax will be added to the check request on purchases and reimbursements that 

were not initially charged sales tax.  COS is still obligated to pay it even though the 
vendor did not require it. 

 
Any questions, please contact Christie Miller at 737-4885 or by email at 

christiem@cos.edu. 
  

mailto:christiem@cos.edu
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Provided by Accounts Payable office 
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Provided by the Accounts Payable office 
 

 
 
 
 
 

Appropriate/Inappropriate Fund Use 
 
Expenditure of student funds must directly promote the general welfare, morale or educational 
experience of the students.  Therefore, gifts of any kind are prohibited expenses.  According to 
the Associated Student Body Accounting Manual, Fraud Prevention Guide and Desk Reference, 
gifts are considered a gift of public funds.   
The following are examples of appropriate expenditures using club funds: 

1. Field trips/excursions and outdoor education/science camps 
2. Costs for student social events 
3. Scholarships (under specific circumstances – Foundation process) 
4. Extracurricular athletic costs, including costs for ticket sales, game officiating & security 

 
The following are examples of expenditures not appropriate using club funds: 

1. Gifts of any kind (including gift cards or gift certificates) 
2. Articles for the personal use of a district employee 
3. Expenses for staff/faculty meetings 
4. Expenses for booster clubs, foundation, auxiliary organizations and other parent-teacher 

organizations 
5. Awards, unless board policy states otherwise (COS Board does not have a policy) 
6. Employee appreciation gifts or meals 
7. Employee clothing/attire 
8. Donations to other organizations, except when a club specifically fundraises for that 

organization and the purpose of the fundraiser is clearly advertised. 
9. Donations to families or students in need 

10. Cash awards to anyone 
 

Please keep these restrictions in mind when planning end of year gatherings and events 
 

If you have any questions please call Christie Miller at 737-4885 or email 
christiem@cos.edu                                                                                                                        
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Provided by the Cashiers Office  
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Provided by the COS Cashiers Office – Sequoia Bldg. – Rm 102 and  the Student Activities & Affairs office 
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Provided by the COS Cashiers Office – Sequoia Bldg. – Rm 102  
The Deposit Reconciliation form is also available in the Student Activities & Affairs office 
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 Available at the Student Activities & Affairs office        Provided by the Accounts Payable office. 
Only available in the COS Student Activities and Affairs Office – Giant Forest Bldg – Rm 123 
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Only available in the COS Student Activities and Affairs Office – Giant Forest Bldg. - Rm 123 
A club will receive a copy of the certificate once their club has been chartered. 
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The Activity Date Request must be submitted to the Director of Student Activities and Affairs for approval 
(Outside areas).  Form is available online and in the Student Activities & Affairs office 
If you are having a big event, utilizing all tables and chairs, you will need to indicate on the top of the 
form “Blocked Event” for big events, you may want to also indicate “Please, no grass watering the day 
before and day of the event”.    
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Diagram of the Quad Area Available in the Student Activities & Affairs office  
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Facility Requests (rooms/buildings) must be submitted to FacilitiesDept.  for Approval. 
Available online and the Student Activities & Affairs office.   
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Provided by Facilities office   Available online and in the Student Activities & Affairs office. 
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Student Driver forms must be submitted with DMV driving record, driver’s license, and driver safety 
certificate of completion to the Director of Student Activities and Affairs for approval (Three weeks prior 
to need.) 
Students must complete this form if they are planning to use their personal vehicle for campus work or 
events, instead of a district vehicle. 
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If it is the first time a student has requested to be a cleared driver, they must create an account: 
User Name: Banner ID (no @ sign)       Password:  They create 
IF they have been previously cleared to drive in a previous semester, they will use this login to access 
their account:   
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Club trips must be requested at and approved by the Director of Student Activities and Affairs. 
Advisors m ay locate the forms on the COS U-drive in the Student Activities and Affairs folder. 
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Student Senate and the Inter Club Committee are part of the official COS Participatory Governance 
Structure.  Student Senate also have student representatives on the other two Senates and most of the 
other Committees.   
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COLLEGE OF THE SEQUOIAS 
special club funds application 

 
Do you have a need that would benefit students in your club or your club’s mission here at COS? 
Consider applying for funding through the Student Activities & Affairs office.  
 
Details  
The application includes a short narrative connecting your work to student engagement goals. To 
be eligible, a club must be active with a current Club Information Sheet on file in the Student 
Activities & Affairs office. Application must be accompanied by club minutes showing approval. 
Submit your completed application to the Student Activities & Affairs office (Giant Forest 123). 
*Note: the final approval requires signature from club advisor’s supervisor. 
 
Timeline:  
Applications for Special Club Funds may be submitted Aug 1 - April 1. The fund committee will 
reply within 10 business days from receipt of application. 

Short questions 

Club Name  

One sentence description of 
the project, trip, or event. 

 

What semester are you 
applying for?  

 

Amount requested:  

Current club advisor:  

Current club president:   

Main contact person:  

Main contact email & 
phone number: 

 

*Club minutes attached  

*Current Club Info Sheet  
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1. Describe the project, trip, or event. Include goals and a basic timeline. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Show a clear connection to student engagement and fulfillment of club mission and 
goals.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Include clear assessment method to verify completion and impact. 
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Application signatures:   
 
Club President         Date   

Name ________________________________________ ________________________ 

 
Club Secretary_____        Date   

Name ________________________________________ ________________________ 

 
Club Advisor______        Date   

Name ________________________________________ ________________________ 

 
Supervisor to Club Advisor        Date   

Name ________________________________________ ________________________ 

 
For use by SAA office only 
 
Approved Amount: ___________________ 
 
Approval Signatures:  

Student Senate President        Date   

Name ________________________________________ ________________________ 

 
Student Senate Commissioner of Clubs      Date   

Name ________________________________________ ________________________ 

 
Director, Student Activities & Affairs      Date   

Name ________________________________________ ________________________ 
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915 S. Mooney Blvd. 
Visalia, CA 93277 

(559) 730-3700 
 

Student Activities and Affairs 
Giant Forest Bldg.  Room 123 

(559) 730-3736 
 

Web Page:  https://www.cos.edu/en-us/student-life/activities-and-affairs 
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