Py

Delta College

Experience the Delta Difference

STUDENT CLUBS AND ORGANIZATIONS
STUDENT HANDBOOK

TABLE OF CONTENTS
INTRODUCTION. ...t Page 3

REQUIREMENTS AND REGISTRATION. ..o, Page 4
Definition of an Organization
Student Advisory Council (SAC)
Registration Process
Registration Privileges
Participation in Student Organizations
Denial of Registration
Termination of Registration
Organization’s Responsibilities to the Advisor
Advisors
Recognition of New Organizations
Meetings
Student Leadership
Display Table
Facility Reservations
Alcohol, Drug, and Smoking Policy
Physical Accessibility

PUBLIC INFORMATION POSTING POLICY ..o Page 13
Approval and Distribution of Written Materials

PLANNING PROJECTS AND ACTIVITIES.......cccooiiiie, Page 14
Publicity

Organizational and Personal Liability
Establishment of Off Campus Accounts
Travel Procedures

FUNDRAISING. ... e Page 16
Sales or Contributions
Guidelines and Policies for Fundraising
Foundation Office Guidelines
Fundraising Ideas

FINANCIAL REQUIREMENTS. ... Page 19

APPEND DX, . Page 23



WHAT SERVICES DOES THE OF STUDENT ENGAGEMENT OFFICE

OFFER?

The Student Engagement office (OSE) offers many programs and services for
registered student clubs and organizations. Some of the services may require

payment:

Cash Box Request

Calendar of Events
Consultation
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Fundraising opportunities

Who is the Staff?

Room Reservations for campus meeting and activity spaces
Table/chair requests through Facilities
Media equipment requests (TV, DVD, Sound System, projector, etc.)

Information and forms for College services, policies and procedures
Leadership development programs and multicultural resource library

Student Engagement is part of Student Educational and Support Services, and is
under the direction of the Associate Dean for Student Engagement. The staff is:

Casey Cornelius

Associate Dean for Student Engagement

(989) 686-9540
caseycornelius@delta.edu

Linda Holoman

Director of Student Diversity & Inclusion

(989) 686-9269
lholoman@delta.edu

Amy McPike

Campus Life Advisor
(989) 686-9121
amymcpike@delta.edu

Shelley Beattie

Administrative Office Professional
(989) 686-9673
shelleybeattie@delta.edu

Brigit Dyer

Director of Retention
(989) 686-9581
brigitdyer@delta.edu

Ray Gutierrez
Multicultural Advisor
(989) 686-9117
rmgutier@delta.edu

Sylvia George

Administrative Office Professional
(989) 686-9865
slgeorge@delta.edu

Please contact the Student Engagement staff if you have questions concerning
operations, policies, or procedure at (989) 686-9865 or stop by the office located
in A-003, or visit www.delta.edu/student-engagement.



mailto:caseycornelius@delta.edu
mailto:brigitdyer@delta.edu
mailto:lholoman@delta.edu
mailto:rmgutier@delta.edu
mailto:amymcpike@delta.edu
mailto:shelleybeattie@delta.edu
mailto:slgeorge@delta.edu
http://www.delta.edu/student-engagement

INTRODUCTION

Delta College is proud of the selection of co-curricular opportunities available to
its students. Among these are registered student clubs and organizations on the
main campus, which provide meaningful experiences to participating members
and the community at large. These organizations enhance student leadership
and personal growth, affording students the opportunity to augment their formal
education with experiences outside the classroom. The Student Engagement
office at Delta College advises student organizations and promotes a variety of
activities. This Student Clubs and Organizations (SCO) Handbook has been
developed to guide students and the College community in structuring their
organizations and to acquaint them with pertinent College policies, procedures,
and services.

The SCO Handbook is designed as a supplement to the College Catalog
(http://www3.delta.edu/catalog/). The information presented is intended to assist
students in forming and maintaining their organizations and to function in
accordance with the educational objectives of the College. Although the SCO
Handbook is extensive, it does not contain every College policy and procedure
with regard to organizations and sponsored events. Students are expected to
become familiar with the Handbook and to operate in accordance with the
guidelines contained in it. Advisors and members of each organization are
responsible for contacting the Student Engagement staff if an issue arises that is
not covered in the Handbook. A current list of student clubs and their descriptions
and contact information is located at http://www.delta.edu/student-
engagement/clubsorganizations.

= The Student Engagement office reserves the rights to monitor, manage, and control
az the usage of these resources and to make changes in these guidelines in accordance
with changes in Delta College policies and procedures.

The Student Engagement office may make available to anyone upon request, the
name, email address, and office telephone number of the advisor, and the name
and email address of the club leaders of the registered student organizations,
except as required by law. No other information shall be released unless
expressly authorized by the officers of the registered student organization.

<~ Delta College does not attempt to control or sway the personal

{\;\é opinions or beliefs of students or their organizations. Registration

of groups does not mean that the College supports or adheres to
the views held or positions taken by such groups.

Please advise us on possible additions or deletions to the Handbook so that we
can better serve you. A list of all currently registered clubs and further information
may be obtained from:
Student Engagement
A-003
(989) 686-9865
http://www.delta.edu/student-engagement
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REQUIREMENTS AND REGISTRATION

Definition of an Organization

Any person enrolled as a student and currently registered in at least a one credit
course at Delta College (typically the fall and/or winter semesters) may create a
student organization. Three things are necessary to start and maintain a
student club or organization at Delta College:

1. A minimum of three (3) currently registered Delta College students
as members

2. A full-time Delta College faculty or staff advisor at the time of the
club’s enrollment

3. A written mission statement and purpose

Organizations are encouraged to involve as many currently enrolled students as
possible in their organization or club. Each club or organization will have a
leadership team consisting of a president, vice-president, secretary and treasurer
or group leaders. In general, clubs and organizations shall fall into one of the
following categories:

Academic/Professional - Organizations in this category are based on a
particular academic field or profession and provide an outlet for students to
socialize with others, develop leadership skills, and explore their chosen fields
of study.

Ethnic - These organizations offer opportunities to explore cultural, social, and
service aspects of various ethnic backgrounds.

General - General interest groups offer students the opportunity to get
involved in a variety of student activities that are not generally offered in any
other category.

Regional- These committees offer students attending regional education
centers an opportunity to become involved at their respective campuses.

Governing Body — The Student Senate is the only official student governing
body of Delta College. The Senate offers students an opportunity to develop
leadership and communication skills while representing the student body.

Honorary - These groups promote and recognize scholastic excellence.

Arts/Entertainment - These organizations offer students an opportunity to
explore and/or perform various aspects of arts and entertainment such as
theater, film, or music.

Political - Involvement in politics, on campus as well as on a national, state,
and local level is the intent of these organizations.

Religious - Religious organizations offer students opportunities for spiritual
growth.



Social Issues/Service - These organizations are involved in education and
activism regarding a social issue(s) and/or provide opportunities to participate
in community service.

Hobby/Sports Clubs - These organizations promote a common interest and
foster participation and competition in a specific sport or recreational activity.

*Students who are interested in starting a club but have less than the required
number needed to start a club are encouraged to meet with the Campus Life
Advisor for assistance.

Student Advisory Council (SAC)

All clubs and organizations, once registered with the Student Engagement office,
are a member of The Student Advisory Council (SAC). The goal of the SAC is to
offer an opportunity for students to have a unified voice in addressing issues and
concerns that directly impact student clubs and organizations. In addition, by
being a member of SAC and attending the required number of meetings, as well
as participating in annual service projects, registered clubs and organizations
may become eligible for program funding. The guidelines for receiving funding
through SAC are available in the Student Engagement office. The meeting dates
and times of the SAC will be posted the beginning of each academic semester
(fall and winter semesters). Registered clubs and organizations are required to
send at least one representative to all meetings of the SAC. Advisors are
welcome to come to the meetings as well but it is not a requirement and advisors
do not have voting privileges. All groups are required to have an elected SAC
representative for their group. If the representative cannot make the meeting, the
group must notify the Executive Chair or the Campus Life Advisor no later than
two days before the meeting with the name of the proxy representative in order to
be within good standing with the Student Advisory Council.

Registration Process

Student club and organlzatlon applications must be submitted no later than 4pm
on the Friday of the 4™ week of the current semester to be considered for
recognition for that semester.

NOTE: Organizations not meeting the established deadlines but have all the
proper materials, can be approved by the Campus Life Advisor and Executive
Chair for temporary recognition until the new semester commences. The group
also will not be able to vote or request money from SAC until next semester.

Every new organization must complete the Organization Registration Form and
all existing clubs must complete the Organization Update Form each semester
after they become a registered student club.

g(%,— Note: For the organization to remain active, an Organization Update
“2Y Form and an Updated Membership List must be provided each
semester.




Registration Privileges

Registration of student campus organizations is based on a relationship of
cooperation between the organization and Delta College. The registration
process is not intended to restrict the free association of members of the College
community in non-registered groups, nor is it intended to imply College
endorsement of an organization’s activities or goals.

Any registered organization at the College enjoys special benefits on campus:

A. The opportunity for use of College facilities for meetings and approved
activities, audiovisual equipment requested through the OSE.

e Submit your request to the Student Engagement office at least 2
weeks prior to the event with all event details (room size, AV
needs, Facilities set-up, etc.). Please provide possible alternative
dates/locations in the event the space you have requested has
already been reserved.

Upon approval of the Campus Life Advisor, the opportunity of sponsoring or

conducting on-campus fund-raising events.

The opportunities to participate, work, and coordinate activities with other

College organizations.

The opportunity to participate in the club fairs.

The opportunity to distribute literature at appropriate College locations.

Membership in the Student Advisory Council (SAC).

The opportunity to receive funding from the SAC. Funds obtained through

SAC may be used to address various appropriate projects and program ideas

that benefit the College community.

H. The opportunity to utilize the OSE as a resource regarding program planning
and organizational development.

I. The opportunity to be listed in the “OSE Club/Organization Directory.” The
directory is posted on the office website and is distributed to interested
individuals.

W
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Additionally, to receive funding from the Student Advisory Council (SAC) an
organization must be in good standing. Updated group contact information,
attendance at all SAC meetings, and the completion of at least two community
service projects per semester are the requirements for a group to be in good
standing. If an organization is not represented at two consecutive SAC
meetings, the organization will not be in good standing for the remainder of the
semester.

Program requests for SAC funding must be submitted to either to the Executive
Chair or the Campus Life Advisor minimally one week prior to the SAC meeting
at which the funding request will be discussed. Funds allocated from the Student
Advisory Council will not include travel, lodging, or food costs. Funding for shirts
and other apparel are acceptable, but they must be an exact number of people in
the group, any extra shirts will come out of the club’s budget. Any paperwork for
the SAC funded programs (receipts, evaluation of event, etc.) must be submitted
to the Campus Life Advisor no more than one week after the conclusion of the
event/program. Fundraisers are not mandatory but highly suggested. Failure to
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submit the evaluation can result in your club/organization falling out of good
standing.

Participation in Student Organizations

Participation in student organizations can lead to the:

1. Development of leadership skills and civic responsibility.

2. Development of social skills through interaction with peers.

3. Development of activities that reinforce classroom instruction and
supplement academic learning.

4. Development of activities that offer the opportunity for increased group
participation and interaction while instilling a sense of participation and
responsibility as a member of the group and campus community.

5. Development of activities that promote the successful development of
students’ intellectual and educational capabilities, personalities, and
physical skills.

6. Development of activities that provide a means of uniting the campus
community by promoting positive relations between students, faculty, and
staff from diverse backgrounds.

7. Development of activities that bring cultural, intellectual, educational,
recreational and social stimulation to the campus community.

8. Resume building experience. Develop and articulate experiences that
will be beneficial in any career or program of study.

9. Development of networking skills.

10. Development of public speaking and presentation skills.

11. Learn how to organize and implement meetings, events, fundraisers,
etc.

Denial of Reqistration

Registration will be denied by the Office of Student Engagement when the group
requesting registration has not complied with the requirements explained in this
section. They include:

A.

B.

o 0O

m

The request for registration is incomplete or contains false material or omits
information required to be disclosed for registration;

The request is to create an organization which is a subsidiary of a currently
registered student organization;

The request involves an organization that is under a sanction imposed by the
OSE.

The request is to register an organization under a new name when a former
organizational name is under sanction imposed by the OSE;

The request is to register an organization under suspension, termination or
equivalent sanction from the College its affiliate; or

The organization has been previously registered and has delinquent debts,
which the student requesting registration cannot show has been paid.

. If the current organizations represented at SAC vote to deny registration for a

new club that does not represent the mission, vision, and values of Delta
College.

. The organization does not have a full-time advisor.



If registration is denied, the club may appeal the denial to the Campus Life
Advisor and then to the Associate Dean for Student Engagement.

Termination of Registration
A registered student organization may have its registration terminated upon:

A. Request of the registered student organization;

B. Failure to register annually with the OSE;

C. Failure to comply with rules, regulations, policies, and guidelines of Delta
College.

D. Failure to follow the guidelines of this Handbook.

E. Request of the national organization chartering the Delta College
organization.

F. Violation of any Student Policies listed in section 8.000 of the Delta College
Senate Policies. NOTE: Please work with your advisor for access to this
policy.

G. Not attending a number of consecutive SAC meetings.

H. Not representing Delta College is a positive and professional manner.

Organization’s Responsibilities to the Advisor

The organization’s officers must regularly communicate with the Advisor. Include
the Advisor in establishing a schedule of all meetings and planning events.
Consult with the Advisor before any changes in the structure or policies of the
organization are made, and before major projects are undertaken. Understand
that, although Advisors have no vote, they can contribute valuable information
and insight. Advisors may raise issues with the appropriate College personnel
about appropriateness of club activities. Remember that the responsibility for the
success or failure of the group project rests ultimately with the group, not the
Advisor.

R
;(@’

Note: Be considerate of the Advisor’'s time and energy. Remember to
express appreciation for his/her contribution to the organization.

2N

Advisors

Each registered student organization must have at least one full-time Advisor
selected by the student organization from among members of the College faculty,
administrative and professional staff or support staff. If the full-time advisor
cannot make the events or meetings, you may also have another part-time
faculty, administrative and professional staff or support staff serve as a co-
advisor. In the event that an adjunct (part-time) staff person wishes to serve as
an advisor, a full-time staff member must be sought to serve as the co-advisor.
No exceptions will be made to this policy.

~o» .. Note: Atleast one of the club advisors must be present at all
‘7% organization meetings and events.

A. Requirements
1. Advisors to student clubs and organizations should have a desire and
willingness to assist students in meaningful and productive ways. They
recognize and support participation in student organizations for their
contribution to the educational and personal development of students.

8



Advisors (or their designee) must attend all official meetings and events
and keep college officers advised of the functions and procedures of the
group.

The advisor should possess knowledge and skills useful to a particular
group, a willingness to serve the group, and enthusiasm for its activities.
By accepting the advisorship, the individual assumes the responsibility of
assisting in the effective and efficient functioning of the respective
organization.

B. Responsibilities to Registered Student Organizations

1.

oo

An advisor needs to know what the organization’s goals are, and how
achieving these goals may be facilitated within College policies. The
advisor should be aware of the policies and procedures in this handbook
and the college catalog. Advisors are encouraged to call the OSE at any
time with regard to any questions.

The advisor should be familiar with the organization’s constitution and by-
laws to assist with their interpretation. Assistance should be provided in
orienting new officers and promoting leadership development. The advisor
should be knowledgeable about the financial condition of the organization
and promote good record keeping by all officers.

It is the advisors duty to ensure that the officers are aware of the policies
and regulations established for student organizations. It is recommended
that the advisor be closely involved with the group’s activities to assist the
group in evaluating its progress toward reaching its desired goals. By
keeping communication open and meeting with various officers and
members, the advisor can effectively work with the organization in a
consultative role.

The advisor is to insure that meetings are properly scheduled, and is to be
present at all of organization meetings, functions and programs.

Approve, by signature, all organization expenditures and purchases.
Assist the treasurer in maintaining accurate accounting procedures and
formulating an annual budget.

If it is necessary for an advisor to resign, he/she should notify the
organization and the Campus Life Advisor within two (2) weeks of
resignation.

See to it that OSE receives all receipts no later than one week after
granted funding request events.

C. Resources

There are numerous resources on campus to assist advisors in effectively
working with student organizations. They include persons knowledgeable about
College rules and policies, student leadership, financial management, project
planning, conflict resolution, problem solving, and personal counseling. The
Office of Student Engagement, 686-9865, can assist in identifying appropriate
resources.

Recognition of New Organizations

New student organizations must register at the time they are created. A new
student organization is any student/campus group, which did not register the
previous year with the Office of Student Engagement. A new organization may
not duplicate the goals or objectives of an existing organization.

9



Organizations must fulfill a need in either the student or College
community that is not currently being addressed by an existing
organization. Organizations are formed in order to contribute to the educational
growth, recreational needs, student development, and community involvement of
the Delta College population.

The following information is required at the time a student group registers as a
student organization and is provided via the “Organization Registration Form”.

A. A statement containing the name, mission, and purpose of the organization;

B. The name, title, and signature of the officers of the organization, current local

addresses, phone numbers, and student numbers;

C. The executive officers of the organization must be currently enrolled full or

part-time students.

D. A list of members, which includes names, contact information, and student ID

numbers, must accompany the application forms.

E. Certification of membership; the membership of all organization must consist
of students currently enrolled in at least one credit at Delta College (typically
the fall and winter semesters).

A copy of the club/organization mission and purpose; and

. A statement from the off-campus affiliate certifying affiliation when the group
is a campus student chapter of an off-campus organization.

H. Existing clubs and organizations who are represented at SAC will approve all

group requests to become a registered club/organization.

@m

After the application is given to the OSE (A-003), it is reviewed for completeness.
The current members of SAC (existing clubs) will approve or deny the group’s
registration application materials. Upon approval, the organization president and
advisor will receive a letter regarding the approval or denial of the application.
The approval process should take no more than two week’s time from the date of
submission, unless unforeseen circumstances occur.

Q&g% Meetings _ _ _
ﬂ Meetings should be held in locations that are accessible to all

members. Members should be entitled to adequate notice of
meetings to insure their opportunity to attend. To be considered an active
organization, at least one meeting a month should be held.
Successful meetings will accomplish a great deal when participants have a clear
sense of the goals that are to be achieved. Robert's Rules of Order is a basic
handbook of parliamentary procedures. The handbook will provide a set of rules
governing the conduct at meetings. The rules protect everyone’s right to be
heard and allow decisions to be made without confusion. If assistance is needed
in conducting successful meetings, professional staff in the Student Engagement
office is available to assist you. Rooms for meetings or events must be
scheduled through the OSE at least two weeks prior to the meeting or event.

Student Leadership

The success and strength of the club program is based upon the initiative set
forth by the elected student leadership, and the total involvement of club
members. A club offers students the opportunity to become directly involved with
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the administration and supervision of their organization. They collectively have
the responsibility for writing their constitution and by-laws, setting up organization
meetings, informing new members of the club’s direction, establishing club dues,
raising funds to support the club’s activities, and planning and promoting the
club’s events. Expected accountabilities of the organizations leaders include,
when applicable:

Ensure the club adheres to College policies and procedures

Serve as liaison with the Student Engagement office

Serve as liaisons between the club and College

Complete required College forms (See Appendix)

Collect dues (if applicable)

Oversee generation of funds

Supervise fundraising events

Coordinate and facilitate two service projects per semester (fall and

winter)

Approve expenditures of funds in accordance with the members’

desires

J. Keep updated membership list and submit to the Student Engagement
office

K. Complete all travel arrangement paperwork and submit to the Student

Engagement office

Meet financial obligations incurred as a club

. Ensure that the project/event allocations are spent properly

Reported results of all club achievements either on or off campus

Additional responsibilities as requested by Student Engagement and/or

the organization

ITOMmMoOOw»
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The leadership team of an organization should be prepared to devote time and
energy toward the development of the organization and fulfill the responsibilities
to achieve club cohesion and direction, while developing a continuing program.

Display Table
Display tables are primarily used to promote College programs and services.

Student groups may use table space free of charge for the purpose of promoting
their membership; informing the College community of their programs and
events; and for occasional fundraising with the sale of baked goods, admission
tickets to their events, and retail sale of pertinent items for known holidays.

College religious or political groups may give out information on their beliefs,
events, programs, etc., only to individuals who approach the assigned table and
request it. Solicitation and forcible distribution of literature or goods is not
permitted.

Facility Reservations
Meeting/event rooms may be scheduled by completing the Student Clubs and
Organizations Room Request Form. This form can be picked up in the OSE in A-

11



003 or downloaded from the web at http://www.delta.edu/student-engagement.
The completed form must be submitted two weeks prior to the event.

;%’ Note: The Scheduling Office will not approve regular (i.e., same room
s every week for the semester) meeting rooms until after the semester
classes have all been assigned.

Depending on the nature and risk of the event, users may be required to
purchase event liability insurance, pay for security and Public Safety services,
etc.

Alcohol, Drug, and Smoking Policy

Alcoholic Beverages: No member of the College Community will possess or
consume beer, wine, or other alcoholic beverages on College property, or any
property which is under the direct control or responsibility of the College, unless a
specific college-approved function permitting alcohol consumption has been
authorized by the Office of the President.

Drugs: No member of the College Community will manufacture, possess,
distribute or use any prohibited drug in either the refined or crude form, nor will
any member of the College Community possess property which is used, or
intended for use, as a container for any controlled substance except controlled
substances for personal usage and these must be under the current prescription
of a licensed physician, or those specifically authorized to Delta College by
Federal or State authorizing agencies for educational purposes.

For more information visit:
http://www3.delta.edu/tech/sheets/Skilled%20Trades/PoliciesandProcedures.pdf

Tobacco Policy: Effective August 1, 2007, Delta College became a tobacco free
campus. Smoking and use of tobacco products will not be permitted anywhere on
the campus; including centers, campus buildings, sidewalks, parking lots,
building entrances and common areas, and in college-owned vehicles. The
Administration shall fully implement this policy, and all applicable laws,
regulations, and local ordinances related to smoking and tobacco use. For
FAQ’s visit http://www3.delta.edu/TobaccoFree/.

Physical Accessibility

To the extent required by law, Delta College will be responsible for ensuring that
the premises comply with the physical accessibility guidelines of the Americans
with Disabilities Act. However, it shall be the USER’S (presenters and/or
sponsors) sole responsibility to insure that any special assistance or other
accommodations are provided for its disabled guests, invitees and employees of
the event, such as the provision of interpreters, attendants and the like.

The Department of Disability Services is responsible for handling accessibility
issues and academic accommodation requests. Both prospective and current
Delta students, with documented disabilities, are served through this department.
Interested individuals must request services on the basis of a disabling condition,
and provide the required documentation.
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Questions or requests for additional information should be directed to Disability
Services at (989) 686-9330, via email at disabilityservices@delta.edu or in
person.

PUBLIC INFORMATION POSTING POLICY

Members of the Delta College staff and student body who want to post
information on the College posting board have developed these Public
Information Posting Guidelines for use and portable sign stands. For information
on other methods of communication or right of association and expression,
consult the Rights, Responsibilities and Conduct rules published in the College
catalog, the Senate Handbook, and the College Procedures Manual. NOTE:
Please work with your advisor for access of the College Procedures Manual.

A maximum of eleven copies of one item may be posted, one copy on each of
the general posting boards. Copies can also be posted on the four sandwich
boards located throughout campus, pending space available. The posting
boards can be found at the following locations:

B Wing (S Wing connector hallway)

E Wing (expanded space)

F Wing (lobby)

K Wing (expanded space)

M Wing

P Wing (Fitness and Recreation Center

S Wing

Sandwich boards (permitting availability of space)

The spirit and content of these guidelines apply to the off-campus centers as
well, and the quantity and location of board space is unique to each center.
Office staff at each of the centers will approve items to be posted.

All on-campus items to be posted on the public information boards must be
approved and stamped for posting by the Student Engagement office. Approved
items remain on the boards for a maximum of 45 days or the day after a
scheduled event (whichever comes first). Student Engagement will remove
outdated items. All outdated items are removed weekly, and unapproved items
are removed immediately.

Please refer to the College Procedure Manual and the Instructional Support
Services website for a complete copy of the Public Information Posting
Guidelines FAQ. If you have any questions, please contact the Office of Student
Engagement.

Approval
Any person who wishes to post materials not within the normal College activities

and routine must have written permission of the Vice President of Student and
Educational Services or the Vice President of Business and Finance or their
designee. (See College Regulations and Rules of Conduct- please work with
your advisor for access to these regulations).

13
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Distribution of Written Materials

1. A student organization which has registered with the Student Engagement
office may distribute written material so long as the organization complies with
these Regulations, provided such distribution does not interfere with normal
College activity or routine. A copy (or copies) of the written material must be
supplied to the Student Engagement office, located in A-003.

2. The following considerations apply to all distribution of written materials:

a. The College reserves the right not to permit distribution of materials not
protected by law or constitution.

b. Students are expected to extend to others the same courtesy and
consideration that they expect from others.

c. The College is a public institution supported by public revenue, and does
not take positions on partisan issues.

d. The College welcomes and supports the free dissemination of ideas for
the purpose of informed participation in the political process and debate
on public issues.

e. The College does not discriminate against any person or group on
account of such characteristics as race, color, national origin, sexual
orientation, gender, or political or religious belief and does not permit its
premises or resources to be used for the purpose of such discrimination.

f. Student Engagement will not post flyers advertising profit for a business.

PLANNING PROJECTS AND ACTIVITIES

Careful planning is the key to sponsoring successful programs, projects and
events on campus. Activities may be academic/professional, social, ethnic,
general, regional, arts/entertainment, political, religious, social issues, sports or
recreational or for any other purpose consistent with the educational mission of
Delta College. Student organizations are encouraged to be innovative and
creative when selecting activities. There are prohibitions and restrictions,
however, on some types of events, details may be obtained in the Student
Engagement office in A-003. Assistance in planning projects may be obtained
from the organization’s Advisor or the OSE.

Publicity
The staff of Student Engagement will assist any organization in developing

publicity campaigns that are consistent with College policy, and in identifying
creative publicity alternatives that will fit a fixed budget.
¢ Advertisements may include t-shirts, wristbands, flyers, excerpt on
website and other internal/external marketing opportunities.
¢ Organizations may request to use the display cases on campus to
advertise their club and its events.

Organizational and Personal Liability

Advisors and organization officers occasionally express concern about personal
liability for organization related activities. There are a few hard and fast rules
concerning liability, and the following may be helpful as general guidelines:
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A. Organization members, officers, and advisors are subject to the same
criminal statutes that govern behavior generally in society. Violation of these
laws may result in criminal liability.

B. Organization officers, members, and Advisors may be civilly liable for harm
resulting from either dangerous organization activities or those that create an
unreasonable risk of injury. All persons involved in organizations are advised
to plan activities carefully, comply with all laws, and to neither endorse nor
participate in activities that could result in injury to participants, bystanders, or
property.

C. Organization officers and advisors may to some degree limit their liability and
protect themselves by the use of “waiver of liability” statements signed by
activity participants. (Seek advice from the Student Engagement office.)

Establishment of Off Campus Accounts
All clubs and organizations wishing to have accounts are required to have an on
campus account set up with our accounts payable office. No accounts at outside
banks are allowed for registered clubs & organizations.
e Only the advisor has access to funds in account (withdrawal
privileges) but anyone may deposit.

Travel Procedures

Registered student groups may use the College vehicles. College cars/vans can
be reserved through General Services (ext. 9240). Your faculty or staff advisor
should do this. Students may use these vehicles for club purposes only within
the Tri-County area with the presence of their advisor, or advisor designee.

College car costs are fixed. In order to reserve a car, it is necessary to submit a
travel requisition-indicating destination, departure, and return times at least
seven (7) days in advance of the event. This requisition may be obtained from
the Business Office or the Student Engagement office. (See sample in appendix)

;%" NOTE: All travel requests require approval from the OSE. SAC funds
= may not be used to defer travel costs.

It is advisable to make reservations well in advance, since, at certain times, these
vehicles are booked solid.

Groups going on out-of-district or on overnight trips must fill out travel request
forms and submit to the OSE. These should be done a minimum of three (3)
weeks prior to the trip. Forms are available in the OSE (ext. 9865) or from the
Office of Business Services (ext. 9208).

Requesting a van for college use should be submitted on a standard
PURCHASE REQUISITION, the form should be signed by the faculty or staff
advisor who will be responsible for the students, the respective division
chairman, and dean; or, if other than a student group, the purchase requisition
must be signed by a first-line administrator or his/her designee and forwarded to
the Director of Business Services at least three (3) weeks in advance of the trip.

Please see appendix for a sample of the requisitions.
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The following information is also required on the purchase requisition:
Name of group or class.

Number in-group.

Destination.

Departure time from Delta.

Approximate return time to Delta.

Any planned stops en route.

Loading area for departure.

NouohrwhE

The Director of Business Services will make the arrangements for the college
van accordingly. If scheduling cannot be arranged, the van requester will be
notified and other arrangements will be considered.

Damages to the interior of the van will be the responsibility of the department or
group using the van at the time and all repairs will be charged to them
accordingly.

RATE: Please check with the Director of Business Services for most current rate
charge per mile for cars. These prices are subject to change.

GUEST(s): If other than Delta students or Delta employees are to ride with an
approved group, approval from the Director of Business Services must first be
obtained.

FUNDRAISING

All registered student organizations are encouraged and expected to make every
possible effort to become financially self-supporting. Fundraisers need to be in
collaboration with the college. Organizations may generate fund in several ways:

Dues or fees charged to members;

Sales or contributions;

Sale of organizational services;

Co-sponsorship with other student organizations and/or Delta College
Departments;

Application for funds to the council that you are affiliated with.

o Application for funds through the Student Advisory Council Project Proposal —
if eligible.

000D

O

Sales or Contributions

1. There are College procedures, which must be followed regarding
fundraising. Student groups such as clubs and organizations may not
solicit funds or donations on behalf of Delta College. You must make it
clear that you do not represent the College and that your request is for a
student group and would not qualify the donor for a Delta College
(educational) tax deduction. You may use your club-organizations
stationery but not College letterhead.
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2. You may not contact a large company or corporation such as “Dow
Chemical”, “GM,” or banks without receiving prior approval from the
Executive Director of Institutional Advancement or the Foundation Office.

3. Registered student organizations may conduct fund-raising events on
campus by first filling out a Delta College Request to Fundraise form
available through the OSE. If sales of edible items or other commodities,
which might conflict with campus auxiliary contracts, are involved,
Auxiliary Services, as well as Student Engagement, must be notified of the
sale.

4. Organizations may request tables to be set up for sale of goods or as a

display booth.
5. Sales, drives, canvassing, or leafleting by student organizations MUST
NOT:
a. Conflict with College or other civil regulations;
b. Be in violation of existing College guidelines or contract;
c. Jeopardize public or individual safety;
d. Be conducted by non-members of the organization;
e. Be in violation of a department’s activities or space use guidelines;

or
Be omitted from the organization’s records.
g. Badger for funds

—

6. The Office of Student Engagement is not liable for action by registered
student/campus organization and/or individuals in regard to fund-raising
activities. The consumer has the right to register complaints in writing and
the OSE will begin administrative action by the College if warranted.

Guidelines and Policies for Fundraising

Once registered, Student Clubs and Organizations who are in need of an
operating budget must generate their own funds and follow the fundraising
guidelines set up by Delta’s Foundation Office. A copy of this guideline is
available upon request in the Student Engagement office.

Group fundraisers will be restricted to events and activities that fulfill and are
consistent with the purpose of the group. Groups typically will not be allowed to
expend their budget solely on repetitive activities such as dances, parties,
initiation ceremonies or banquets. If clubs are to have a significant impact on
their members and the general Delta College student body they are encouraged
to explore varying avenues of involvement to fulfill their objectives or purpose for
existing.

Fund raising by groups, clubs or organizations, which are private (exclusive in
nature) and limit their membership by way of specialized requirements is not
acceptable. “Specialized requirements” means any statement, clause, policy or
procedure; written or implied which does not allow any person to be a member, in
full standing with the group, club or organization.
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Foundation Office Guidelines

It is the responsibility of the Foundation, in consultation with the President’s
Office, to serve as the coordinating agency for all types of fundraising programs,
events and solicitation for all funds (over $100) from private individuals,
foundations, businesses, corporations and organizations. This would include, but
not be limited to, gifts of cash, equipment, services, in-kind gifts, advertising and
sponsorships. This ensures that the College is well coordinated in its approach to
funding sources.

Any request to undertake a fundraising program or to solicit contributions from
individuals, private foundations, businesses, corporations and organizations
should first be reviewed by the appropriate department head, division chair
and/or dean. In addition, faculty, staff, or any student organizations, club or
association wishing to solicit funds, goods, services or hold events for the
purpose of raising funds, need prior approval from the Executive Director of the
Delta College Foundation and/or President of the College.

Prior to planning or executing any fundraising event or solicitation, the student
club, association or organization, advisor and/or faculty/staff division chair, or
department head must complete a “Request to Fundraise” form. It must then be
submitted to Student Engagement in A-003, and then submitted to the Delta
College Foundation to receive approval. The “Request to Fundraise” form must
be submitted minimally two weeks prior to an on-campus fundraiser and two
months prior to the start date of a proposed off-campus fundraiser.

Programs and/or events to be coordinated through the Foundation include:

o Plans to raise funds from alumni

o Establishing an “associates,” “friends” or “membership” program designated
to solicit financial support.

o Special fund raising to support a particular scholarship, memorial fund,
programs, endowed chairs, etc.

o Request to private sources for funding of new or existing academic programs

o All other programs to raise funds in the private sector.

o Consult with OSE for advice and direction

Fundraising Ideas

As long as there are groups for causes, ideals, missions, visions and dreams
there will be a need for practical way of achieving these goals. This is especially
the case with student run programs on college campuses. Money and how to get
money to fund the mission of these programs will continue to be an issue. One
of Student Engagement’s main goals is to share with you our network success
stories and ideas concerning all aspects of fundraising. Please understand that
the Student Advisory Council expects that our student clubs fundraise to off-set
costs and will ask that clubs show proof of fundraisers they are currently working
on or have completed prior to receiving programming dollars from SAC.

Remember when considering a fundraising idea to examine:
o Effort and participation

Initial investment of money and resources

Your Campus Environment

Consult with SAC and OSE for advice and direction

00D
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FINANCIAL REQUIREMENTS

Purpose of Financial Reguirements

These financial requirements have been developed to provide the highest level of
safeguard over Delta College student club and organization funds. These
requirements are designed to apply sound business practices and internal
controls for purposes of providing assurance to all organization stakeholders that
funds are accounted for properly, completely and in accordance with organization
mission/goals.

Establishing a Financial Account

All registered Delta College student clubs and organizations must establish a
financial account with Delta College. It is not permissible to establish an off-
campus bank account for the club or organization. After a student club or
organization has completed the annual registration process, Student
Engagement will coordinate the authorization and setup of all financial accounts
through the Finance Office.

Each student club and organization account with Delta College will be given an
individually identifying account name and number. All club or organization funds
must be deposited and all expenses must be paid through the account. The
account will be housed within Delta College’s Agency Fund, and Delta College
will serve as the fiscal agent. All funds in the account will be used for the
exclusive benefit of the specific registered student club or organization.

Any unused funds will carry over from one fiscal year to the next. The fiscal year
on each account will follow Delta College’s fiscal year, July 1 through June 30,
although most clubs and organizations will be active primarily during the
academic year. Each student club and organization must register with the of
Student Engagement office each new fiscal/academic year prior to authorizing
use of the account funds.

Financial Responsibilities, Recordkeeping and Reporting

The faculty/staff Advisor for the club or organization is the authorized budget
officer for the account. The Advisor is responsible for ensuring that the financial
activities of the organization are approved and documented by the club or
organization leadership/board, and that such financial activities are appropriately
recorded through the established account.

Each student club and organization must maintain records of all financial
activities, including but not limited to items such as:

o Meeting minutes in which financial activities are decided
o Detail accounting logs (Refer to Example #1 in Appendix)
o Receipts for deposits

o Invoices or other support for disbursements

o Financial reports (refer to Example #2 in Appendix)

These records must substantiate and agree to all financial activity recorded in the
account with Delta College.
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Although all financial activity must run through the account with Delta College,
the account itself is similar to a bank account, in that it is used to record all
deposits and disbursements, but does not provide all of the details behind each
transaction. Reports of the account activity (referred to as Budget-Status
Reports) can be obtained at any time from the Delta College Finance Office by
request from the Advisor. Support staff in each faculty bay office area also has
access to run these reports. These reports will show activity for revenues
(deposits made to the account), and for expenses (disbursements charged to the
account).

Also like a bank account, the student club or organization account balance is not
allowed to become negative. This means that account deposits must be sufficient
to cover any disbursements.

Each semester, organizations must submit an estimated budget for that
semester. This will inform SAC and OSE on any event plans, conferences,
publicity, and other initiatives the club is planning.

The club or organization leadership/board is responsible to reconcile the activity
recorded in the account with Delta College to the detail accounting logs (refer to
Example #1) maintained by the club or organization. These reconciliations should
be done at least quarterly, and are typically prepared at the end of each period in
which the club or organization prepares a financial report for presentation to their
leadership/board.

A final year-end financial report (refer to Example #2) summarizing all financial
activities for the fiscal year must be prepared, reconciled and submitted to
Student Engagement before June 30 each year. The final financial report must
also be approved by the club or organization leadership/board, as documented in
the meeting minutes and appropriately represented by signatures and titles of the
approving leadership/board.

Deposit Process

The account number must be provided when making deposits by anyone in the
form of cash or check at the Delta College Cashiers Office. Deposits can be
made at the Cashiers Office, B111, during regular business hours, or in the
Cashiers Office drop box located directly beneath the Cashier’s window.
Deposits can also be mailed to the Cashiers Office. Please do not mail deposits
containing cash.

Any checks deposited must be made payable to Delta College. It is also
acceptable that checks add the name of the club or organization hyphenated
after the name of Delta College (i.e.: Delta College — ABC Student Club).

Each club and organization is required to maintain proper security and control
over all funds obtained for deposit. Deposits should be made regularly. All funds
should be counted and totaled prior to deposit by more than one person in the
club or organization, such as the Treasurer and another designated individual.
Both should sign the accounting log (refer to Example #1), verifying the total
amount of the deposit. The Cashiers Office will provide a receipt for each
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deposit, which should be retained by the club or organization as part of its
accounting records.

Purchasing/Disbursement Process

The account number must be provided on requisitions when requesting
purchases/disbursements through the Delta College Purchasing Office. Since all
clubs and organizations are expected to be financially self-supporting, there must
be enough funds available in the account to cover the requested
purchase/disbursement.

All requisitions for purchases/disbursements must follow Delta College standard
purchasing polices and be signed by the Advisor. The Delta College Purchasing
Office has the authority over all purchases. Any detail questions regarding the
purchasing/disbursement process should be directed to the Purchasing Office.

Cash Boxes

Cash boxes are available for clubs and organizations to borrow from the
Cashiers Office for one-day on-campus fundraising events, such as bake sales.
A request for cash box is made on a requisition, signed by the Advisor, with up to
$50 cash provided in the cash box to make change during the fundraising sale.
Requests for cash boxes should be made at least five days in advance of the
fundraising event. There must be enough funds available in the club or
organization account to cover the amount of the cash box requested. The
Cashiers Office will hold the requisition until the cash box is returned for deposit.

Upon conclusion of the fundraising event, the club or organization should have
two designated individuals count the funds in the cash box and complete/sign the
accounting log. The cash box and all funds are then returned to the Cashiers
Office for deposit. The Cashiers Office will deduct the original amount provided
in the cash box from the total and deposit the remainder into the club or
organization account. The amount deposited will be the proceeds received from
the fundraiser, and should agree with the amount recorded on the accounting log
as revenue for the fundraising event.

Record Retention

Each student club and organization should retain its vital records for a
designated period of time for historical and audit purposes. Delta College’s
record retention policy for accounting records is seven years after fiscal year end.
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Delta College Board of Trustees:

Bay County
Kim A. Higgs; Jack R. MacKenzie,; Edith (Dee Dee) Wacksman

Midland County

Kimberly R. Houston-Philpot, Chair; Dr. Kathleen S, Ellison; Robert B. Stafford
Saginaw County

Dr. Robert L. Emrich, Vice Chair; Karen L. Lawrence-Webster; R. Earl Selby,

President

Dr. Jean Goodnow

It is the policy of Delta College not to discriminate in employment, education, public accommodation or public service on

the basis of religion, race, color, national origin, age, sex, marital status, sexual orientation, height, weight, arrest record,

veteran status, disability, or other classifications as required by applicable U.S. federal, state or local law. Direct inquiries

to the Equity/Compliance Officer, Delta College, 1961 Delta Road, Office J101, University Center, Ml 48710, telephone
989-686-9122, or email: equityoffice@delta.edu
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Appendices

Student Club Registration Forms

o New Clubs

o Existing Clubs

o Membership Roster
Request to Fundraise Form
Travel Expense Report
Delta College Requisition
Room Request Form
Financial Reports

o Accounting Log (example #1)

o Financial Log (example #2)
Travel Approval & Reservation Form
Milleage Reimbursement Form
Liability Waiver
Student Advisory Council (SAC) Forms

o Project Proposal
o Project Evaluation
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Student Club/Organization Registration Form

Date: Semester:

Name of Club or Organization

Are dues assessed? If so, how much?

Current Organization 4 New Organization 4

Meeting Times

Meeting Location

Mission and Goal Statement

This will be the description of your club in the Student Organization Directory and
College Catalog. (2 paragraphs max)

Advisor (full-time faculty or staff member)

Name:
Department Position
Office # Campus Phone

Email Address

| agree to serve as advisor to

Signature Date
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Officers/Contact People

Group Leader/President

Name Student #

Phone # Email

Address

Group Leader/Vice President

Name Student #

Phone # Email

Address

Group Leader/Secretary

Name Student #

Phone # Email

Address

Group Leader/Treasurer

Name Student #

Phone # Email

Address

SAC Representative

Name Student #

Phone # Email

Address

Members
Please use attached roster.

Each club/organization MUST have a minimum of 3 students currently enrolled in at
least 1 credit at Delta College.



Student Club/Organization Update Form

Semester:

Name of Club or Organization:

Today’s Date:

Are dues assessed?

Meeting Times:

Has the mission statement changed?

mission statement.)

If so, how much?

Meeting Location:

(If yes, please attach an updated goal and

Advisor:

Department: Position:

Office & phone number: Email Address:
Signature: Date:

** |f your club has a co-advisor, please list their information on the backside of this form.

Group Leader/President

Name:

Student Number:

Phone Number:

Group Leader/Vice President

Name:

Phone Number:

Group Leader/Secretary

Name:

Phone Number:

Group Leader/Treasurer

Name:

Phone Number:

SAC Representative

Name:

Phone Number:

Email:

Student Number:
Email:

Student Number:
Email:

Student Number:
Email:

Student Number:
Email:
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Each club/organization MUST have a minimum of 3 students currently enrolled in at
least 1 credit at Delta College.

|Detta E-mail

|Phone Number

_|Address

[m.1. [student ID#

_|First Name

Membership Roster for

last Name
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DELTA COLLEGE STUDENT REQUEST TO FUNDRAISE — CLUBS OR ORGANIZATIONS

Date submitted to Office of Student Engagement; Your Phone

Name of student club, organization, athletic dub or athletic team planning the event or fundraiser:

Name of Fundraiser:

Primary Student Contact

Advisor's Name Advisor's Phone & Office Number

Proceeds of this event are intended to support:
[] A pelta College program/project [] & pelta college student club or organization
[J] an external non-profit organization not directly benefiting Delta college [Proceeds CANNOT benefit individuals)

who will be involved in this event or fundraiser |students, faculty, advisors, coaches, etc )?

what is the purpose of raising funds? What will the money be used to support?

Event Date and Time: [Baginning) [ [Ending)

Location of fundraiser: O External (Off mmpus project) O internal (On @mpus project)

NOTE: internal fundroisers must be submitted 2 weeks prior to the event. Off campus fundraising requests must be submitted
2 momnths prior to solicting external businesses. Reguests not meeting these guidefines cannot be opproved. Submit form to
the office of stwdent Engagement, office #4-003.

On-campus Location Desired Mumber Tables // Chairs

NOTE: internol location of tables/chairs will be outside the E-Wing. Sales of items for fundroising purposes are not permitted
outside of this set area including, but not imited-to, dassrooms, offices, etc.

Has this type of fundraiser or event been held in the past? If yes, how much was raised |net)?

what type of advertising is planned for this event or fundraiser?

oOther comments:

|signatures required — please see next page for details)
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1. Primary Student Contact Signature

2. Faoulty/staff Advisor / Coach Signature

3. Authorized Student & Educational Services Signature

OPTIOMAL: List of Donors you want to solicit J approved? (List below the specific
names of business proposed for contact. Write on the back of this page or attoch o
separate page if needed for space. )

4. Foundation Office Signature (only if needed)

It iz the policy of Delto College not to discrimingte on the besis of naoe, color, refigion, sax, age, matiomnal ongin or hondicop
in its edwoational progrmms, activities or amployment.

For Staff Lise Only

O Reqguest Approved O Reguest Denied Date:

Reason denied:

Last reviewed on August 5, 2010
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*+* TRAVEL EXPENSE ACC

Part A: Trip Information

Employee Number: Cost Center (or PDA):
Name: Date:
Destination: Department:
Purpose of

Trip: Date(s) of Trip:

Part B: Reimbursement prior totrip {use this section only if requesting reimﬂb_u'rsa;rr.aég_t f(iralrtr%vel prior o trip)

If submitting cost of fransportation prior to actual trip, please complete this portion (and include receipt and itinerary):

Amount to be reimbursed: Description:

Signature of employee and supervisor/budget officer must be included below prior to submitting to Business Services.
If reimbursed, and trip is cancelled, the cost of the airline ticket is due back to Delta College.
Upoen conclusion of trip, employee is required to submit receipt and boarding pass for final leg of trip.

Part C: Reimbursement after the trip

Upon return from your trip, please complete the information below, obtain budget officer signature, and submit to
Business Services for processing.

Meals If meal was included in registration, indicate "inc" for that meal.
Cab, Limo,
DATE B L D Housing Etc. Misc. Amt Miscelaneous Explanation
Totals: 5 - $ - $ - $ - $ - 18 -
Total Meals & Housing (above) $ -
Employee & Supervisor/Budget Office Signatures must
Total Cab/Limo/Miscellaneous $ - be included before submitting to Business Services
Transportation NOT handled by Business Services
Personal car @ $.585/mile: # miles: § - Date Employee's Signature
Plane (if not prepaid or previously reimbursed)
Registration/Other (not previously paid by college) Date Budget Officer/Supervisor Approval:
GRAND TOTAL OF EXPENSES: $ - Date Business Services Approval:
BALANCE DUE: To Employee: $ -
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|
DELTA COLLEGE REQUISITION

REQUISITION #

FOR BUDGET PURPOSES P.O. #

PLEASE INDICATE ONE: ACCOUNT # (OR PDA)
Supplies & Services PDA DELIVER TO:
Equipment Reimbursement LOCATION:

Today's Date:

Registration Fee

Date Needed:

GIVE COMPLETE SPECIFICATIONS (CATALOG NAME & NUMBERS WHERE EST EST TOTAL
QTY | UNIT AVAILABLE) UNIT COST COST
3 -
3 -
3 -
3 -
3 -
3 -
3 -
3 -
Total: $0.00
SUGGESTED VENDOR # or EMPLOYEE #
Vendor: Requested by: Date:
Vendor Line 2:
Address:
City/State/Zip: Approved by: Date:
Phone:
Fax:
Email:
Web site:
To view the status of
1. Items expected to be ordered from different vendors should appear on separate requisitions. your order, please
2. When specifying date needed, please allow ample time for advantageous purchase and delivery. .
‘ e check in the Datatel
3. Suggestions for additional vendors are encouraged.
4. The suggested vendor will be used, unless a better price for the same/comparable quality can be obtained elsewhere. system. Insiructions
5. DO NOT USE this requisition to order computer hardware or software items. available on the
NOTE: If for somg specific reason it is essential that the suggested vendor be used, please place an X in Business Services
the box, and explain below.
website.
Budgetary Approval Business Manager Approval
Date: Date:
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Delta College

Experience the Delta Difference

Name of Organization:

Room Preferred:

Student Clubs and Organizations

Room Request

Name of Event:

Date Needed:

Time:

Equipment:

Advisor Sighature:

SDC Director Signature:

Request Status

A. Approved

Date:
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Example #1
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Example #2
Delta College Student Clubs and Organizations
Sample Financial Report

Fiscal Year July 1, 2008 through June 30, 2009

Revenues

Membership Dues $ 250.00
T-Shirt Fundraiser 525.00
Little Caesar’s Fundraiser 600.00
Total Revenues $1,375.00
Expenses

State Dues $ 250.00
T-Shirt Fundraiser 280.00
Little Caesar’s Fundraiser $ 350.00
Graduation Ceremony 485.00
Total Expenses $1,365.00
Net Income $ 10.00
Balance July 1, 2008 15.00
Balance June 30, 2009 $ 25.00

Submitted and Signed by:

Treasurer signature

Date

Approved by Club or Organization:

President and/or Secretary Signature



*++* TRAVEL APPROVAL & RESERVATIONS ***

All College employees must have written approval from supervisor/cost center manager prior to travel. If you are making your own
reservations, this form is retained by the supervisor or their designee and no copy is sent to Business Services. If the employee is
requesting Business Services to make their arrangements, please forward a copy of this form fo Business Services at least three
weeks prior to trave.' whensver possrbfe

B s o

Part A: De%n@ental Trqvekmnhorfzxtion (to%e &n@e&@o@h&h ggd sgmg mudéwﬁmummn

Employee #: Date:
Name: Department:
Date Leaving: Date Returning:
Purpose:
Destination:
Estimated Trip Expense: Cost Ctr (or PDA):
Authorizations:

(2) Administrative or
(1) Supervisor Budget Officer

s

Part B: J rg\gsi Arra;gé’i‘ﬁ”sn& togbey;'nade‘ %ﬁm{g@eﬁs Servi

If arrangements are to be made by the Business Services office please complete information below and submit to
Business Services.

If hotel arrangements are to be made by Business Services, please complete this portion.

Hotel (name &
address)

Check In Date: Check Out Date:

If special conference rate, please indicate group rate and reservation code:

If airline transportation is to be coordinated by Business Services, please complete this portion.

Departure Date: Returning Date:
Appx. Departure Time: Appx. Return Departure Time:

. . earliest flight time you can be on
Necessary Arrival Time: ( 9 ¥ )

Please note that hotels are only reserved and guaranteed for late arrival on Delta College's credit card.
You will be expected to pay for the hotel on your credit card when you check in.
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Delta College

MILEAGE REIMBURSEMENT FORM

Reimbursement to any employees who use their personal car for official college business within the college district, and same day trips to
any Delta owned, rented or leased property. All other mileage and travel must be processed on the Request for Travel Form.

Mileage in excess of any employee's daily round trip from home to Delta, shoud be recorded below, and submitted to the Business Office

monthl

. Note that any mileage included prior to the mileage rate change, will be manually adjusted in the Business Office

and it will be reflected in your reimbursement check.

Note that the mileage rate has changed effective January 1, 2009, to 55 cents per mile. Any mileage submitted on this form for mileage
before January 1, 2009, will be manually recalculated in Business Services.

My daily round trip mileage to Delta is:

Employee Name

Cost Center

DATE FROM TO PLACE OR PERSON # Miles
Total Miles: 0]
0.55
Total Mileage Amount: 0.00
Date Employee's Signature Department Approval Date
For Finance Office Use Only
Account # Amount §
Voucher # Date

Finance Office
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Delta College
Parental Consent, Waiver, Release of Liability, & Assumption of Risk Management

This is a legal and binding agreement which, once signed, will permanently limit your ability to recover from the parties
indicated below for injuries or losses you may sustain as a result of participation in the activities described below.

Delta College is a non-profit education institution. References to Delta College
include Delta College its trustees, officers, faculty, employees, students,
volunteers, student government association and participating organizations,
agents and assigns, and anyone else participating in the on-campus or off-
campus activities described below:

freely chooses to participate in an
(Print Participant’s Name)

activity of my own selection

(referred to as Activity).

(Activity)
| understand that participating in any activity is an acceptance of some risk of
injury. | agree that my safety is primarily dependent upon my taking proper
care of myself. | agree to inform my parent(s) or guardian(s) that I will be
participating in this Activity. Despite precautions, accidents and injuries may
occur. | assume all risks related to the activities including but not limited to
death, injury, or illness:

o from accidents of any nature whatsoever, including but not limited to
bodily injury of any nature whether severe or not, temporary or
permanent, including death, which may occur as a result of participating
in any activity or contact with physical surroundings or loss of or damage
to personal belongings which may occur as a result of this participating
in this activity or with the physical surroundings;

o theft or loss of or damage to personal belongings arising during the
activity;

¢ Including food poisoning arising from the provision of food or beverage
by restaurants or other service providers;

¢ natural disaster or other disturbances, and alterations or cancellation of
activity due to such causes.

| further acknowledge that the above list is not inclusive of all possible risks

associated with the Activity and the above list in no way limits the extent or
reach of this release and covenant not to sue. | further understand that
participating in this activity is an acceptance of risk of injury or death.

Release from Liability, Indemnification Agreement and Covenant Not to Sue
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For good and valuable consideration, including permission to participate in
this activity, | the undersigned, to the fullest extent permitted by law, agree to
forever release and on behalf of myself, my spouse, heirs, representatives,
executors, administrators and assigns, hereby do forever release Delta College
from any cause of action, claims, or demands of any nature whatsoever,
including but not limited to a claim of negligence which | or my parents,
spouse, heirs, representatives, executors, administrators and assigns may
now have, or have in the future against Delta College on account of personal
injury, bodily injury, property damage, death or accident of any kind, arising
out of or in any way related to my participation in the activity and/or the use of
facilities, equipment, or services in association with the activity howsoever the
injury is caused, whether by the negligence of Delta College or otherwise.

| agree to indemnify and hold harmless Delta College, its elected and
appointed officials, employees, students, volunteers, and others working in
behalf of Delta College from any and all causes of action, claims, demands,
losses or costs of any nature whatsoever arising out of or in any way relating
to my participation in the Activity and my use of facilities, equipment, or
services in association with the Activity.

| understand that | will be solely responsible for any loss or damage, including
death, which | sustain or cause, whether in whole or in part, while participating
in the Activity and my use of facilities, equipment, or services in association
with the Activity, and that by this agreement | am relieving Delta College of any
and all liability for such loss, damage or death.

My signature below indicates that | have read, understood, and freely signed
this agreement; | further certify that my date of birth is | and
that my present day age is , and that | am otherwise legally
competent to sign this agreement. | further understand that the terms of this
agreement are legally binding, and | certify that | am signing his agreement
after having carefully read and understood the same, of my own free will. This
agreement is made in sole consideration of Delta College supporting my
participation in the Activity and my use of facilities, equipment, or services
associated with this Activity.

This agreement shall be construed and enforced in accordance with the laws
of the State of Michigan, and | consent to the jurisdiction of this state. |
expressly agree that this waiver and release is intended to be as broad and
inclusive as permitted under the laws of the State of Michigan, that if any
portion hereof is held invalid, it is agreed that the remainder of it shall,
notwithstanding, continue in full legal force and effect.
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Important —Read Entire Agreement Before Signing

Participant Name (Print):
Date: |
Address: City:
State: _  Zip:
Signature:
Phone:

Parent Name (Print):
Parent Signature:

docs/risk mgmt/Waivers — minor & day camps



Student Advisory Council

Funding Request Form

)

Note: There is no limit to the number of requests that can be made by a club or
organization until the maximum has been reached. The Advisory Council has
$25,000 for the Academic year.

*All proposals should be submitted to Advisory Council Executive Chair no later
than (1 week- 7 days) of the next Advisory Council Meeting.

*Delta College Student Advisory Council Meetings are held the last Wednesday
of each month during Fall and Winter Semesters of the Academic year.

Proposal to Delta College Student Advisory Council

Name of Club/Organization:

Submitted by: (print)

(sign)

Club/Organization Advisor signature:

Date submitted:

Advisory Council Meeting Date (reviewed):

Request Amount:

Description of project/proposal (please attached supporting
documentation):
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Project methods and procedures:

Purpose of the project/proposal (How does the project promote Delta

College’s philosophy of education and the mission of the College):

Budget:
The costs involved

Insert the full cost of your participation for each day of the event

Day 1

Day 2

Day 3

Estimated Expenses (per
person)

Registration

Other:

Travel

Lodging

Food

Misc- local travel, parking

L AR AR AR AR AR R s

Total

BN RN R PP | PR

L AR AR AR AR AR R T

Summary/ Expected Outcome:

For Advisory Council Use:

Reason:

Executive Chair Signature:

Approval

or

Rejection

Date:
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Student Advisory Council
Evaluation for Club/Organization Funding Request

Today’s Date:

Club/Organization’s Name:

Date of Program:

Attendance (if applicable):

Methods of Advertisement (if applicable):

Please provide a brief description of your project/program:

How did your project/program benefit the Delta College campus community?:

What did your club/organization learn from this opportunity?:

Do you feel this pursuit was a success for your club/organization? Why?:

Recommendations for future projects/programs:

Note: Please turn in all original receipts and a copy of each receipt to Sylvia George in the
Student Engagement Office with this evaluation form NO LATER THAN 7 days after your
project/program’s completion. Thank you for your cooperation ©
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