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Welcome to



Today’s Training 

• FINANCIAL 

INFORMATION 

• ACTIVE CLUB: PLANNING 

TOOLS, FORMS and BEST 

PRACTICES

• INTRODUCTION AND 

PURPOSE OF THIS TRAINING

• GENERAL QUESTIONS

and AGREEMENT 



Student Life and Leadership staff 
oversees the following:

• Student events and activities
• Clubs and organizations
• Leadership programming 
• New Student Orientation

• Career Closet 
• Civic engagement activities
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• 45 active clubs (and counting...)
• 65 advisors
• 189 officers (approximately at this 

time)
• Thousands of dollars in SGA funds
• Hundreds of financial transactions, 

events and community service 
projects.

WHY THIS TRAINING?

Student Life oversees all of this

and we are held accountable 





Financial Info

Each club starts the academic year with the following finances:
#1 FUND RAISED MONEY:
• Any money raised in the previous academic years through 

fundraisers (Bake Sales, Shirt Sales, etc).  
  This money is yours to keep - does not go away at the end of    
the year.) You should have this amount in your records. 
We have your current balance if you need it. 



SGA Funds 
Zero Based Budgeting

NEW THIS YEAR

Why is this a new policy?

Clubs have misused funds and we need to be 
good stewards of the student activity money 
entrusted to us. 



SGA Funds 
Zero Based Budgeting

NEW THIS YEAR

• You do not have a set budget this year.
• You do have the ability to request funds. If you have all 

paperwork in (Officers, Advisor, Roster, updated constitution, 
social media log in and passwords) you can request funds via 
the FUND REQUEST FORM, found on LINK TREE:  
https://linktr.ee/clubsmccc.

https://linktr.ee/clubsmccc


Zero Based Budgeting

PROCESS FOR FUND REQUEST FORM: 
1)  Once you submit your form, one of the following determinations will be made by the Director of Student 

Life, Club Coordinator and SGA representatives:
Not Active Club – Not active in previous academic year or semester.  No funding will be approved until activity 

occurs and plan submitted (Community Service, Fund Raising, Meetings)
Active Club – Club completed CS and Events in previous year/semester.  Funding will be granted if submitted 

form fully explains purpose.
New Club – Funding will be granted once form is completed and semester plan submitted. 

A semester plan should include specifics for your community service project, planned meeting dates and 
your plans for one event. 



Getting Reimbursed

from your account

Spending your money 

- two options

Request a Check to be 

paid directly to vendor OR

PREFERRED 
OPTION

https://linktr.ee/clubsmccc


 FOOD
Fund Raised Moneyvs. SGA Money 

ONLY FUND RAISED MONEY CAN BE 
USED ON food from an outside 
vendor. Example: Pizzeria, Chinese 
Food, Other local restaurants.

(You can choose to use the 
cafeteria if you want) 

SGA approved funds can 
only be used for cafeteria 
catered foods (must be 
approved by SLL through 
cafeteria request form.  NO 
SGA FUNDS CAN BE USED FOR 
OUTSIDE FOOD ORDERS.



              Do NOT BUY from 
these vendors. They 
are not approved by 
the college and 
Accounting will not 
approve any 
purchases or 
reimbursements for 
these vendors.



W-9 has to be submitted just ONCE - for 

your first reimbursement request.

Students without a social security 

number should not purchase items that

need reimbursement. 

AVAILABLE ON LINKTREE

W-9 Facts



Request for Check Facts

• Submit when you need to 

pay a vendor or non-profit.

• You must submit their W-9 

form with this request.

• It will take approximately

         3 weeks to get a check cut.

• AVAILABLE ON LINKTREE



Depositing Money 

Into your Account

Bring your deposit to SC114 
YOU MAY NOT RECEIVE 

FUNDS THROUGH VENMO, 

CASH APP, ZELLE or ANY 

OTHER PAYMENT APP.

Period.



If cash, we will count and sign off on  

   deposit form. 

     You will get a copy of the deposit    

     form. Please record this transaction    

     in your ledger.

      AVAILABLE ON LINKTREE

Club Deposit Form Facts 



• To sign up for a bake sale table or a 

table for any reason, stop by SC114.

• We allow two bake sales per week to 

avoid saturation. 

• You must only accept cash.

• All cash must be handed off to 

Student Life at the end of the event.

Fundraising/Bake Sales



Gaming Club



What is an Active Club?

Fund Requestswill be denied by Student Life and 

Leadership if this criteria is not met. 



SGA Meetings
• Meetings are on TEAMS, once per month. 

Check your email for invite/link.

• One representative from your club is 

required to attend each meeting. This 

person can ONLY represent one club.

• Take notes, bring back to your club 

membership. Recording will be available 

after meeting.

• Present your upcoming events/activities.



Planning Tools
linktr.ee/clubsmccc 

Find all forms, sign ups, checklists and 
relevant training information on our 
LINKTREE! 

Make sure to use ADVISOR AND OFFICER 
RESPONSIBILITIES and for details on the 
defined responsibilities of Advisors and 
Officers.

For example, while Officers can request use 
of SC104 and SC127 during the time period 
of 11am-2:30pm, Monday through 
Thursday. Advisors must request any other 
space needed by clubs or 104 and 127 
outside of above times (including 
Quad/classrooms etc.) 
Find out more in the checklists!  

https://linktr.ee/clubsmccc


Planning Tools
Event Authorization Forms: 

Event Forms are IMPORTANT for Club Recognition! Submit 3 weeks prior to event.

AUTHORIZATION FORM and EVENT PLANNING CHECKLIST FOUND ON linktr.ee/clubsmccc    
What Constitutes an Event? 

• Guest Speaker, Performance, Dance or Social Activities, Workshop, Trivia Game, 

Induction, Educational Activity, etc.

What Does NOT Constitute an Event? 

• Club Meetings, Bake Sales, Club Members Hanging Out

Events



Mycology Club



 Rainbow Alliance, Gaming Club and 

Mustang 89

These three active clubs 
worked together to host a 
fun 20s themed Casino 
Night event!
Each club contributed to a 
very successful evening of 
meeting new people and 
playing fun games.



Planning Tools
Community Service Forms are necessary to document your service details. 

 Form can be found at linktr.ee/clubsmccc    

Submit at least one week before event (three weeks if you are planning it yourself)

Definition of Community Service: Voluntary work (without pay) intended to help people in a  

particular area to improve quality of life or help solve a problem.

Details:

• You can create your own event/service opportunity or be a part of another organization’s 

activity.

• Think of a way to contribute to a local non-profit, school or charity through monetary 

donation or through volunteer hours.

•   NO COLLECTION BOXES

Community Service





Criminal Justice Club

+ EOF



Art Club + Hospitality Club =

Best Practice – Community Service Collaboration! 

Art Club and Hospitality 
Club joined forces to raise 
$800 for the Trenton Area 
Soup Kitchen (TASK) with 
their creative collaborative 
idea.



Planning Tools
If you need to order food from the cafeteria for a meeting or event, DO NOT order 

directly.  You need to use the Catering Request Form (after approval of funds)  at least 

3 weeks ahead of event.

Form can be found at linktr.ee/clubsmccc 

• Catering Request form includes a special club menu. We have negotiated these     

         rates for you.

•  All catering orders will be billed to your account and you will receive a receipt.

•  Do not order more food than you will eat. (If your club has 15 members, do not        

     order for 40 people)

Catering Request



Deadlines 25-26
Please abide by the following deadlines for forms/requests. Linktree will shut 

down on last day below. 

Fall -
11/21  Last catering request of the semester
11/21  Last event form of the semester
12/8    Last day for reimbursements to be submitted
12/11  Last day for bake sale
12/11   All club business is complete

Spring -
4/13    Last catering request of the semester
4/13  Last event form of the semester
4/27    Last day for reimbursements to be submitted
5/4  Last day for bake sale
5/4    All business is complete



Flyers
All flyers to be hung around campus must be approved by Club Coordinator and stamped at least a 

week prior to the event.  Email to clugstej@mccc.edu.

• We can copy up to 30 black and white copies for you on color paper.

• You are responsible for hanging flyers on bulletin boards onlyAND taking them down after 

the event/activity. NO TAPE ON WALLS.

• DO NOT hang on other people’s flyers. 



Club Info 
  on our
CLUB WALL

Send your club info flyer to Jeannette for 
the Club Wall :

Club Name
Meeting Dates
Contact Information
Social Media Links
 QR code 



Social Media 

• Want SLL to post your event/info? Please tag us on  your posts, and/or send us a direct message with 
your graphic.  We will evaluate it for our social media channels. 

• If you have an upcoming event that you want us to feature, make sure that we have all the information 
about it and the graphic so that we can help promote for you.

• We need to have your social media logins and passwords on file.  Please stop by SLL to give us this 
information. We need to be updated when it changes as well. 

Club Coordinator does NOT approve all social media posts, just flyers to hang on walls. 



Student Nurses' Association 

Best Practice – COMMUNICATION

The Student Nurses' Association 
chapter is very clear with their mission 
and advertises a full calendar of 
activities at the beginning of each 
semester. This makes it easy to recruit 
new members and keep existing ones 
because everyone knows what is 
expected and where they need to be.



Clubs are not a means to 

increase your program funding. 

All fund requests will be 

evaluated for your club needs, 

not program initiatives.

Worst Practices 

If you wait until it is too late 

for

something, do not blame us if

we cannot help you. 

Plan ahead and make sure to

review your training booklet. 









Agreement
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