Forms, Financing & Final Thoughts 
Student Activities & Leadership 
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Part I: Forms
	Question
	Necessary Form
	Advance Notice

	Using a room or table on campus? 
	- Facility Use Form
	1 weeks in advance

	Doing a fundraiser on campus? 
	- Facility Use Form 
- Fundraising Request Form
- Activity Deposit Form 
	
2 weeks in advance

	Collecting money at bake sale? 
	- Activity Deposit Form 
	Turn in at end of day 

	Going off campus?
	- Advance Approval of Travel
- Cash Advance for Student Travel
	3 weeks in advance

	Hiring a speaker/performer? 

	- Performer Contract
- A-19 
- Facility Use Form 
	
3 weeks in advance 

	Need to purchase something? 

	- Credit Card Request Form  
- Purchase Requisition 
- Arrange time to go shopping 
	2 weeks in advance 


Part II: Financing 
· Clubs are NOT allowed to maintain off-campus bank accounts. 
· The club advisor, and Student Activities Office must approve all expenditures. 
· Reimbursement cannot exceed $50. Prior approval must be granted prior to purchasing. 
· When fundraising, tickets cannot be given two for one. No deals can be made. 
· All tickets (raffle included) must be inventoried and documented – see activity deposit form 
· No bake sales on Wednesday – approval must be granted from Student Activities Office. 
·  Tax ID#: 91-0589346
· All raised money must be turned into the cashier’s office within 24 hours.  
· Petty cash is available at the Business Office on day of event, but must be arranged in advance.
· Purchasing food for regular club meeting is not allowed. 
· Items purchased with S&A funds are property of GHC.  Personal use of these items outside of club or ASGHC related activities is not allowed. 
· 522 – Associated Students: Accounts associated with locally approved student activities. 522 accounts do not roll over every year. At the end of the fiscal year (July 1) all budgets are zeroed and any remaining balance is put into your building fund for student space in new building.
· 570- Auxiliary Enterprises Self-sustaining activities that are not related to the educational mission of the college. Community theme or cultural or recreational nature & Source of funds primarily user fees. Fund raising, concert bands, jackets, seminars, sports camps, etc.
· 840 – Agency - Fundraised real money to be donated to a non-profit organization. Your off campus, 840 account, does not roll over and is never zeroed. You may donate the money in this account to local service agencies. 

Part III: Final Thoughts
1. Plan three weeks in advance!
2. Document all cookies, tickets, and donuts sold. (Hint: keep in one binder) 
3. Post your meeting minutes to the ASGHC WebBoard 
4. Stop by Student Activities with any questions! Email us: csvoboda@ghc.edu or 538-4078
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