Aims Student Club Highlights
Randee Morris – Coordinator of Organizations and Activities

Student Life Office, GS 275.2
rmorris3@aims.edu, (970) 339-6259
*Please carefully read the Student Organization Handbook (SOH), available on the Aims Student Clubs and Organization webpage under the Campus Life Tab or in the Student Life Office, GS 275.2, for detailed information on policies and procedures.
Recognition:
All papers must be turned in by the 4th week of the fall semester to the Coordinator of Student Organizations and Activities in the Student Life Office, GS 275.2. 
1. Petition for Recognition 

2. Information Sheet 

3. Affirmation of Compliance 

4. Advisor Agreement 

5. Officer Code of Conduct 

6. Advisor/Officer Signature Sheet 

7. Membership Roster 

8. Annual Action Plan 

*Activities, events, programs, etc. conducted during the summer will not count towards qualifying for funding or meeting other requirements if recognition papers are not turned in by the 4th week of the fall semester 

(see SOH, page 7).
Policies:
1. Advisors must be full or part-time Aims employees

2. Each organization must have at least 6 members
3. 80% of membership must be Aims students

4. Officers must be Aims students
5. Results of elections must be filed with the Coordinator of Student Organizations and Activities within 5 days of election
6. Clubs must have a constitution and bylaws on file in the Student Life Office
7. All student organizations have one vote on GA

8. Clubs must have meeting agendas and minutes for review 
Funding:
1. All banking must go through the Student Life Office
2. 54ways to receive funding (See SOH, p 10-11):

· Benchmark funds - up to $600 are given based on the number of GA meetings  club attended
· 1 meetings =  $50   8-9 mtgs= $200

· 2-3 mtgs =  $75   10-12 mtgs= $250
· 4-5 mtgs =  $175
· 6-7 mtgs =  $175
· Volunteer Project funds -  $75 is given for club attendance per project after 1 civic/community service project is completed
· Co-sponsored event funds - may be received after the 1 co-sponsored ASACC event is completed. Clubs may receive 
$100 per event co-sponsored with SPC or MyLife for a total of 3 events at $300
· Advisor points – outlined in the Advisor Handbook/$10 per criterion 
Fundraising Rules (2009-2010):  (See SOH, p 8)

1. Submit:    Official Functions Request Form and Student Organization Activity/Event Request Form

2. Event paperwork for on-campus events must be submitted 2 weeks prior to event

3. Event paperwork for off-campus events must be submitted 6 weeks prior to event

4. Submit:  All deposits must be submitted to the Student Life Office with the Student Organization Deposit Form 

5. Checks must be made out to Aims Community College

6. All funds received are subject to audit
7. Co-sponsorship with ASACC should be planned 30 days in advance. 
Student Life Services:
The Student Life Office is committed to assisting your organization
· Graphic design assistance – design and printing

· Creative and traditional ideas for advertising

· Fundraising ideas and planning assistance

· Club event history and event ideas 

· Photocopying - each club uses its own access code

· Centralized funding assistance

· Program planning assistance

· Ordering food for events

· Travel procedures in-state and out-of-state
· Use of dedicated student org. meeting room 
What events are clubs required to do?

1. Must do at least 1 event with either the Student Programming Council, MyLife Peer Education Council, and/or the Student Government Association each year

2. Must do at least 1 community/civic project off-campus each year(see SOH, p. 8)

How do we get event approval?
Student organization activities for all on-campus and off-campus events must be approved by the Coordinator of Student Organizations and Activities (SOH p. 17)

1. Submit: Official Functions Request Form and Student Organization Activity/Event Request Form (approval subject to first come first serve)
2. Event paperwork for on-campus events must be submitted 2 weeks prior to event to the Coordinator of Student Organizations and Activities

3. Event paperwork for off-campus events must be submitted 6 weeks prior to event to the Coordinator of Student Organizations and Activities
How do we purchase items?
1. Check club financial balance before purchasing anything
2. Submit: Student Organization Preauthorized Event Expenditure Form -    purchasing requests must be submitted 2 weeks before an event to the Student Life Office, GS 271
3. AIMS DOES NOT PAY TAX, it is tax exempt

4. Limited Purchase Order (LPO) – to buy at certain places you have to fill out an LPO and use for payment.  The 
Student Life Office can help you determine if you need to use an LPO or the “P” credit card

· Obtained in the Student Life Office

· Check with vendor to make sure they accept LPO

· Advisor must sign

· Fill out completely with expense code

· Give vendor white copy and retain others

· Submit: Original receipt and remainder of LPO to the Student Life Office within 24 hours for payment to the Student Life Office

4.  Procurement Credit Card (“P” card)

· Submit: Procurement Card Checkout Sheet and Original receipt to the Student Life Office
·  “P” card must be returned the same day
5.   Purchase Order

· Contact the vendor and get a quote with cost of product, shipping, handling, set-up charge, etc.

· Submit: Requisition form completed with completed advisor signature to the Student Life Office for the Director of Student Life’s signature
· Notify the Student Life Office when product is delivered for release of payment

6.  All expenditures must conform to existing Aims Community College and Student Life policies and procedures.  All revenue and expenditures may be audited and reviewed by the Student Government Association and the Student Life Office.  Check the SOH for purchasing criteria considered appropriate and inappropriate (see SOH, p 11-16) 

7. Student club banking must be done through the Student Life Office, NO outside checking accounts are allowed  
How do we advertise our event?
1. All event advertising signs/posters/flyers/ ”Aims Angle”/”Toilet Paper”  and other advertising methods must be approved by the Coordinator of Student Organizations and Activities in advance (see SOH, p 17-19)

2. Graphic Technologist, Patty Miller, GS 271, is available to assist with posters, flyers, websites, and computer generated graphics.  Clubs must pay for all materials.

· Submit: Graphic Request Form 2 weeks prior to event to the Coordinator of Student Organizations and Activities

3. Posted advertising must be dated in the lower right hand corner 

4. Clubs must remove posted advertising within 3 weeks

5. Materials may be posted on bulletin boards and lavatory poster strips – may not be posted on painted surfaces, existing signs, doors, vehicles, or external surfaces 
What if we have to cancel our event?

Approved and advertised events require posting of the cancellation on all campus bulletin boards at least 24 hours before the event start time
Our club wants to do an event! What do we need to do?








