
Student LIFE  -1-  Updated 10/8/09 
Student Organization Handbook 

 
 
 

  
 Student Organization  

  Handbook, 
Policies and  

  Recognition Process 



Student LIFE  -2-  Updated 10/8/09 
Student Organization Handbook 

Table of Contents 
Intro              p. 3 

Acronym Key, and Benefits of Being a Recognized Student Organization (RSO) 

A Checklist for Registrting Your Student Organization      p. 4 
Procedures for Becoming a Recognized Student Club/Organization    p. 5-14 
 Recognition Requirements/Guidelines        p. 5 
 ¢ȅǇŜǎ ƻŦ w{hΩs            p .5 
 Membership Eligibility Procedures         p. 5-6 
 Responsibilities of Advisors to RSOs         p. 6 
 Important Student Leader Responsibilities        p. 6-7 
  Requirements 

Administrative Planning Timeline 

How to Develop a Great Organization        p. 8-9 
  !./Ωǎ ƻŦ DǊŜŀǘ RSOs 

 Policies, Procedures, and Guidelines         p. 9-14 
  Open Access 
  Facilities Use 
  Planing an Event (Timeline) 
  Marketing/Advertising/Bulletin Boards Usage  

How to Write a Press Realease 
  Finacial ς Expentidures/Fundraising  

Fundraising  
Fundraising Tips 
Ticket Policy 
Purchasing 
 Travel 

Forms & Applications           p. 15-27 
 RSO Application           p. 15 
 RSO Registration/Membership Form         P. 16 
 Photographic/Publicity Release Form         p. 17 
 Trip Liability Waiver Form          p. 18 
 w{hΩǎ Request for Purchase/Reimbusement        p. 19 
 Funding Request Form (for Faculty and/or RSO)       p. 20 
 SA3 Funding Request Form          p. 21-22 
 Event Tally Form ς Tickets/Raffles/Door Cash or Checks      p. 23 
 Donation Request Form          p. 24 
 Permission to Hold Event          p. 25-26 
 w{hΩǎ wŜǉǳŜǎǘ CƻǊ /ƻǇȅ /ŀǊŘ          p. 27 

Appendix             p. 28-38 
 Appendix A ς Example of RSO petition for Funds       p. 28-29 
 Appendix B ς Sample Constitution, and ExaƳǇƭŜ ƻŦ w{hΩǎ /ƻƴǎǘƛǘǳǘƛƻƴ    p. 30-39 
 

Student Life Offices 
1. Auburn Hills Campus 
2900 Featherstone Road, G-108 Student Center 
Auburn Hills, MI 48326-2845 

2. Highland Lakes Campus 
7350 Cooley Lake Road, Student Center Room 102   
Waterford, MI 48327-4187 

3. Orchard Ridge Campus 
27055 Orchard Lake Road,  J-184 
Farmington Hills, MI 48334-4579 

4. Royal Oak & Southfield Campus 
739 S. Washington, B-124 
Royal Oak, MI 48067-3898 

http://www.oaklandcc.edu/Maps/AHCampus
http://www.oaklandcc.edu/Maps/HLCampus
http://www.oaklandcc.edu/Maps/ORCampus
http://www.oaklandcc.edu/Maps/ROCampus


Student LIFE  -3-  Updated 10/8/09 
Student Organization Handbook 

 
Welcome to the world of Student LIFE! We strive to provide a variety of cultural, social, educational, and recreational experiences that 
are open to all students at Oakland Community College.   In this Handbook we have included everything you need to begin (or to 
continue) a successful Registered Student Organization.  Please refer to the checklist at the end of this handbook to assist you in 
getting together your required documents for recognition.  To assist you in reviewing this Handbook, here are a few key things to 
remember: 
 
ACRONYM KEY:  RSO means recognized student organization. SA3 means Student Activities & Action Alliance (or campus student 
government).  SDC means student development coordinator (manager of campus Student Life Office) 

 
Benefits of Being a Recognized Student Organization (RSO) Include: 
V Advertising- Ability to solicit and post on campus for your organization events as well as through the campus Student Life 

Office email database (all flyers must be approved by your campus Student Development Coordinator in the Student Life 
Office); Listing of the organization in all printed Oakland Community College materials where recognition of official clubs and 
organizations are listed such as our OCC website, brochures, etc. 

V Awards- Invitation to Student Life Awards Banquet each year when clubs are honored, awarded and recognized for their 
contribution to Student Life 

V College Sponsored Activities and Programs- RSOs have the privilege of participating as a group in all college sponsored 
activities and programs. Good behavior and proper conduct will be expected at all times during these activities and the 
organization will be responsible for monitoring its members in attendance.  

V Demonstrations, campus displays, speakers and similar programs- RSOs have the privilege of sponsoring and hosting 
demonstrations, displays, speakers and similar educational or developmental programs.  

V Facilities- CǊŜŜ ǳǎŜ ƻŦ ǘƘŜ /ƻƭƭŜƎŜΩǎ ŦŀŎƛƭƛǘƛŜǎ ŀƴŘ ŜǉǳƛǇƳŜƴǘ ŦƻǊ ƳŜŜǘƛƴƎǎ ŀƴŘ ŜǾŜƴǘǎ within normal operating hours, and with 
exception of lab equipment. {ƻƳŜ ŎŀƳǇǳǎŜǎ ƘŀǾŜ ŘŜǎƛƎƴŀǘŜŘ ά/ƭǳō Iǳōǎέ ƛƴ ǘƘŜ {ǘǳŘŜƴǘ [ƛŦŜ hŦŦƛŎŜ ǿƛǘƘ ŎǳōƛŎƭŜǎ ǘƘŀǘ Ŏƻƴǘŀƛƴ 
ŎƻƳǇǳǘŜǊǎΣ ǘŜƭŜǇƘƻƴŜǎ ŀƴŘ ŦŀȄΦ ¢ƘŜǎŜ ŀǊŜ ŦƻǊ ǳǎŜ ƻƴ ŀ ǿŀƭƪ ƛƴ ōŀǎƛǎ ŦƻǊ w{h ƳŜƳōŜǊǎΩ ǳǎŜΦ 

V Fundraising- Ability to fundraise on campus for your organization. See Permission to Hold Event Form at the end of this 
handbook. 

V Leadership Development- Free Leadership Development training/workshops through the Student Life Office. 
V Organization Mailbox- Some Campus Student Life Offices can provide an official mail-box (if available) to each RSO.  This 

should be checked regularly by an official of the organization for important correspondence. 
V Printing/Copying- Free printing of flyers through the Student Life Office (up to designated amount allowed via a marketing 

budget requested and allocated each year by Student Life Office- see Coordinator for details on how to apply for this). RSOs 
may apply for a copy card once a Student Generated Fund Account (511) is set up by your Advisor with the Business Office.  
See Copy Card Application Form at the end of this Handbook. 

V Social Activities/Parties- With permission per event, SOs have the privilege of sponsoring and hosting social functions, parties 
and other similar events.   

V SA3 (student government) Membership & Funding-  One Officer of each RSO (as designated by org President) shall have 
voting membership on SA3 student government, should one exist at your campus, and have the ability to apply for yearly SA3 
allocated funding for your operating budget. 

V Student Life Committee Membership & Funding-  Each RSO President & VP will have membership on the Student Life Campus 
Committee, as well as the opportunity to seek funding (granted via budget proposal only- see form at end of this handbook) 
from said committee for special projects.  
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A Checklist for Registering Your Student Organization 

 
Pick Up or download a copy of the Student Organization Handbook, Policies and Recognition Process packet from Student Life 
Office.  This packet contains all of the necessary forms for registering your organization. 

 
Schedule a meeting with your Campus SDC (Student Development Coordinator) in the Student Life Office to discuss your plans for 
your organization and to get questions answered. 

 
Find an Advisor and obtain their signature on the RSO Application Form. 

 
Recruit at least 5 students who would like to join your group and completely fill out the RSO Registration Form.  

 
Hold Member Recruiting Event/Meeting (if you do not have at least 10 members).  Do this by: 

Choose meeting: day/time/location      ______________________ 
Reserve space with Campus SDC (first recruiting meetings only) 
Create flyer for recruiting meeting/event and send electronic copy of flyer via email to your Campus SDC for approval. Upon 
request, he/she will also email your flyer to the campus Student Life student distribution list and print 40 copies of flyer to 
post on campus.  Please wait.  Flyers will be in your Student Life Office club mail box within 3 days of your request. 

 
No later than TWO WEEKS after your initial recruiting meeting, turn in the following items to Campus SDC (please keep a copy of all 

items for your files and bring the original signed copies to the Student life Office to turn in): 
RSO Application w/ signature 
RSO Registration Form.  Note: Officers must be in good academic and social standing.  Full membership in student 
organizations is limited only to currently enrolled OCC students and alumni.  See handbook for details. 

Publicity Release Forms with signature for ALL organization Officers 
Advisor Letter - A letter from a full-time OCC employed (Faculty Adjunct or Staff, unless approved by the Coordinator of 
Student Life) member of the faculty or administrative staff indicating his or her willingness to act as advisor to the group.  

Procedures and Guidelines form w/ signature 
 

 Submit your Constitution/Bylaws via email to Campus SDC.  Constitution/Bylaws should have a minimum requirement of:  
1. Statement of purpose and process used to elect officers- elections for the following year must take place each year. 
2. Officers must attend Leadership Day. 
3. If the organization is linked to a national affiliate, a copy of the national constitution and by-laws must also be submitted. 
4. For a sample Constitution/Bylaws, please see Appendix B (p. 31-38). 

 
Every May 3rd, submit electronically to your Campus SDC an annual report containing the following: 1) Projected Budget for the 
next fiscal year, 2) Income and Expenditures Ledger from prior year with your 511 account balance and SA3 Allocated Fund 
balance (if applicable), 3) Special Accomplishments or Service Performed 4) Membership Drive Activities 5)Non-fundraising 
Activities with Turnout & Cost 6) Fundraising Activities with Amt Raised & Cost,  7) Activities Planned for upcoming year (you must 
provide in format used for listing activities in Student Planner- see Campus SDC for details) , 8) Updated List of Officers & 
Bylaws/Constitution (if any changes have occurred).  
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Procedures for Becoming a 
Recognized Student Club/ Organization 

 

Official recognition of a student organization is granted through the campus Student LIFE Office. Students wishing to start an 
organization must complete the forms at the end of this handbook, which can be obtained from the Student Life Office and also meet 
with the campus SDC to discuss the nature of the organization, its purpose, its plans, and the rules and regulations that would affect 
the organization. The proposed advisor of the organization should be present at this initial meeting; however, it is not required. To be 
considered for recognition, the organization must complete and submit the items on the checklist at the end of this handbook. 

 

Recognition Requirements/Guidelines 
 

 All RSOs should do a minimum of one service project per year (five hours per RSO).  Failure to do so will limit the RSOs ability 
to receive campus funding and certain privileges. 

 All RSOs must hold at least one activity that is open to the entire student body each year. 

 All RSO must be present for at least two recruiting functions held by the college (New Student Orientation, Open House, Fall 
or Winter Welcome Week, Student Appreciation Day). 

 All RSO must submit required documents and reports outlined in this document (see checklist at the end of this handbook). 

 Recognition of sǘǳŘŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ Ŏƻƴsidered inactive if required materials are not submitted to the 
Student Life Office within 14 days of date due.  

 Based on a review of the required materials, the campus SDC will grant recognition or non-recognition to the organization. 
The Student LIFE Office will be responsible for publicizing a list each semester of all RSO. 

 Recognition does nƻǘ ƛƳǇƭȅ /ƻƭƭŜƎŜ ŜƴŘƻǊǎŜƳŜƴǘ ƻŦ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ōŜƭƛŜŦǎ ōǳǘ ǇǊƻǾƛŘŜǎ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ŦƻǊ ƎǊƻǳǇǎ ǘƻ 
enjoy the privileges of recognition as stated below. Official recognition commences immediately upon official acceptance by 
the Student LIFE Office. 

 Students may not hold a President position in more than two student organizations at the same time.  Students who hold 
two Presidential positions must designate someone other than her/him self to participate in SA3 as a voting member. 

 Students may not hold an Officer position (non-President) in more than three student organizations at one time. 

 Students holding Officer positions may not hold Officer positions on SA3. 
 

¢ȅǇŜǎ ƻŦ w{hΩǎ 
 

 Social: A Social org allows for a friendly environment where students can come take a break and fun. 

 Academic: !ƴ !ŎŀŘŜƳƛŎ ƻǊƎ ƛǎ ŀ Ŧǳƴ ǿŀȅ ǘƻ ƭŜŀǊƴ ŀƴŘ ƎǊƻǿ ƛƴ ȅƻǳǊ ǎǘǳŘƛŜǎΦ LǘΩǎ ŀƭǎƻ ŀ ƎǊŜŀǘ ǿŀȅ ǘƻ ƎŜǘ ƻǳǘ ƻŦ ǘƘŜ ŎƭŀǎǎǊƻƻƳ 
environment and into a fun learning environment. 

 Recreational: This kind of orgs will challenge you physically and mentally. If you like to stay active, noncompetitive sport club 
will be found here. 

 Religious: Org directional by any kind of religion. They may do open events to promote their religion. 

 Community Service: These orgs allows you to give back to the community. A great way to earn community service hours! 

 Leadership: Orgs which aim to bring together students interested in careers in specific career and technical fields, providing 
them with a range of individual, cooperative, and competitive activities. 
 
 

Membership Eligibility Procedures 
 

 See Membership Form at the end of this Handbook. 

 Membership must be open to all students who wish to join, or criteria for membership must be clearly spelled out in advance 
in your constitution.   

 Your group may invite non-OCC students to become members (limited membership); however, each group must have a 
minimum membership of five (5) students who are currently enrolled at Oakland Community College and at no time may your 
membership exceed a ratio of more than 20% non-OCC students. 

  



Student LIFE  -6-  Updated 10/8/09 
Student Organization Handbook 

 Limited membership in student organizations can include alumni; outside partnership links involved in joint activities, 
participants/students participating in OCC sponsored events (e.g. non-ŎǊŜŘƛǘ ŎƭŀǎǎŜǎύΦ tŀǊǘƛŎƛǇŀƴǘǎ ŘŜŜƳŜŘ ά[ƛƳƛǘŜŘ aŜƳōŜǊǎέ 
may have restricted access to the college resources in accordance with college-wide policies. These instances may be 
reviewed on a case-by case basis. 

 An updated membership list must be submitted to the Student LIFE office once per year in order to mainǘŀƛƴ ȅƻǳǊ άŀŎǘƛǾŜέ 
status as a RSO (it should be included in the yearend report). Officers must be indicated with names, addresses, phone 
numbers and email addresses.   

 All members of the organization must comply with College policies regarding student organizations. 

 Officers for RSOs must be in good academic and social standing (not on academic or social probation). Students who are on 
academic probation, who have been conditionally admitted to OCC, or who are early admit students concurrently enrolled in 
a high school, may not be offered membership.  

 The use of intimidation by either secluding the person being recruited or using inaccurate information to persuade a person 
to accept membership shall be prohibited.  

 Officers must be current register OCC Students. 
 

Responsibilities of Advisors to RSOs 
 

 Serve as a liaison between the college and the student organization when/if appropriate. 

 Advisors serve as a resource person at Executive Meetings, as well as at on-campus events of the organization.   

 Advisors are not required to attend all student organization meetings; however, he or she must be present for at least two 
Officer Meetings per semester and at ALL on-campus events held outside of normal business hours. If Advisor cannot be 
present at an after hours w{hΩǎ ŜǾŜƴǘΣ please contact campus SDC to see if he/she is available to act as site supervisor for your 
event.  

 !ǎǎƛǎǘ ǿƛǘƘ ǘƘŜ ŦƻǊƳǳƭŀǘƛƻƴ ŀƴŘκƻǊ ǊŜǾƛǎƛƻƴ ƻŦ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ŏƻƴǎǘƛǘǳǘƛƻƴ ŀƴŘ bylaws. 

 Encourage and assist the organization to carry on an active and significant program. Work with the officers and promote 
efficient and effective administration of the organization. 

 Assist the treasurer in maintaining accurate accounting procedures & formulating an annual budget. 

 Approve Expenditure Forms and assist student organization Treasurer in sending Bi-monthly Expenditure Report to campus 
SDC. 

 Assist in orienting new officers to their positions and developing leadership skills of members. 

 Open an account for the Student Organization upon approval from the campus SDC 
 Be prepared and skilled in handling concerns or emergencies within the organization. 

 ¢ƻ ǊŜǎŜǊǾŜ ŎŀƳǇǳǎ ŦŀŎƛƭƛǘƛŜǎΣ ŀƴ hŦŦƛŎŜǊ Ƴǳǎǘ ŀǎƪ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ !ŘǾƛǎƻǊ ǘƻ Ŧƛƭƭ ƻǳǘ ŀƴŘ ǎŜƴŘ ƛƴ ŀ CŀŎƛƭƛǘƛŜǎ wŜǉǳŜǎǘΦ aƻst 
Advisors should be familiar with where to find this form; however, should they have questions, please direct them to contact 
the campus SDC.   /ŀƳǇǳǎ {5/ ǎƘƻǳƭŘ ōŜ ŎŎΩŘ ƻƴ ŀƭƭ CŀŎƛƭƛǘƛŜǎ wŜǉǳŜǎǘǎΦ 

 To request special room seating arrangement or other maintenance, student organizations must also ask their Advisor to fill 
out and send in a Work Order. Most Advisors should be familiar with where to find this form; however, should they have 
questions, please direct them to contact the campus SDC. /ŀƳǇǳǎ {5/ ǎƘƻǳƭŘ ōŜ ŎŎΩŘ ƻƴ ŀƭƭ ²ƻǊƪ hǊŘŜrs. 

 To request special use of media services/technology equipment, student organizations also must ask their Advisor to fill out 
and send in a Media Services Request. Most Advisors should be familiar with where to find this form; however, should 
questions arise, please direct them to contact the campus SDC. /ŀƳǇǳǎ {5/ ǎƘƻǳƭŘ ōŜ ŎŎΩŘ on all Media Services Requests 
may be charged if after hours. 

 
The role of Advisor may vary from organization to organization based on the organization's needs and goals. The advisor should never 
be considered just a signature in order to receive recognition.  The student leadership of the organization and the advisor should meet 
to determine the role and expectations of the advisor and the advisor's expectations of the students.  

 

IMPORTANT Student Leader Responsibilities 
Requirements 
All officers of student organizations must attend a leadership activity/workshop/conference as designed campus SDC.  
 
All officers must attend a New Student Organization Orientation.  New Student Organization Orientations are held biannually in 
September and January.  See the Student Life Office for specific dates. 
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Administrative Planning Timeline 
Monthly or Bi-Monthly (every other month) 
V Hold Executive/Officer Meetings for planning, budgeting, etc. 

 
Yearly (no later than second week of September) 
V Put together a handbook for each officer which should include a constitution, a membership list, advisor information, a list of 

semester and yearly goal statements, a calendar of meeting times and locations, and a calendar of special events which 
includes projects, fundraising events, and organization events.  

V Attend or send a designee from your leadership team to any/all administrative/officer meetings called by the Student Life 
Office  

 
*Yearly (no later than May 3rd)* 
V Submit electronically to your Campus SDC, an End of the Year report containing the following:  

1) Projected Budget for the next fiscal year,  
2) Prior Year Budget and Income and Expenditures Ledger from prior year with your 511 account balance, and SA3 Allocated 
Fund balance (if applicable),  
3) List of Special Accomplishments or Service Performed  
4) Membership Drive Activities  
5) Social or Non-fundraising Activities with Turnout & Cost  
6) Fundraising Activities with Amt Raised & Cost 
7) Activities Calendar for the upcoming year (see campus SDC for format) for events you want published in the Student Life 
Planner/Handbook next year,  
8) Updated List of Officers & Bylaws/Constitution (if any changes have occurred).   

 
*Failure to submit an end of year report will be cause for your student organization to be unrecognized by the Student Life Office* 
 
End of Each Semester (no later than second week of December for Fall, and third week of April for Winter) 
V Review your goals for the year. Are you on track? 
V Schedule meeting times and organize room reservations for next semester with your Advisor 
V Submit End of Semester Club Report is due May 3rd of each academic year to the campus SDC.  Failure to submit report may 

result in disbanding of your club.  Your report should include answers to these questions:  
 

o Membership Drive Updates: What activities and/or plans have been made or completed? 
o Have written materials (flyer, etc.) been designed and submitted for distribution/distributed to the student body 

regarding your club information?  If so please attach them to your report. 
o List all activities held, fundraising or otherwise and include dates/locations, etc. along with outcome, i.e. dollars 

raised, number of persons in attendance 
o List new plans that have been made for the next semester relating to activities 
o Have you implemented a past president and board elect position (1st year student) to maintain consistency and 

develop future leadership and to ensure longevity for the club or organization? Please provide an updated club by-
laws if they have changed. 

o Are there any special accomplishments that you would like highlighted? May we share these with the general campus 
community? 

Summer: 

 Review the Club and Organization Manual and make some notes for getting started back up in the fall. 

 Begin to outline some goals for what you want to see your organization accomplish during the first and second semesters. 

 Write letters or e-mails to the other officers and members to keep them updated; sharing any new information with 
them. 

 Begin to think about Club and Organization Day and what materials, etc. you will need to have available. Are you planning 
a recruitment brochure? If so, when will it be printed? 

 Organize your files and discard unusable materials that are not needed. 

 Contact the campus SDC of Clubs and Organizations to reserve a table at clubs and organizations day. 

 Start planning Welcome Week event/flyers. 
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How to Develop a Great Organization 
 

!./Ωǎ ƻŦ Dw9!¢ RSOs 
One of the interesting challenges members of student groups face is building a great organization τ one that is built to last over a 
period of time, is true to its mission, and provides a rewarding experience for members. Remember: Student Life staff members are 
always available for consultation and assistance.  Some of the characteristics that distinguish great student organizations at Oakland 
Community College include: 
A. Putting a great deal of emphasis on recruiting, orienting, and retaining members:  Members are the lifeblood of any organization 
and the really good organizations approach membership as an ongoing process rather than something that is done in the fall. Great 
organizations also orient new members to the group and go out of their way to make membership an enjoyable and beneficial 
experience. 
B. Setting realistic, achievable, and challenging goals that move the organization forward:  Organizations are either moving forward 
or backward; there is no staying the same. Forward-moving organizations set goals at least once every year and use maximum input 
from members in the process. These organizations also keep their goals in front of the group during the year as a motivator. 
C. Involving as many members as possible in making decisions:  !ǎ ǘƘŜ ǎŀȅƛƴƎ ƎƻŜǎΣ άǇŜƻǇƭŜ ǎǳǇǇƻǊǘ ǿƘŀǘ ǘƘŜȅ ƘŜƭǇ ŎǊŜŀǘŜΦέ ²ƛŘŜ-
spread involvement usually results in better decisions and reinforces that members are valued for their thoughts and ideas.  
D. Frequent evaluation:  Great organizations evaluate programs, projects, the experience members are having in the group, and the 
year in general at the conclusion of each year. Through the recommendations that come out of evaluations, great student 
organizations are continuously improving everything they do. 
E. Developing current and future leaders:  Every fall there is a Student Organization Leadership Training that offers great 
opportunities for individual students to learn and grow and organizations to move forward. Many student organizations that have a 
national affiliation also have opportunities to attend regional and national leadership conferences. Perhaps most importantly, 
ƻǳǘǎǘŀƴŘƛƴƎ ƻǊƎŀƴƛȊŀǘƛƻƴǎ ƻǊƛŜƴǘ ƳŜƳōŜǊǎΣ ƻŦǘŜƴ ƛƴŦƻǊƳŀƭƭȅΣ ǿƛǘƘ ǘƘŜ ƭŜŀŘŜǊǎƘƛǇ ƻǇǇƻǊǘǳƴƛǘƛŜǎ ŀƴŘ άƘƻǿ ǘƻΩǎέ ǿƛǘƘƛƴ ǘƘŜƛǊ ƎǊƻup. This 
Ŏŀƴ ōŜ ŘƻƴŜ ōȅ άǎƘŀŘƻǿƛƴƎΣέ ƳŜƴǘƻǊƛƴƎΣ ŀƴŘ ƛƴŦƻǊƳŀƭ ŎƻƴǾŜǊǎŀǘƛƻns. One of the reasons really good student organizations never have 
a leadership vacuum is because they are continuously preparing up-and-coming leaders.  
F. Running productive and effective meetings: Meetings can have a couple of purposes with the most obvious one being the 
discussion of business that needs to be attended to and the making of appropriate decisions. A second purpose for many organizations 
is taking time to socialize, bond members to the organization, and enjoy each others company. Some organizations separate business 
from social time while others run informal meetings that incorporate both. The degree of formality used for meetings is dependant 
upon the type of organization. It is important for your organization to periodically look at how your meetings are conducted, whether 
they accomplish their purpose and whether or not more or less meetings are required. It is also a good idea to shake things up once in 
a while by having refreshments, conducting an activity or doing something else to keep things from becoming routine. 
G. Communicating frequently and effectively: Good communication keeps members involved with an organization. Most students are 
very busy people, and there are times when they will not be at meetings and/or will be out of touch. Routinely sending out meeting 
notices and agendas, meeting minutes, updates, and requests for opinions and ideas will keep members engaged with your 
organization. How and when your organization communicates should be a well thought-out and coordinated plan. 
H. Programming for a purpose: Programming for student organizations covers a lot of ground. It can include group activities, a 
campus-wide program or event, and community service projects. Carefully consider how programming opportunities relate to the 
purpose and goals of your organization and select those opportunities that are the best fit. Great organizations plan, promote, and 
participate in programs in an energized and high quality manner. 
I. Building and maintaining traditions: Most great organizations have some long-standing traditions τ annual events, a logo, standard 
t-shirts or sweatshirts, ways in which they run meetings, start and end the year, welcome new members, etc. Traditions make 
an organization unique, and they help members realize they are a part of something special. If your organization has traditions, be 
ǎǳǊŜ ǘƻ Ƴŀƛƴǘŀƛƴ ǘƘŜƳΦ LŦ ƛǘ ŘƻŜǎƴΩǘΣ ŎƻƴǎƛŘŜǊ ŜǎǘŀōƭƛǎƘƛƴƎ ŀ ŦŜǿΦ 
J. Maintaining a historical record:  Members of special organizations use pictures, scrapbooks, journals, and files to keep a record of 
who has belonged to their group, what it has accomplished, awards and recognition it has received, and to record the special stories 
ǘƘŀǘ ŜǾŜǊȅ ƻǊƎŀƴƛȊŀǘƛƻƴ ƘŀǎΦ /ƻƴǎƛŘŜǊ ƘŀǾƛƴƎ ŀ άƘƛǎǘƻǊƛŀƴέ ŀǎ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴ ƻŦŦƛŎŜǊΤ ŦǳǘǳǊŜ ƳŜƳōŜrs will appreciate it and so will you 
when you come back to campus in 10 years for anything. 
K. Effectively utilizing an advisor:  It is no coincidence that many of the great student organizations have carefully selected an adviser 
and have devoted a considerable amount of time to developing a productive relationship. Advisers can provide valuable advice and a 
different perspective. They can also recount past experiences with your organization. 
L. Planning for transitions:  Maintaining a successful student organization over a number of years is a difficult thing to do. Turnover in 
members and officers occurs annually. Summer constitutes a sudden and lengthy break in operations. Great organizations plan ahead 
to ensure quick start-up in the fall with well-trained officers. They also leave excellent records from the previous year(s).  
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Policies, Procedures and Guidelines 
 

The purpose of these guidelines is to assist RSOs in holding events and/or raising monies for their professional, charitable, or social 
activities that will contribute something worthwhile to the College and, when appropriate, to the community. All activities are 
expected to conform to recognized standards of good taste and conduct, preserving integrity and respect for human dignity. 
 
OPEN ACCESS 
Participation in Extracurricular Activities for Students with Disabilities: The importance of extracurricular activities in the overall 
learning experience is not disputed; a great deal of learning occurs outside the classroom, in the living situation, and through 
participation in spontaneous activities and organized student groups. Under the law, students with disabilities have a right to equal 
access to these activities. 
 
The program or group offering an activity (e.g, party, meeting, trip, athletic event) must ensure that such activities are accessible to 
students with disabilities who wish to participate. This legal requirement covers student groups receiving "significant assistance" from 
the College. "Significant assistance" includes, but is not limited to: provision of a faculty or staff advisor, use of college facilities for 
activities at no charge or a reduced rate, provision of a campus account, on-campus advertising, or college assistance collecting funds.  
Further, the college's Anti-Discrimination Policy clearly prohibits discrimination against students with disabilities in the conduct of 
"programs and activities sponsored by student governing bodies, including their constituent groups, and by RSOs. 
 
FACILITIES USE 
So far as its facilities permit and in accordance with board policy, the College will allow each registered organization the ability to 
reserve meeting places without charge, and will endeavor to encourage and protect complete freedom of expression within the law in 
meetings of such organizations. The responsibility for any views expressed in such meetings is solely that of the individuals concerned; 
and the College is not to be held to approve or disapprove such views, whatever their nature, but to be concerned exclusively with the 
discharge of its educational obligation to facilitate free expression of all points of view, to the extent guaranteed by the Constitution of 
the United States and of the State of Michigan. The College does not pass upon the qualifications of speakers whom registered 
organizations invite to address them, nor, except as to the availability of space, on the number or size of meetings which may be held. 
 
Facilities/Room Reservation:  All organizations wishing to use space on campus must ask their Advisor to fill out and send in a 
Facilities Request form. Most Advisors should be familiar with where to find this form; however, should they have questions, please 
direct them to contact the campus SDC.  The Advisor is required to cc the campus SDC on all requests. If a student organization cancels 
an event or project, the facilities and Student Life Office must be notified through your advisor.  For all events in which external (non-
OCC students or staff) will be invited, an External Facilities Reservation request should be filled out and signed by RSOs President.  
 
Room Setup & Maintenance:  All organizations wishing to use space on campus that requires special room seating or other 
arrangements/maintenance must ask their Advisor to fill out and send in a Work Order. CamǇǳǎ {5/ ǎƘƻǳƭŘ ōŜ ŎŎΩŘ ƻƴ all Work 
Orders.  Most Advisors should be familiar with where to find this form; however, should they have questions, please direct them to 
contact the campus SDC.  

 
Media Service/AV requests:  All organizations wishing to use space on campus that requires special room seating or other 
arrangements/maintenance must ask their Advisor to fill out and email a Media Services Request (which may be charged if after 
hours)Φ  /ŀƳǇǳǎ {5/ ǎƘƻǳƭŘ ōŜ ŎŎΩŘ ƻƴ ŀƭƭ aŜŘƛŀ {ŜǊǾƛŎŜǎ wŜǉǳŜǎǘǎ. Most Advisors should be familiar with where to find this form; 
however, should they have questions, please direct them to contact the campus SDC  
 
Alcoholic Beverages:  Not permitted at any time. 
 
Caterers: OCC Dining Services should be used whenever possible. Food/beverages should not be sold through outside vendors without 
prior approval of the campus SDC. 
 
Communication with Campus SDC:  Student organization leaders or representatives are responsible for maintaining open 
communication with the campus SDC in order to maintain smooth operations and successful programs.  All OCC forms, such as 
facilities requests, work orders, etc are required to be filled out and submitted by your advisor and cc-d to the campus SDC. 
 
Liability:  The college does not assume responsibility for any damages, loss or injury that may occur to the participant or named minor, 
while attending or participating in any and all off-site field trips, student life activities and /or other activities, athletic events; or while 
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using equipment or facilities of Oakland Community College or any entity affiliated with it. Medical insurance along with any and all 
medical expenses are the responsibility of the individual participant or recipient of the services. All events participants must fill out a 
general waiver of Liability and Consent Form for each event. (See form at the end of this handbook.) 
 
PLANNING AN EVENT:  
 
Timeline 
At least 4 weeks prior to an event 
V Obtain approval for your event from campus SDC and your Advisor. 
V Ask your Advisor to book your room and other facility/needs (Student Life Office may be able to pre-check room availability 

for you) 
 
3 weeks prior to an event 
V Have your flyer approved by the campus SDC.  All event flyers must be emailed electronically in a raw form (i.e. non-pdf, jpeg, 

or other un-editable format) for approval.  
 
On the first working day after an event 
V Revenues:  All monies collected at each event must be reported to the Student LIFE office and submitted to the Business 

Office on the first working day following the event. 
 
Bi-Monthly (every other month) 
V Drop off a Fundraising and Expenditure Report to the Student Life Office that is signed by both your Advisor (if you 

raise/spend funds and have a Business Office account) and the Organization President 
 
MARKETING 
 
Advertising/Bulletin Board Usage: 

o All posters and flyers must be emailed to the campus SDC for approval prior to printing and stamped with Student Life 
Approval before posting. 

o tƻǎǘŜǊǎ ǎƘŀƭƭ ōŜ ƴƻ ƭŀǊƎŜǊ ǘƘŀƴ мтέȄ ноέΦ 
o All postings will be removed after 30 days, and any postings not approved will be removed immediately. 
o Contact the campus campus SDC for a list of bulletin boards that may be used for postings. 
o No organization may display signs, poster, or advertisement in any place other than the provided bulletin boards. No posting 

is to be taped on a printed or glass surface.  
o Posters must be removed immediately following the event or program. 
o Failure to comply with these regulations will ban student organizations from bulletin board use. 
o Student organizations are not official components of the college under our non-profit incorporation and are therefore 
ǇǊƻƘƛōƛǘŜŘ ŦǊƻƳ ǳǎƛƴƎ ǘƘŜ /ƻƭƭŜƎŜ ƴŀƳŜκƭƻƎƻ ƛƴ ŀƴȅ ƻŦ ƛǘǎ ŦƭȅŜǊǎΣ ǇǊƻƳƻǘƛƻƴŀƭ ƳŀǘŜǊƛŀƭǎ ƻǊ ƘŀƴŘƻǳǘǎΦ  ! ǎǘǳŘŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴΩs 
unique logo cannot incorporate the official Oakland Community College logo unless expressly approved through Student Life 
Office and the college Marketing Department.  

 
Writing a Press Release:   
Press releases should be emailed to the campus SDC.  A press release is a fast and accurate way to get information from your group to 
the people via the news media. Ask yourself the following questions, which your news release should answer: 

WHO? Your organization, contact person and telephone number. 
WHAT? Pasty sale, Bike-A-Thon, or whatever. 
WHEN? 8:00 a.m., Tuesday, October 28. 
WHERE? Oakland Community College Auburn Hills Campus, Student Center, G-240 
WHY? To raise money for the United Way, Salvation Army or Easter Seal Society. 

 
Write the article in the inverted pyramid style; that means, try to get the most important information in the άƭŜŀŘέ or in the first 
sentence or two. [Ŝǎǎ ƛƳǇƻǊǘŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ǎƘƻǳƭŘ Ŧƻƭƭƻǿ ǘƻ ǎǳǇǇƻǊǘ ǘƘŜ άƭŜŀŘέΦ The copy (news article) must be typed (double-
spaced) and submitted on a 8 ½ x 11 white paper. OCC Communications Dept will reserve the right to edit all releases. 
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Press Release Example 
The Oakland Community College student organization Writers Block will sponsor a charity car wash between 10:00 a.m. and 
7:00 p.m., Saturday, November 1 at the Auburn Hills Branch of the National City Bank. A donation of $4.00 will be requested 
with proceeds going to Meals on Wheels.  
hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǿǊƛǘƛƴƎ ȅƻǳǊ άƭŜŀŘέ ǇŀǊŀƎǊŀǇƘΣ ȅƻǳ Ŏŀƴ ŎƻƳǇƭŜǘŜ ǘƘŜ ƴŜǿǎ ǊŜƭŜŀǎŜ ǿƛǘƘ additional information 
such as: 

1. A quote from a leader of the event or organization; 
2. The purpose of your organization; 
3. The results of past charitable events or community service; 
4. The merits of the charitable organization. 

 
FINANCIAL-   EXPENTIDURES/FUNDRAISING 
RSOs should strive to be self-supporting and any monies needed should be obtained through fund raising efforts.  However, registered 
student organizations can be allocated a certain dollar amount each year by the Student Life Committee or SA3 (should one exist at 
your campus) to establisƘ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ programming and marketing/recruiting efforts. Please contact Student Life or SA3 for 
information on the procedure to apply for funding.   
 
The following financial rules should be noted:  
 

V All student organization monies (whether allocated or student generated) are maintained through the campus Business 
Office, and are subject to the guidelines set forth herein.   As such, Student Orgs may keep no more than $25.00 in their petty 
cash till.  All funds exceeding this amount must be deposited into the organizations 511 account by an Officer on the first 
working day following collection of the funds.  Please see your Campus SDC for information on starting a 511 account for 
your organization. 

V Outside of their normal fundraising monies raised, RSOs in good standing may apply for additional Allocated Funding through 
in April of each year by presenting either a SA3 Funding Request Form via email to the SA3 President and Advisors (Campus 
SDC + Faculty Member), or in person at a SA3 meeting.  If SA3 is not operating at your campus, then a Student Life Committee 
Funding Request Form should be submitted to your Campus SDC to present to the Campus Student Life Committee. 

V Should an organization come up with a unique idea and would like to request funds from the Student Life Committee or SA3 
to host a student development activity that is outside your yearly Allocated Funding, a Budget Proposal Form must be 
submitted to the campus Student Life Committee or SA3. 

V Each RSO shall maintain a ledger to record income and expenditures. The ledger will be reviewed each year by the Campus 
SDC and should be submitted with your year-end report. 

V To assist your financial sustainability, all RSOs should assess $5 dues to each member per year.   
 

FUNDRAISING 
Only RSOs may sponsor fund-raising activities on any Oakland Community College campus.  To do so, please work directly with your 
Advisor and read the following fund raising procedures.  Organizations must abide by OCC Policies and Procedures including the 
Student Handbook, the SA3 Constitution, and also adhere to the following guidelines: 

 

 All monies collected by student organizations must be reported and deposited at the Campus Business Office on the first 
working day following collection of the funds. 

 An organization shall not contract for entertainment, secure the use of a facility, or pursue a fund-raising event unless it is an 
officially registered organization with the Office of Student Life. All services of the kind shall be only contracted and signed by 
the OCC Director of Purchasing. 

 Organizations wishing to raise funds on College property in any way other than by assessment of its membership must have 
their Advisor submit a request (see Permission to Hold Event form on p.26) to campus SDC in writing giving the location, day 
and time of the event. The request must contain a statement describing the project and the beneficiary and must be 
submitted for approval a minimum of fourteen days prior to the event.  

 The Office of Student Life will approve only those activities which are not in conflict with some established auxiliary 
department of the College (e.g., Raiders Store or The Galley).  

 Holding Raffles:  The Office of Student Life will only approve activities which are legal and/or licensed by the Michigan Bureau 
of State Lottery: http://www.michigan.gov/cg. Michigan state law specifically prohibits college student organizations from 
conducting gambling activities (Act 382). RSOs may request to hold raffles as fund-raising projects only after they have 

http://www.michigan.gov/cg
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secured a proper license in their own name from the Michigan Bureau of State Lottery in Lansing. They must then present to 
the Office of Student Life the proper authorization showing that they meet the qualifications for conducting the event and 
the College will neither encourage nor discourage their attempts to meet the requirements for holding raffles or lotteries. A 
list of the required qualifications can be obtained from the State of Michigan website.  

 A fund-raising activity on the campus shall be for the benefit of the organization as a whole or a charity. No funds shall be 
distributed to the officers or members of an organization for personal profit or gain (making house payments, paying rent).  

 A fund-raising activity cannot impede the flow of traffic nor create congestion in a building, parking lot, or on campus streets 
or sidewalks. Alcohol and other controlled substances cannot be offered or distributed as prizes or awards. 

 The name of the RSO sponsoring an event must be posted at the site of the fund-raising event and must be clearly 
identifiable to passersby. 

 Organizations are responsible for cleaning the area where the fund-raising or other activities are held. Failure to do so will 
result in a billing and a possible prohibition from holding future fund-raising events.  

 OCC prohibits students and student organizations from approaching an external company or organization for the purpose of 
fundraising without explicit approval from the Office of Student Life and the Oakland Community College Foundation. The 
reason for this requirement is that the OCC Foundation has many funding requests out to various organizations.  Typically 
ǘƘŜǎŜ ŀǊŜ ŜƴŘƻǿƳŜƴǘ ǊŜǉǳŜǎǘǎ ǿƘƛŎƘ ŜȄŎŜŜŘ Ϸрллл ŀƴŘ ŀǊŜ ŎƭƻǎŜƭȅ ŀƭƛƎƴŜŘ ǿƛǘƘ h//Ωǎ ŀŎŀŘŜƳƛŎ ƳŀǎǘŜǊ plan.  A funding 
request from a student organization is confusing to a donor organization and generally the request is for an amount far less 
than the official OCC Foundation request, so it is very easy for the entity to approve your request and set aside the larger, 
strategic request.  Further, as student organizations are not official components of the college under our non-profit 
incorporation, they are prohibited from using the nonprofit status of the College in the leveraging/solicitation of donations 
from any individual or organization.  

 The College DOES NOT pays tax on any purchases. If you are purchasing goods or services to be reimbursed by the college, 
ǇƭŜŀǎŜ ǘŀƭƪ ǿƛǘƘ ȅƻǳǊ ŎŀƳǇǳǎ {5/ ǘƻ ǘŀƪŜ ŀ ŎƻǇȅ ƻŦ ǘƘŜ /ƻƭƭŜƎŜΩǎ ǘŀȄ-exempt I.D. number, and/or reimbursements from 
purchases. 

 Each student organization will only be permitted to host maximum of four (4) fundraisers per semester (unless special 
permission is granted by the SDC). 

 It is the responsibility of the student organization to keep the lines of communication open with the SDC. 
 The SDC should be consulted in any situation that requires complicated purchasing procedures (above $25), so an 

appropriate course of action may be determined. 
 
FUNDRAISING TIPS 
Developing a fund raising strategy allows student organizations to cover operating expenses, complete projects and programs, and 
create a small reserve or cushion for the future. Many student organizations discover that the success of their fundraising may be 
attributed to the following general principles: 
 

 ¢Ƙƛƴƪ ǇƻǎƛǘƛǾŜƭȅΥ !ǎ ȅƻǳ Ǉƭŀƴ ŦƻǊ ǘƘŜ ȅŜŀǊΣ ǘƘƛƴƪ ōƛƎΤ ŘǊŜŀƳ ŀ ƭƛǘǘƭŜΦ !ǎƪ ȅƻǳǊǎŜƭŦΣ άLŦ ƳƻƴŜȅ ǿŜǊŜ ƴƻǘ ŀƴ ƛǎǎǳŜΣ ǿƘŀǘ ǿƻǳƭŘ the 
ƎǊƻǳǇ ŘƻΚέ ¦ǎŜ ȅƻǳǊ ƛƳŀƎƛƴŀǘƛƻƴΦ Lǘ ƛǎ ƎŜƴŜǊŀƭƭȅ ŜŀǎƛŜǊ ǘƻ ǎŎŀƭŜ Řƻǿƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ǉƭŀƴǎ ǘƘŀƴ ǘƻ ǎŎŀƭŜ ǳǇ ƳƛŘ-year. After 
you have identified the ideal group activities for the year, you can begin to assess the feasibility of these goals in light of 
resources. A dose of realism is necessary at this stage in your thinking, but be positive- do not permit a lack of available funds 
to stifle your plans. 

 Establish financial goals: If you do not know where you are going, you will never know if you have arrived. Organizations must 
establish an annual budget. The development of a budget should follow, not precede, the establishment of your 
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇƻǎƛǘƛǾŜΣ ōǳǘ ǊŜŀƭƛǎǘƛŎΣ Ǝƻŀƭǎ ŦƻǊ ǘƘŜ ȅŜŀǊΦ όaŀƪƛƴƎ ǘƘŜ ƎǊƻǳǇΩǎ Ǉƭŀƴ Ŧƛǘ ǘƘŜ ōǳŘƎŜǘ ǊŀǘƘŜǊ ǘƘŀƴ ƳŀƪƛƴƎ ǘƘŜ ōǳdget 
fit the plan is the common error characteristic of stifled organizations). Once a budget of proposed expenses is developed, it 
must be reviewed against existing resources. The specified dollar figure beyond existing resources that will be required to 
ƻǇŜǊŀǘŜ ŀƴŘ ŎƻƳǇƭŜǘŜ ǘƘŜ ƎǊƻǳǇΩǎ ǇǊƻƎǊŀƳ ŦƻǊ ǘƘŜ ȅŜŀǊ ōŜŎƻƳŜǎ ǘƘŜ ƎǊƻǳǇΩǎ ŦǳƴŘ ǊŀƛǎƛƴƎ ǘŀǊƎŜǘΦ LŦ ǘƘŜ ŦƛƎǳǊŜ ƛǎ ƭarge, do not 
panic; it is time to be creative and realistic. 

 Develop creative fund raising alternatives: Once you have established a fund raising target, identify all potential sources of 
funds and develop creative ways to tap these sources. Successful organizations utilize multiple approaches to fundraising.  

 Establish a fund raising plan: Fund raising is like any other group project; it cannot happen successfully if left to chance. 
Successful fund raising requires careful planning. Answer the basic planning questions: Who? What? When? Where? Why? As 
you creatively explore approaches to fund raising, it is important to balance the costs to the organization (required outlay of 
time and/or human effort, material, and existing financial resources) with the risks involved in fund raising (potential liability 
and the possible loss of resources or goodwill). If the risks are greater than what the group wishes to assume, it is time to go 
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ōŀŎƪ ŀƴŘ ǊŜǾƛǎŜ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƻǾŜǊŀƭƭ Ǝƻŀƭǎ ŦƻǊ ǘƘŜ ȅŜŀǊ ǘƻ ǊŜŦƭŜŎǘ ŀ ǊŜŘuced financial base. Remember; think positively 
and creatively. Once a financial plan is developed, write it down. 

 Follow College procedures: Fund raising activities require prior College approval, particularly for sales and solicitation activity. 
Some activities are restricted and prohibited under the college policy or state law. You should be familiar with both the 
approval procedure and limitations before you undertake a fund raising activity.  See Permission to Hold Event form at the 
end of this Handbook. 

 Evaluate fund raising activities: In order to determine your level of success, maximize learning opportunities, and advise future 
leaders of the organization, it is necessary to evaluate your fund raising activities. This evaluation should go beyond simple 
comparison of the dollar goal with the amount raised. It should include a qualitative analysis and conclude with 
recommendations for future fund raising activities.  

 A sample SA3 Funding Request can be found in Appendix A (p. 29-30). 
 
If you have any questions, please contact your campus SDC. 

 
TICKET POLICY 

 Ticket sales for any event in which an admission price is charged must be done through use of pre-numbered tickets 

 At said events, hands should be stamped when people leave the activity and wish to return; or show ticket stab for re-
entering. 

 The sale (cashier) and collection of tickets (ticket taker) must be done by separate people. 

 All event personnel should review the physical outlay out to ensure proper crowd control and security. 

 Pre-event sales: A student organizationΩǎ ¢ǊŜŀǎǳǊŜǊ ƻǊ Cinancial Secretary should be the only person to distribute ticket and 
shall keep a record the sequential numbered tickets given to each student in the organization who sells tickets. Each 
organization should have a policy in place for lost tickets by members who sell them.  

 On the day of the event, the organizations Treasurer or Financial secretary shall pick up the cash box from the Student Life 
Office and record the beginning ticket number on a Ticket/Head Count Reconciliation Form (see end of this handbook for said 
form). Once Treasurer provides the cash box and form to the cashier, both the ticket taker and the cashier should initial the 
form acknowledging receiving the cash box.  

 After the event ends, both the Ticket Taker and the Cashier people should be present in a secure area to verify the counting of 
cash and reconciliation. The steps to reconcile the event proceeds are: 1. Remove original cash box change (if any) from the 
total event proceeds, 2. Count the event proceeds, 3. Complete the Ticket/Head Count Reconciliation form at the end of this 
handbook), 5. Match the cash sales from event to the calculated sales from tickets. 6. Compute the variance if any and explain 
variance. 9. The campus SDC, cashier and ticket taker must all sign the cash tally sheet reconciliation form.  10. No cash should 
be left in the school over night. Contact Public Safety to escort you to the Business office to make a deposit. After hours please 
use the drop box. 

 
PURCHASING  
Please note that both the Student Organization Advisor and Campus SDC must approve all purchases/withdraws for goods or services 
for a student organization from your RSO account (allocated or student generated). Please use the Request to Purchase Form at the 
end of this handbook.  Once a Request to Purchase is approved, the following steps should be taken:  

 
Procedures for Reimbursement of Student Generated Funds (taken from 511 account): 

 Following the purchase of goods or services, the purchaser completes the Reimbursement portion of the Purchase Request 
form (at the end of this Handbook) and presents it along with the receipt to the campus SDC .  A check request form is then 
filled out and signed by the campus SDC and the both forms are taken to the Business Office by the student organization 
President or Treasurer. 

 For services such as entertainment, the vendor contract should be signed by the RSO President and Treasurer only.  All 
ŎƻƴǘǊŀŎǘǎ ǎƘƻǳƭŘ ƛƴŎƭǳŘŜ ǘƘƛǎ ƭŀƴƎǳŀƎŜΥ άThe Vendor shall be an independent contractor for <insert student organization 
name> and not a contractor or employee of OCC.  Vendor and OCC shall indemnify each other, their board members, officers, 
employees, agents and students from and against any costs, losses, damages, liabilities, expenses, demands and judgments, 
ƛƴŎƭǳŘƛƴƎ ŎƻǳǊǘ Ŏƻǎǘǎ ŀƴŘ ŀǘǘƻǊƴŜȅ ŦŜŜǎΣ ǿƘƛŎƘ Ƴŀȅ ŀǊƛǎŜ ƻǳǘ ƻŦ ǇŜǊŦƻǊƳŀƴŎŜ ƻŦ ǘƘŜǎŜ ǎŜǊǾƛŎŜǎέΦ 

 When an invoice is received, it should be reviewed with your Advisor 

 Travel is allowed using this type of funds, however, prior permission is required from Advisor and Campus SDC. 
 

Procedures for Reimbursement of Allocated Funds issued by Student Life Committee or SA3: 
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 Following the purchase of goods or services, the purchaser completes the Reimbursement portion of the Purchase Request 
form along and presents it along with receipt to the campus SDC. A check request form is then filled out and signed by the 
campus SDC and the both forms are taken to the Business Office by the student organization President or Treasurer. 

 For purchases over $25 or that require a contract, College Purchasing Department procedures must be followed. Please see 
the campus SDC or your Advisor for further information.   

 When an invoice is received, it should be forwarded and submitted to your Advisor. 

 Purchases of equipment over $150.00 are not allowed. 
 
Advancement of Funds 

 CǳƴŘǎ Ŏŀƴƴƻǘ ōŜ ŀŘǾŀƴŎŜŘ ŦƻǊ ŀƴȅǘƘƛƴƎ ƻǘƘŜǊ ǘƘŀƴ ŘŜǇƻǎƛǘǎ ŦƻǊ ǎŜǊǾƛŎŜǎ ǎǳŎƘ ŀǎ 5WΩǎΣ ŜȄǘŜǊƴŀƭ ǊƻƻƳ ǊŜƴǘŀƭǎΣ ŜǘŎΦ  tƭŜŀǎŜ ǎŜŜ 
campus SDC if you would like to discuss an advancement of funds (check requests). 

 
TRAVEL 
If a RSO seeks funding for travel from the Student Life Committee or SA3, a Budget Proposal Form, Travel Rationale Form FS06 and a 
Team Trip Request Form FS06A, Travel Liability Form for every student traveling must be filled out and ǎƛƎƴŜŘ ƻǳǘ ōȅ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 
Advisor and submitted to the Student Life Committee or SA3 prior to booking. Travel funds whether the property of the student 
organization or allocated through Student Life Committee/SA3 (student governing body) may not be used to pay for non-member 
and/or non-OCC students. Allocated Travel funding requests that are separate from yearly allocation requests (in April) are awarded 
on the basis of academic merit relevance and availability of travel funds.   

 
Any break of Policies and Procedures will result in verbal warning for the first misdemeanor. The second misdemeanor will be 
reprimand ōȅ ƭƻǎǎ ƻŦ w{hΩǎ ŦŀŎƛƭƛǘƛŜǎ privileges by written announcement. Final and Third misdemeanor will be punished by 
deregistration of RSO for the period of a full school year.  
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RSO Application 

           Date of Application:      _______________ 
Proposed name of organization:           _______________________  _______  
Purpose:               ____________________________   
Explain how members are to be chosen:            __________________________ 
________________________________________________________________________________________________________  
Type of organization (social, academic, recreational, etc.)         
Affiliation with state, local, national organizations (if applicable):         
Will dues be collected? Yes  No  
Will the group be involved in fund-raising activities on campus? Yes    No  
If so, explain briefly: 
     ____________________________________________________________________________________________________
_________________________________________________________________________________________________________ 
Will the group be participating in off-campus activities (trips, conferences, etc?)  Yes  No  
If so, explain briefly: 
     ____________________________________________________________________________________________________
_________________________________________________________________________________________________________ 
 
The College recognizes the right of any group of students to form a voluntary organization for any purpose not forbidden by law. 
If an organization composed chiefly or exclusively of students desires to hold meetings in College buildings, it is required to have 
an advisor who is a member of the professional staff of the College, and to file with the Student Life Office. Such information 
may be required about its purposes, officers, memberships, dues and the like. Such information should be uniform for all 
organizations. An organization which has fulfilled these requirements is called a registered organization. The College assumes no 
responsibility for registered organizations or their programs, though such organizations, if closely connected with the activities 
of departments of instruction, may in some cases receive special help and supervision from those departments. 
 
We have read and understand the procedures for forming a new student organization, the responsibilities of a student 
organization and the policies guidelines and procedures for student organizations at Oakland Community College. We are aware 
that our recognition may be revoked if we do not adhere to student organizational policies and procedures outlined by this 
document.  

X

Name of Student Organization (print)

X

Signature of President

X

Signature of Advisor

X

Signature of Vice President  
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RSO Registration/Membership Form 
Last updated 11/08 

Name of Student Organization: 
      

 
 

OFFICERS 

Name (Print) Position Title E-mail Telephone # 

                        

                        

                        

                        

                        

                        

    

    

    

    

 
ACTIVE MEMBERSHIP (use another sheet if necessary) 

Name E-mail Name E-mail 

                        

                        

                        

                        

                        

                        

                        

                        

                        
                        
                        
                        
                        
                        
                        

 
 


