
Fall 2017 Student Engagement Center





▪ Reserve club meeting place
▪ Complete an event request form 15

working days prior to event.

▪ Determine where you would like to hold
your event.

▪ Check the Pierce College calendar to
ensure that no conflicts occur with the date
of your event.

▪ Have a corresponding Student Meeting &
Event Facility Use Request Form

Pl an  ah ead  

▪ Reserve club meeting place
▪ Complete an event request form at

least 15 working days prior to event.



Pl an  ah ead  

▪ Determine where you would like to hold
your event.

▪ Check the Los Angeles Pierce College
calendar to ensure that no conflicts occur
with the date of your event.



▪ Have a corresponding Student Meeting &
Event Facility Use Request Form

Pl an  ah ead  



I t  i s b est  t o 
s t a r t  p la n n in g 
yo u r  e ve n t  a t  

le a s t  2  m o n t h s  
in  a d va n ce .  



For ms 

Event and Facility Request 

Fundraising Application 

Club Account Request 

Club Funds Signature 
Sheet 



Wh er e t o Look

All club forms are 
under “Club Docs” on 
the ASO page on the 
Los Angeles Pierce 
College website. 

There are also hard 
copies in the Student 
Engagement Center. 



Event and Facility Request 
- Must be submitted at least 2 weeks

before the event
- Must be approved by:

- ASO
- College VP of Administration
- Majority of club members and; 

- Recorded in the club minutes. 



Fundraising Application 
- Submitted at least 30 days 

before the event 
- Is already in excel format and 

easy to fill out 



Club Account Request 
- Required to open a club bank 

account in the business 
office 
Club Funds Signature Sheet 

-Need to select members who 
are authorized to make requests 
and requisitions 



How  t o Access 
Cl u b  Fu n d s  

- All advisors and club officers must 
attend (and earn certification) a fiscal 
policy workshop conducted by the 
Pierce College Administrative 
Services.YAY! You are here today!



How  t o Access 
Cl u b  Fu n d s  

- Each chartered Club has the ability to 
start an account in the Business Office.

- Finance training by the Pierce College 
Administrative Services staff is required 
for all club advisors and officers.



Club funds must be held in the 
Business Office. 

NO PERSONAL ACCOUNTS 

How  t o Access 
Cl u b  Fu n ds 



How  t o Access 
Cl u b  Fu n d s  

How do I access club funds once my account is open? 



How  t o Access 
Cl u b  Fu n d s  

1. Have a funding request that is 
initiated, signed and authorized 
by the ASO Club’s President 
and Advisor.



How  t o Access 
Cl u b  Fu n d s  

2. Attach a copy of the ASO Club’s meeting 
minutes that includes disbursement approval to 
the request.

- The minutes must be signed by both the 
ASO Club President and Advisor. 



How  t o Access 
Cl u b  Fu n d s  

3. Attach the original documentation 
(i.e. receipt, purchase order, billing 
invoice)



How  t o Access 
Cl u b  Fu n d s  

All funds raised/collected must be 
deposited in the ASO Club’s account 

within 24 hours of receipt.



Any ASO Club that uses the college 
facilities and receives the benefits of 

chartering must follow the rules indicated, in 
addition to the guidelines in ASO Club 

Manual. If these requirements are not met, 
the fundraiser will no longer be authorized, 

its activities terminated, and the ASO Club’s 
charter may be suspended.



I n d i vi d u a l  Rei m b u r sem en t s 

How to Create  A Successful Requisition Request:
The credit/debit card must be owned by the student who is making the purchases 
and requesting the reimbursement.

Have: 
1) TWO receipts taped to a white piece of paper and attached to the requisition 

form (Itemized receipt and credit card receipt) 

2) ASO Club Meeting Minutes 

3) Current Signature on File 

All requisition forms must be fully completed and signed by the reimbursement
requester and ASO Club advisor when submitted to the ASO Treasurer.



Exam p l e Req u i si t i on  Pack et  

Itemized + credit card Receipt Completed Requisition Form Meeting Minutes 



What if the receipts do not explicitly list my name? 
-Then you must also submit a copy of your 
credit/debit card with all numbers blacked 
out/hidden except the last 4 digits

*This is the procedure that the Business Office
confirms ownership of the credit/debit card as the person submitting the

reimbursement.

I n d i vi d u a l  Rei m b u r sem en t s 



Rei m b u r sem en t s vs. Req u est s

I f  you  pl an  ah ead , you  don ’t  h av e 
t o spen d  you r  mon ey an d  w ai t  t o 

be r ei mbu r sed . 

You  can  r equ est  t h e mon ey ah ead  
of  t i me. 



BEFORE   YOU   START!!!!!
1. Determine if you need a contract or 

Purchase Order.
2. Purchase Orders are for “STUFF”.
3. Contracts are for “SERVICES”. 

Pu r ch ase Or d er  Req u est s 



INTEGRITY and TRANSPARENCY  and avoiding CONFLICTS
1. Never buy from a company where you 

or your family will profit.
2. Try to get 3 estimates/quotes 

(required over $2,500)
3. NO -- QUID PRO QUO

CONFLICT OF INTEREST



Steps
1. Get a quote for your purchase.
2. Complete Requisition forms.
3. Attached meeting minutes authorizing 

use of ASO Club funds. 
4. On the Requisition, request a Purchase 

Order.

Pu r ch ase Or d er  Req u est s 



After you make your purchase: 
- Submit approved invoices for purchases 

to business office once approved by the 
ASO Club President and Advisor.

Pu r ch ase Or d er  Req u est s 



Steps
1. Get a quote for your service.
2. Complete Requisition forms.
3. Attached meeting minutes authorizing 

use of ASO Club funds. 
4. On the Requisition, request a 

CONTRACT.

Con t r act  Req u est s 



After you make your purchase: 
- Submit approved invoices for purchases 

to business office once approved by the 
ASO Club President and Advisor.

Con t r act  Req u est s 



Sp eci a l  Not es!

For Refreshments: 
- ALL ASO CLUBS MUST GO THROUGH PACIFIC 

DINING FOR ALL REFRESHMENTS. THEY HAVE THE 
RIGHT OF FIRST REFUSAL.

- Include a sign in sheet of attendees and copy of meeting 
agenda.

- List refreshments for fundraising as an expense on the 
fundraising form and follow the rules for purchases.



Sp eci a l  Not es!

For Services: 
Complete a requisition form
Include a Proposal (Business office will create a contract)
Provide Evidence of Insurance from Vendor
Ensure Liability Endorsement 
Have Workers Comp Certificate
Get 3 quotes for services costing more than $2,500



- Complete and sign LACCD field trip 
waivers for every student involved in off-
campus trips.

*These forms are available in the Student 
Engagement Office and on ASO website

OFF Campu s ev en t s 



- When non-commercial transportation is 
being used, the students driving must 
provide the ASO advisor with a copy of 
their automobile liability insurance, and sign 
a liability waiver. Students being 
transported must also sign a liability waiver.

OFF Campu s ev en t s 



OFF Campu s ev en t s 

- All students participating a club or ASO-
sponsored trip must be accompanied by 
an advisor. (ratio 10:1)



- No establishment may be patronized that 
has a discriminatory policy based on the 
restriction or exclusion of individuals 
because of race, sex, color, creed, 
national origin,sexual orientation, or 
disability.

OFF Campu s ev en t s 



ASO FUNDS 

ASO encourages all clubs to 
fundraise as much as possible. 

However, there are ways to access 
ASO funds. 



ASO FUNDS 

- Contact the ASO VP to be added to 
the ASO Senate agenda 1-2 months 
before event. Your funding request 
must be first reviewed by the ASO 
Senate 



ASO FUNDS 

- Submit an ASO Finance Request form to the ASO 
Treasurer.
- It will be reviewed in the Finance Committee Meeting. 

A member from your club is strongly 
encouraged to come or it may be postponed 

- If approved, the ASO Treasurer will then present 
request to ASO Senate Board. Majority senate  approval 
is required for funding.



ASO FUNDS 

All items/events purchased with 
ASO Club Council or ASO funds 
must acknowledge the financial 

support i.e. “Sponsored by [name of 
club], ASO Club Council and ASO.”



ASO FUNDS 

DO NOT SPEND FUNDS 
UNTIL REQUEST IS 
APPROVED BY ASO.



All equipment purchased using club funds must 
be reported to the Pierce College Business Office, 

tagged with the LACCD asset tag, and 
inventoried on an annual basis. Disposition of 

equipment must follow LACCD policies and 
procedures, and must be reported to the Pierce 

College Business Office.

ASO FUNDS 



TIPS FOR SUCCESS 
- Set a goal, and ask members for suggestions. 

- Find out what has been done before. What worked? What didn’t? Why? How can 

you improve?

- Check into local and state regulations. Check LACCD policies and LA Pierce 

College procedures.

- Let everyone know your expectations in advance and update on progress.

- Recognize everyone involved in the planning and implementation of the fund 

raising project.

- Thank supporters. Create and maintain goodwill with these contributors
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