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TRAINING

Student Organization
Officer & Advisor Room 5203, 2nd Floor Student Center , Bldg. 5000

Center for Student 
Involvement

671-735-8887 ext. 5518/9

csi@guamcc.edu

Expand their circle 
of influence

Gain an understanding 
of diversity

Through active involvement in 
the campus community, students ...

Are instilled with a sense of 
ownership over their 

educational experience

Create a greater 
commitment to making GCC 

and their community a 
better place.

OVERALL

BE ACTIVE

BE AVAILABLE

BE AWARE

BE KNOWLEDGEABLE

CSI IS A RESOURCE

THE AGENDA & THE MINUTES
AGENDA

• Focus for student organizations to stay 
on topic

• Distribute the agenda days prior to 
meeting

MINUTES
• Written record of all business conducted
• Clearly defines the decision made 
• Archive all your minutes 
• Parliamentary Procedures

AGENDA
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MINUTES Motion is made. “I move that ….. we approve spending no more than $500 for food supplies.”

Motion is seconded
“I second that motion ….. we approve spending no more than $500 for food 

supplies.”

Motion is discussed. “Are there any discussion on the motion?” OR “Any discussion?”

Vote is taken
“All those in favor say ‘Aye.” (Vote count is noted for the ‘Ayes”)

“All those opposed say ‘Nay.” (Vote count is noted for the ‘Nays”)

Motion is identified as 
approved or failed.

“The ‘Ayes’ have it. Motion to .… (approve spending no more than $500  for food 
supplies) is approved” OR “Motion passes.” OR “The ‘Nays’ have it, motion fails”

Jane Cruz moved to appropriate no more than $500 for food supplies needed for the Fall Festival & Tour of 
the Pacific. John Cruz seconded the motion. No discussion, all in favor, motion carried. 

ORDER OF MOTIONS

FORMS
PLAN OF ACTION - ACTIVITY REQUEST - FUND VOUCHER - DEPOSIT FORM

PLAN OF ACTION

POA DEADLINE
Friday

September 13, 2024 
3:00 PM

DEADLINE TO USE 
COPSA FUNDS

Friday, April 11, 2025

Estimated COPSA Appropriation 
(AY 2024-2025)

$550.00

Pre-Planned Activities
1. Fall Festival - $100.00 
2. Spring Festival - $100.00
3. Health Certificate - $100
4. Open / Other - $250.00

Activity Request Form
• Approved signed minutes.

• Contracts can ONLY be signed by the GCC 
President 

• Liability Waiver Forms: Must be submitted for 
off-campus activities BEFORE and AFTER the 
event

• Large Scale Activities: 
Invitations/Programs/Agenda/Scripts must be 
approved by CSI and the TSS Dean. (Approved 4 
weeks prior. VIP guest invites must be 
distributed at least 2 weeks prior.)

• Travel: Information must be submitted 4-6 
months prior to travel for PRE-APPROVAL
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IMPORTANT REMINDERS
The Center for Student Involvement must be 

notified if an activity is cancelled. 

Student organizations MUST NOT PROCEED
with their activity UNTIL AFTER THEIR 

ACTIVITY REQUEST HAS BEEN FORMALLY 
APPROVED by CSI AND the Dean of TSS. 

CSI IS A RESOURCE!

PROMOTING ACTIVITY
WHERE DO YOU 

WANT THIS 
POSTED?

• MyGCC Portal
• GCC Website
• Social Media

WHO IS YOUR 
TARGET 

AUDIENCE?
• Campus-Wide

• Students 
• Employees: Faculty, Staff, 

Administrators

TITLE

Sample: 
BOOgieman Candy 

Grams – MBAC 
Student 

Organization DESCRIPTION 
(If you have a flyer, 

please attach it)

• Who?
• What / Purpose?

• When?
• Where / Location?

• Who is allowed to participate?
• Other information

gcc.pio@guamcc.edu
Posting of Announcement – BOOgieman Candy Grams – MBAC Student Org

Hafa Adai! 

The MBAC Student Organization would like to post the following 
information on the MyGCC announcements for to the GCC 
community. 

Grab your BOOgieman candy grams with MBAC Student 
Organization! $5.00 for small and $8.00 for a large. Come down to 
the Student Center Canopy on Thursday, October 31, 2024 from 
12:00PM – 2:00PM or until it’s sold out!

For more information, students can contact Jennette Cruz, MBAC 
President at jennette.cruz2@guamcc.edu or at (671) 555-5555

• Email the Office of Communications and Promotions 
(gcc.pio@guamcc.edu)

• 1-2 weeks in advance. 
• Activity Request must be approved! 

Fund Voucher Form

• Approved signed minutes.

• Quote(s) attached

• Business License 

• Proof of design approved by the Communications 
& Promotions Office 

• List of names 

• Any travel expense must be done 4-6 months 
prior.

• Reimbursements are not authorized and will not be 
accepted.

• All purchases must comply with the Student 
Organization Restrictions & COPSA Funding 
Guidelines

IMPORTANT REMINDERS
Fund Vouchers must be completed for ALL fund disbursements 

at least TWO (2) WEEKS BEFORE  the date of when funds are 
needed.

Original receipts for every Fund Voucher purchase MUST be 
turned in to CSI within ONE WEEK after the event/purchase in 

order for Business Office to close the file.

Reimbursements are not authorized and will not be accepted.

CSI IS A RESOURCE!

Deposit Form
• Fundraising money should ONLY be deposited in 

your Fundraising Account. 

• All funds received must be deposited within two 
(2) business days. 

• Any large amount of coins must be sorted and 
wrapped. 

• All checks to be deposited are made out to: Guam 
Community College. 

• A copy of the completed Deposit Form AND 
Receipts of deposit is submitted to the CSI within 
two (2) business days after the deposit has been 
made. 

• GCC student organizations SHALL NOT open a 
bank account outside of the account expressly 
approved by the Vice President for Finance and 
Administration. 

ALL ACTIVITIES AND 
FUNDS MUST BE 
PRE-APPROVED
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• www.guamcc.edu 
• STUDENT LIFE 
• CENTER FOR STUDENT INVOLVEMENT 

OR guamcc.edu/csi

• STUDENT ORGANIZATIONS or 
• STUDENT ORG FORMS

FOLLOW US!

@copsa.guamcc COPSA - Guam Community College

QUESTIONS?

THANK 
YOU


