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Student Organization Handbook 
                       

 
Student Life & Leadership 

Revised 8.31.2022 
Before printing this entire document, please note that it is not necessary to turn the entire packet in to Student 

Life & Leadership when chartering or re-charting a Student Organzition.  Only the Student Organization 
Charter/Re-Charter Form, Student Organization Constitution, Student Organization Membership Roster, and 

Advisor Agreement is required to charter or re-charter.   
For more information, please contact Student Life & Leadership at getinvolved@fscj.edu.   

 
The Purpose of Student Organization Handbook: 
This handbook is meant to serve as a general guideline for the establishment of student initiated co-curricular 
student organizations at Florida State College at Jacksonville (FSCJ).   Student Life & Leadership has the 
responsibility of advising student organization advisors and student members in regards to their planned 
activities.  It is the responsibility of the student organizations to inform Student Life & Leadership of their plans.  
This can be done through personal contact and/or written requests. 
 
FSCJ is governed by the District Board of Trustees.  Most of the activities of an organization will be directly 
guided by the college’s Administrative Procedures Manual (APM’s) and Rules of the Board of Trustees.  
Student Life & Leadership will assist student organization advisors and officers in interpreting APM’s.  It is best 
to inquire first as it may save you time, energy, and possibly money. 
 
Student initiated co-curricular student organizations do not include groups which exist as an established part of 
the college curriculum and/or competitive teams which are coached by employees who are compensated for 
their duties.  These organizations are required to handle their earned funds, if any, in the same manner as all 
student organizations (outlined in this handbook), but they are not required to charter/re-charter as they are 
groups that are formed by the FSCJ.  These “exempt” groups include varsity athletic teams, Band, Chorale, 
Brain Bowl, Forensics, Theatre, The Campus Voice, The Experience, Phi Theta Kappa, and the Student 
Government Association. 
 

Role of Student Life & Leadership: 
The office of Student Life & Leadership shall act as a resource for all co-curricular student organizations.  The 
Student Life & Leadership office will also serve as the location for the permanent and official organization 
records.  These records will include but not necessarily be limited to the following: 
 
 - Charter/constitution (see guidelines to charter) 
 - Financial Records (see organization finances) 
 - Written record of business meeting and/or form to justify club expenditures 
 
Organization advisors and student officers should feel free to utilize the Student Life & Leadership staff to 
assist the organization.  Assistance with promotions, set-ups for events, advice on purchases, use of the 
telephone for organization business, and other related activities are available upon request.   
 
Student Life & Leadership is responsible for guiding the actions of a student organization to ensure that the 
activities follow established FSCJ policies.  Areas covered by specific college policies and APM’s include, but 
are not limited to, travel, funding, and chartering. 
 
It is imperative that the Student Life & Leadership be informed of all of the activities planned and conducted by 
a student organization.  This will assist the office in serving as the information resource for campus and 
community activities and also enable the office to offer assistance to the organization when appropriate. 
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Guidelines to Charter/Re-charter A Student Organization: 
A request to charter/re-charter a student organization must be submitted to Student Life & Leadership in order 
to charter/re-charter an organization.  A new organization can be chartered at any time throughout the school 
year.  An existing organization should re-charter annually by October 1st.  If an organization remains 
continuously active with no changes in advisor or Constitution, a simple email at the beginning of the new 
academic year may suffice as a re-charter.  If an organization fails to re-charter for two consecutive years 
(using October 1st as the deadline) then that organization is considered disbanded.  The earned organization 
funds, if any, will be equally disbursed among the campus organizations that are presently chartered.  Student 
organizations will not be allowed to utilize approved college and/or organization funds and other FSCJ 
resources without a current charter on file.   
 
A submitted charter/re-charter must include the following to be considered for approval: 

1. Name of the student organization. 
2. A one-paragraph description of the purpose of the organization. 
3. A list of planned projects for the academic year. 
4. A list of at least seven currently enrolled members with student numbers, addresses, phone numbers. 
5. The name of the elected officers. 
6. A signed Advisor Agreement. 

 
The review process for an organization charter follows: 

1. The campus Student Life & Leadership Advisor will review the form and may request recommendations 
from the Student Engagement, student leaders, faculty, and administrators.  

2. The campus Student Life & Leadership Advisor will recommend to approve or disapprove the request. 
3. If the campus Student Life & Leadership approves the request, he/she will recommend to the 

Collegewide Student Life & Leadership Advisor over student organizations, that a charter be issued to 
the organization. 

4. Upon approval by the Associate Director of Student Engagement, a charter authorizing the existence of 
the organization will be issued.  

           
The Collegewide Student Life & Leadership Advisor over student organizations or the Associate Director of 
Student Engagement over Student Life & Leadership will update the student organization in the listing of 
chartered student organizations. 
 
If the request is denied, the club or organization has the right to appeal.  Appeals process information is 
available in the Student Life & Leadership Office.  All charters will be kept in the organization’s permanent file 
in the Student Life & Leadership. 

 
Membership: 
Membership in all student organizations is open to all registered students without regard to race, color, 
religious beliefs, national origin, sex, marital status, or disability.  Active membership is limited to students 
currently enrolled at the FSCJ.  Honorary membership can be given to alumni if this is addressed in the 
constitution; however, only currently registered students may be funded for college travel and ride in FSCJ 
vans.  

 
Hazing: 
Hazing of any form is prohibited.  "Hazing" means any action or situation which recklessly or intentionally 
endangers the mental or physical health or safety of a student for the purpose of initiation or admission into or 
affiliation with any organization operating under the sanction of FSCJ.  
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Constitution: 
A constitution for a chartered organization should be submitted to the Student Life & Leadership Office within 
30 days from the date that the initial charter is granted to the organization.  The constitution will be kept in the 
organization's permanent file.  The chartered organization may conduct business during the 30-day period 
following the approval of the initial charter.  No business may be conducted after this period without a 
constitution on file.  Student Life & Leadership will review all constitutions.  The constitution will remain in effect 
until it is amended by the organization.  The constitution will become null and void if an organization disbands.  
Organizations can use the constitution provided in this handbook or develop their own. 

 
Appeals Process: 
The organization has the right to appeal if its application to form a club or organization or re-charter is denied.  
If the organization decides to appeal, the following process is provided. 
1. The appeal will be made in writing to the campus Student Life & Leadership delineating the reason(s) for 

the appeal.  This information shall be sent to the Director of Student Engagement. 
2. The Director of Student Engagement will request the proposed organization’s file and a written statement 

from the appropriate Student Life & Leadership indicating the reason for denial and confer with the 
Associate Vice President of Student Success. 

3. The Associate Vice President of Student Success will recommend a course of action to Student Life & 
Leadership. 

4. Student Life & Leadership will inform the organization of the Associate Vice President’s decision. The 
decision of the Associate Vice President of Student Success is final.   

 
Public Records and Saving Meeting Minutes: 
• According to the Florida Public Records Law, Chapter 119, Florida Statues, student organization meeting 

minutes and charters are considered public record and can be requested via a public records request. 

• Article 1, Section 24, Access to Public Records and Meetings (Constitution of the State of Florida) 
addresses public records. 

o Meeting minutes must be taken and saved per the state of Florida retention and disposition 
schedule (GS1-SL Item 33) for one anniversary year. 

o Contact the Records Management Program Coordinator Catherine M. Hodges at 904.632.3196 or 
catherine.hodges@fscj.edu for more information.   

• What does this mean for student organizations?  When a student organization is deciding to spend from 
either their Activity & Service Fees or Fund 6 budget, the decision should be made during a meeting with 
members present (quorum is determined by the Student Organization’s constitution).  Meeting minutes 
should include the date, the time, who attended, when the meeting was called to order, the outcome of the 
vote, and when the meeting was adjourned.   

• This information from the meeting minutes will be shared on the Purchase or Travel Form in the section 
that requisitions Brief summary of organizations proposed expenditure (Include date of meeting/names of 
members). 

• Meeting minutes should be shared with members at the next regularly scheduled meeting. 

 
Organization Funding and Finances: 
Organizations can request college funds through the Student Life & Leadership Office and/or, with the approval 
of the Student Life & Leadership and the FSCJ Foundation, earn funds through dues, donations, and 
fundraising activities. 
 
All funds, whether they are college (A&S Fees) or organization funds (Fund 6), must be accessible to college 
officials for audit purposes.  In order to insure this, all funds must be kept in FSCJ accounts.  The creation of a 
student organization budget can be made through Student Life & Leadership.  Organizations are not permitted 
to open and maintain financial accounts outside of the college. 
 
All financial transactions must follow college procedures and guidelines.  
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Activities & Service Fee Requests:   
Activity & Service (A&S) Fees support the co-curricular learning experiences of the student body.  Student 
organizations can apply for funding based on funding tier that they fall into (please contact Student Life & 
Leadership to determine what tier each Student Organization falls into).  These funds may also be referred to 
as Fund 2.  Funding proposals for the following academic year will occur towards the end of the spring 
semester.  Funding will be allocated on a first-come, first-served basis.  After the initial funding allocations, 
funding proposals may be made throughout the academic year, depending on remaining funds.  Please refer to 
the A&S Fee Funding Deadlines for specific dates.  Student organizations will need to reapply for funding 
every year.  In-person funding proposals shall be made by students.  Advisors should be present, but as part of 
the learning opportunity, proposals shall be made only by students.  The written application must be completed 
in its entirety and submitted within the publicized timeframe and a minimum of three learning outcomes need to 
be included.  In the event of student travel, within 30 days of the completion of student travel, a written 
reflection by each traveling student must be submitted  
 
Organization Funds:   
These are funds earned by student organization through approved activities, such as dues, donations, and 
fund raising activities.  These funds may also be referred to as Fund 6.  These funds must be deposited in a 
student organization account through the Student Life & Leadership.  Organizations are prohibited from 
establishing and maintaining financial accounts at institutions other than the college.  Student Life & 
Leadership will issue a receipt to the individual who is depositing the organization funds.  All disbursements of 
these funds must be requested through Student Life & Leadership.  

 
Expenditures of these funds will follow normal FSCJ guidelines.  Documentation and receipts are required for 
all deposits and expenditures. 
 
At no time may organization funds be spent without first depositing the funds in the appropriate college 
account.  This will allow an audit trail and protect the club members, advisor, and other college personnel from 
personal liability. 
 
In order to help gather donations, student organizations may request the creation of a QuickPay Link by 
contacting Student Life & Leadership.  Once the FSCJ Finance Department receives the request from Student 
Life & Leadership, they will set up a QuickPay Link that accept credit and debit cards and deposits the funds 
into the student organization’s Fund 6 account.  Please allow a two-week turnaround time for this request.  
Please see QuickPay Link Request Form in the appendix.     
 
Organizations that do not have a current charter on file will not be allowed to utilize college or organization 
funds. 

 
Establishment of Organizational Accounts and Disbursement Procedures 
Purpose: The purpose of this procedure is to outline the process for a group at the College to request an 

organizational account for the receipt or payment of funds related to the group’s purpose. 
 
Procedure: 
A. General rules 

 

1. Student organizations must have a charter on file in order to be allowed to utilize student activity 

funding or to generate funds as a club.   

 
2. Student and college affiliated employee organizations that earn funds through dues, donations and 

other fundraising activities may request an account at the College be maintained for their group’s 

purpose.  Student activity clubs and college affiliated employee organizations are prohibited from 

opening their own bank accounts at financial institutions. 
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3. Moneys collected from fund raising activities must be promptly deposited (generally two business days) 

through a Campus Student Financial Services Office.  Deposits should be made intact.  This means 

that small amounts should not be used to pay petty cash items prior to depositing collected funds. 

 

4. For student organizations, all disbursement requests will be submitted by students in writing to Student 

Life and Leadership.  All organization disbursement requests will be approved by the student 

organization advisor, highest ranking student organization officer, and the campus Student Life and 

Leadership Advisor.  Written documentation/records of the club meetings should substantiate the 

request and be submitted to the Student Life and Leadership Administrative Assistant in order to 

request a disbursement prior to approval within Student Services.  All disbursement request 

documentation is then subject to a compliance review by accounts payable prior to check 

disbursement. 

 

5. Employee groups can request disbursements through the budget manager assigned to the account.   

 

6. Student Life and Leadership and the Budget Managers of employee organizations are responsible for 

ensuring that all documentation and expenditures fall within approved College rules and administrative 

procedures.  In addition, club funds cannot be used for the following: 

a. Alcohol 

b. Illegal substances 

c. Disbursements back to students (club officers cannot pay themselves as it presents a conflict of 

interest.) 

 

7. FSCJ’s Finance Department reserves the right to close Agency funds and transfer the balance to the 

Scholarship Fund if: 

a. The cash balance is $50 or less and there is no activity for two years or 

b. The cash balance is greater than $50 without any activity for 3 years (This is the definition of a 

dormant account per Florida Statute 717). 

 

B. How to Request an Organizational Account at the College 

1. Once approval has been met in the Student Life and Leadership area, then the club advisor needs 

to obtain a current Agency Fund Authorization Form from financesecurity@fscj.edu, complete it, 

and send an executed version back to the same email for review.  College affiliated employee 

organizations may open an organizational account with the same form. 

2. The Director of Accounting will review the request.  Approved accounts will be established and the 

requestor will be notified of the account numbers associated with their new account.  If the account 

is not approved, the Director of Accounting will contact the requestor to discuss the reasons for 

non-approval 

 
Procedures & Policies Regarding Organization Funds: 
Deposits: 

1. If a student organization seeks to create a fund 6 account to deposit funds into that student 
organization must notify Student Life & Leadership in order for the account to be created.  Student Life 
& Leadership will contact FSCJ Finance to request a fund 6 account (Finance terminology: Department) 
be created for the student organization.    

2. All student organizations must deposit funds they have raised into their campus club account through 
their Campus Business Office. 

3. The Business Office will issue a receipt for deposited funds and will deposit the funds into the student 
organization’s account. 
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4. The student organization funds will be held in an individual student organization account.  Student Life 
& Leadership can assist with accessing the current budget balance, but organizations are encouraged 
to also maintain their own financial records. 

 
Disbursements: 

1. All requests for disbursements will be submitted in writing to Student Life & Leadership. All 
disbursement requests will be approved by the student organization advisor, highest-ranking student 
organization officer, and the campus Student Life & Leadership Advisor.  Written 
documentation/records of the club meetings (i.e., memo, note, and minutes) should substantiate the 
request and must be submitted to the Student Life & Leadership Administrative Assistant in order to 
disburse funds. 

2. Checks will be issued in ten days or less based on Friday and Wednesday cutoffs. Contact Student Life 
& Leadership for specific procedures. 

3. If the request is for a travel advance, receipts and any change must be turned in within two business 
days after the conclusion of the event (please see the Student Travel Checklist in the appendix).  If the 
check is made payable to a vendor, appropriate receipts must be turned in to Student Life & 
Leadership.  It is the duty of the student organization’s representative and the Student Life & 
Leadership to gather all of the documents necessary in order to reconcile the student organization 
travel.  It is the responsibility of Student Life & Leadership to reconcile the advance payment with the 
receipts with FSCJ Finance. 

4. Student Life & Leadership is responsible to the student organization and the college for ensuring that all 
documentation and expenditures fall within the approved college guidelines. 

5. No funds may be spent on alcohol, illegal substances, or for any purpose deemed illegal. 
6. Club funds cannot be dispersed back to students (such as in the event of a disbanded club or 

graduating students). 

 
 

Procedures for Student Travel: 
All requests and documentation for student travel funds must be submitted at least 30 days in advance of the 
planned travel. Please note that no travel funding is guaranteed; groups are advised not to pay for any portion 
of a given trip (i.e. registration fees) without prior approval of the expenditure.  It is strongly advised that clubs 
that are associated with an academic program, fund advisor travel from the academic department 
budget. Exceptions can be made based on the availability of Student Life & Leadership budgets.  
Documentation must include an agenda of the event in question, a breakdown of requested funding (including 
registration fees, lodging costs, meal per diem and gas/misc. needs), a travel authorization in PeopleSoft for 
the organization’s advisor, and delegate contracts/liability waivers for all students attending.  The advisor must 
submit receipts and assist in reconciling the trip with Student Life & Leadership no later than two business days 
after returning from the trip.  See the Student Organization Travel Checklist.   
 

Fresh-Food Procedures & Bake Sale Procedures: 
When a student organization provides food to students, please make sure that it is in an area that food is 
permitted.  If the food is being provided in close proximity of an area that does not permit food, the student 
organization should advise students not to take the food into the unauthorized area as it is being picked up. 

 
 
Fresh-Food Procedures:  
1. Make sure all foods are purchased from an approved source, not expired, and pre-assembled (example: do 

not buy ground beef and form patties on your own). 

2. Anyone handling the food for prep or cooking must wash hands prior to service and wear gloves for 

duration of event (common sense, but needs to be emphasized). 

3. Uncooked food must be kept cold and on ice until utilized for cooking (cooler, etc.). 

4. Cooked food for distribution must be kept in closed containers (chaffing dish, etc.) keeping them warm and 

from exposure to insects and the elements. 
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5. Someone from the group hosting the event must act as a “server” and provide food directly to the students 

from the closed containers while wearing gloves and using tongs or other proper utensils (students 

receiving food should not place their hands inside the containers to access the food). 

6. Make sure the location is set-up somewhere near a sink or bathroom with a sink accessible in order to 

allow the group hosting/cooking to wash hands when necessary (DOH requirement).  It might also be a 

good idea to have a bottle or two of hand sanitizer out for the students to use before/after eating to aid 

sanitation as well, if possible.  

Bake Sale Procedures: 
1. Common confectionaries (cookies, candies, cakes, pastries, etc.) made at home are not permitted to be 

sold or given away on any campus.  In order to provide foods to sell or give away, they must be purchased 
from a licensed food vendor.  Licensed food vendors can include licensed grocery stores, restaurants, and 
food trucks.   

2. For example, if a tray of cookies is purchased from Publix in order to be resold, the cookies must be 
individually bagged using food appropriate gloves.  This must be done before the event starts. 

3. For more information, please see the Safety Memoranda 16-02: Food Service Regulations in the appendix. 

 
 
First Refusal Rights of Contracted Café Vendors: 
All contracted café vendors (Chartwells or Subway) should be given the first right of refusal when 
bringing food to give away to students in an open forum.  This does not apply to student organization 
meetings, but if a student organization is going to sponsor an event that food is given away to many 
students, please request a “catering” quote from the contracted café vendor and follow up with the 
café if the student organization is or is not going to use the café’s services.  By giving the contracted 
café vendors the first right of refusal we are honoring the terms of their contracts with FSCJ as well as 
continuing to foster good working relationships.  For Student Life sponsored events where food not 
available via the contracted café vendor will be sold or given to students (i.e. barbeque cookouts, 
jambalaya day, etc), the appropriate Student Life leader shall email the Executive Director for Budget 
and Auxiliary Services for authorization to hold such an event.  When written approval is received, it 
should be forwarded to the appropriate DCO, who will in turn provide the notification to the contracted 
café vendor. 

 
Food Trucks: 
For any student organization that desires to bring a food truck onto campus, please keep in mind that 
food truck vendors need specific insurances, licenses, and permission in order to come onto 
campus.  For more information, please refer to section that addresses Food Trucks in the Safety 
Memoranda 16-02: Food Service Regulations in the appendix. 
 
Reserving Campus Rooms and College Facilities: 
Contact your Student Life & Leadership or Director of Campus Operations office to reserve rooms or 
facilities on your campus.  Events that impact other students or employees on campus (i.e. car 
washes, cookouts, Spring Fling, etc) must be coordinated well in advance of the event with the DCO, 
Maintenance, Security, and other staff as needed. A summary of dates, times, setup/breakdown 
needs, and security/maintenance/IT requirements must be provided in writing to all 
involved.  Locations or dates of student organization meetings or sponsored events should not be 
advertised until the student organization has received written confirmation of the reservation from 
either the campus Student Life & Leadership or Director of Campus Operations office.   
 

Paying Vendors with OPS Contracts 
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If a student organization wants to pay a vendor out of either their Activities & Service (A&S) fee or Fund 6 
budgets for any variety of services (e.g. a guest dance instructor, an expert to speak about civility, a photo 
booth vendor for a campus wide event, etc.), the vendor will need to complete an OPS contract. Please see 
the procedures for paying vendors with OPS Contracts in the appendix, but the main points to keep in mind 
are:  

• Contractors are not permitted to start work until all required signatures have been obtained.  So, please do 
not guarantee the vendor that they will be paid until the document has the following signatures:  

o If below $1,000.00: 1) Budget Admin, 2) Supervising Admin, 3) Exec. Chair/or Appropriate VP and 
the 4) AVP of Finance 

o If $1,000.00 and more: All signatures listed above plus: 5) Appropriate VP and 6) College President 

• Please plan ahead and begin processing with the perspective vendor at least three weeks prior to 
contract start date so the appropriate signatures can be gathered and the OPS Documents can arrive in 
the Finance Department for signature routing at least one week prior to the contract start date. 

• Rather than printing the OPS contract for a traditional handwritten signature, please have the vendor sign 
the third page with a digital ID and email the document to your campus Student Life & Leadership staff to 
send on for the signatures.  Attached are instructions on how to create a digital ID. 

• If you do not have Adobe Reader set as your default reader and either the blank W-9 or OPS Contract 
Agreement document are opened with Microsoft Explorer, the fillable text fields or the digital ID feature will 
not be available.  Please right click on the desired file and select “Open with” and choose “Adobe Reader” 
to open the document with Adobe Reader. 

 
 
Social Media Guidelines 
FSCJ Social Media Guidelines can be found at https://www.fscj.edu/discover/governance-
administration/policies-and-procedures/social-media-procedures. If a student organization desires to have a 
presence on Facebook, they should create a Facebook Group rather than a Facebook page.  Please see the 
instructions on how to create a group in the appendix.  For any social media sites created, please add either 
Kelly Thurlow, Kelly.bell.c@gmail.com, Integrated Communications Manager or Jill Johnson, 
Johnsonjillk@gmail.com, Director of Marketing and Communications to the site as an administrator.  There are 
many FSCJ social media accounts that are no longer utilized as the students have moved on and never took 
down the site.  To ensure that social media sites associated with FSCJ are kept current, please include Kelly 
Thurlow or Jill Johnson as an administrator so that college personnel are still able to take down the site if it 
becomes inactive for over a year. 

 
Reserving Campus Rooms and College Facilities  
Contact your Student Life & Leadership or Director of Campus Operations office to reserve rooms or facilities 
on your campus.  Locations of student organization meetings or sponsored events should not be advertised 
until the student organization has received confirmation of the reservation from either the campus Student Life 
& Leadership or Director of Campus Operations office.   

 
Before printing this entire document, please note that it is not necessary to turn the entire packet in to Student 

Life & Leadership when chartering or re-charting a Student Organzition.  Only the Student Organization 
Charter/Re-Charter Form, Student Organization Constitution, Student Organization Membership Roster, and 

Advisor Agreement is required to charter or re-charter. 

 
 
 
 
 
 
 
Student Organization Handbook Appendix: 

1. Purchase or Travel Request Form 

https://www.fscj.edu/discover/governance-administration/policies-and-procedures/social-media-procedures
https://www.fscj.edu/discover/governance-administration/policies-and-procedures/social-media-procedures
mailto:Kelly.bell.c@gmail.com
mailto:Johnsonjillk@gmail.com
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2. Student Organization Travel Checklist 

3. Student Organization Fundraising for Nonprofit Agency Procedures 

4. Student Organization Donation Solicitation Procedure 

5. QuickPay Link Request Form 
6. A&S Fee Application 

7. Bake Sale Request Form & Safety Memoranda 16-02: Food Service Regulations 

8. OPS Contract Procedures 

o OPS Contract 

o Vendor Information Submission into eSupplier 

o W9 

o ACH Form 

9. Social Media 

o Steps to Create a Facebook Group. 

Before printing these documents, please visit the Student Life & Leadership webpage at 
https://www.fscj.edu/student-services/student-life/student-life-leadership/clubs-organizations to 

download electronic versions of the documents. 
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All requests should be submitted to the appropriate Associate Director of Student Engagement. 

     

Name of employee submitting request  Signature  Date 
     

Associate Director of Student Engagement  Signature or email (APPROVED)  Date 
____________________________________________________           ____________________________________________________     _______________________ 
   Dean of Students                 Signature                  Date 

 
Chartfields 
 

Org Unit 
 

Department 
 

Project 
 

Accounts 
 

 

 

 
Purchase or Travel Request 

Student Organizations 

 

Campus: __________________ Organization Name: ____________________________________ 

 

Travel or Purchase: ___________ Requestor Name & Position: _____________________________ 

 

Source of Funds: _____________ Amount of funds Requested: _____________________________ 

(College or Organization) 

 

Date of event: ______________  other: _______________________________________________ 

 

Brief summary of organizations proposed expenditure: 
(Include date of meeting/names of members) 

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________  
 

Signature of Advisor and Organization President: ___________________________________________ 

 

 

 

  

 Item Description Item # Cost per item Quantity Total Cost

1.   $0.00 0 $0.00

2. $0.00 0 $0.00

3. $0.00

4. $0.00

5. $0.00

6. $0.00

7. $0.00

8. $0.00

9. $0.00

10. $0.00

11. $0.00

12. $0.00

13. $0.00

14. $0.00

15. $0.00

16. $0.00

17. $0.00

18. $0.00

19. $0.00

20. $0.00

Grand Total $0.00
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Florida State College at Jacksonville 

Student Organization Travel Checklist 

 
 

❑ 1. Advisor informs Student Life & Leadership of Student Organization’s requested travel at least thirty (30) 

days prior to travel commencement. Submitting request does not guarantee funding, so request must be 

approved prior to formal, non-refundable reservations being made. 

❑ 2. All requests for disbursements must be submitted in writing to Student Life & Leadership. All 

disbursement requests will be approved by: 

❑ A. the student organization; 

❑ B. organization advisor; and  

❑ C. Student Life & Leadership. 

Student organizations are advised not to pay for any portion of a given trip (i.e. registration fees) without 
prior approval of the expenditure. 

❑ 3. If the funding is coming from a Student Life & Leadership budget, the travel ratio of students to staff is 

ten students per staff member. 

❑ 4. Submitted documentation must include: 

❑ A. an agenda of the event in question; 

❑ B. a breakdown of requested funding including registration fees, lodging costs, meal per diem and 

gas/miscellaneous needs; 

❑ C. an approve travel authorization in PeopleSoft for the organization’s advisor; and 

❑ D. delegate contracts and liability waivers for all students attending. 

❑ 5. Arrangements for the college van based on travel need must also be made in advance. 

❑ A. The van driver must be on the college’s list of approved drivers. 

❑ B. There are a maximum number of individuals allowed in specific college vans. Check to make 

certain the van you requested is the appropriate size vehicle. 

❑ 6. Only registered Florida State College at Jacksonville students and approved college staff are permitted 

to travel in a college van. Should a club advisor choose to bring a spouse or other family members on 

the trip, it is entirely at his or her expense. 

❑ 7. The advisor must submit receipts and assist in reconciling the trip with Student Life & Leadership no 

later than two business days after returning from the trip. Checks will be issued in ten days or less based 

on Friday and Wednesday cutoffs. 
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Florida State College at Jacksonville  
Student Organization 
Fundraising for Nonprofit Agency Procedures 

 

For Florida State College at Jacksonville (FSCJ) Student Organizations that desire to fundraise for a nonprofit 
agency as well as national efforts/movements, please review the following steps:  
1. Identify the nonprofit agency that your student organization would like to support. 

2. To ensure that there are no conflicts of interest with the FSCJ Foundation donor base, please send the 

name of nonprofit you would like to support to foundation@fscj.edu.  

a. Please provide the following information: 

i. Name of Student Organization: 

ii. Name of Nonprofit Agency fundraising will benefit: 

iii. Kind of fundraising efforts that will occur: 

iv. Date(s) that fundraising efforts will occur:  

3. Allow for the Foundation to review the submission and comment when necessary before starting to 

fundraise for the requested nonprofit. 

4. If you receive approval from the Foundation, please work with your Student Organization Advisor and 

campus Student Life & Leadership office for logistical support of the fundraising. 

5. If the nonprofit agency is not able to enter their information into the eSupplier system, request a W-9 and 

ACH form from Student Life & Leadership to send the nonprofit to complete the forms.  Send the 

completed forms to Student Life & Leadership to have the nonprofit agency entered into the College’s 

finance system. 

6. Deposit the funds raised in your Student Organization account.  Contact your Student Organization Advisor 

or campus Student Life & Leadership office for more information.  

7. Submit a Purchase Request Form and Student Organization Expenditure Form to your Student Life & 

Leadership office in order to send the donation to the nonprofit agency that you fundraised for. 

8. Please be aware that if nonprofit agency is not currently in the FSCJ finance system, it may take a four 

weeks for the nonprofit agency to be entered into the finance system and for payment to be made.  Please 

plan ahead. 

If you have any questions, please do not hesitate to contact Student Life & Leadership at 
getinvolved@fscj.edu.  
 
 
 

 

  

mailto:foundation@fscj.edu
mailto:getinvolved@fscj.edu
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Student Organization  
Donation Solicitation Procedures  

 
If a Florida State College at Jacksonville (FSCJ) student organization solicits donations from a business or 
individual who is not seeking for the donation to be tax deductible, the student organization can work with 
Student Life & Leadership to simply deposit the donation into their designated Fund 6 account. 
 
If the business or individual making the donation to the FSCJ student organization is seeking for the donation 
to be tax deductible, they need to make the check payable to and mail it to: 
 

Florida State College at Jacksonville Foundation, Inc. 
501 West State Street, Suite 104 
Jacksonville, Florida  32202 

 
The donor should indicate on the check for which student organization the funds are to be deposited. 
 
The student organization receiving the donation shall notify Student Life & Leadership at getinvolved@fscj.edu 
that donation has been mailed to the FSCJ Foundation for the benefit of their organization. 
 
Student Life & Leadership will contact the FSCJ Foundation at foundation@fscj.edu to verify that the donation 
has been received.  Upon receipt of the funds in the FSCJ Foundation, the Foundation shall transfer those 
funds to the student organization’s designated Fund 6 account. 
 
Foundation staff shall prepare and send a tax deduction letter that the business can use to report their 
donation(s). 
 
If you have any questions, please do not hesitate to contact Student Life & Leadership at 
getinvolved@fscj.edu.  
 
 
 
  

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

mailto:getinvolved@fscj.edu
mailto:foundation@fscj.edu
mailto:getinvolved@fscj.edu
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QuickPay Link  
Request Form 

                                                                                                 
1. Student Organization Name: _______________________________________________________________________ 

 
2. Name of Event: __________________________________________________________________________________ 

 
3. Budget synced with QuickPay Link (There must be a designated Fund 6 in order for a QuickPay Link to be created): 

Fund 06 / Org Unit 2000006 / Department ______ / Account 2110000 

 
4. Desired date range for the QuickPay Link to be open (Cannot exceed one academic term): _____________________ 

_______________________________________________________________________________________ 
 
What do you want included on the QuickPay Link: 
 
__ Description of the event: ___________________________________________________________________ 
      _______________________________________________________________________________________ 
__ Name of person making donation 
__ Date donation was made 
__ Student EMPL ID (if you want to track student use) 
__ Student Cell Phone Number 
__ Emergency Contact Name & Phone Number 
__ I have reviewed the Expectiations of Student Conduct found in the current FSCJ Catalog and understand  
      these expectations apply during student travel. 
__ Other: __________________________________________________________________________________ 
      _______________________________________________________________________________________ 
 
Please send the form to Student Life & Leadership at getinvolved@fscj.edu.  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:getinvolved@fscj.edu
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Activity & Service Fee Collegewide Funding Application 

STUDENT ORGANIZATION & PERFORMING GROUPS 

 

This form is for student organizations and performing groups to request funding for the 2017-2018 fiscal year. 

 

Advisor’s Name:  

Student’s Name:  

Organization Home Campus:  

Advisor’s Email:  

Student’s Email:  

Student’s Role/Title in Organization:  

 

 

Both the student and advisor have watched the proposal training video or attended an A&S fee funding request training 

session. 

Yes 

No - If you are having trouble viewing the video or have not attended a training session, please contact Jamie 

Ayres 904-646-2009 or Kerry Roth 904-256-6985 to make arrangements for training.  Proposal Training is 

REQUIRED PRIOR TO SUBMITTING PROPOSALS. 

 

What is the proposed timeframe for the funding? 

One-time funding within the fiscal year. 

Funding to be utilized throughout the fiscal year. 

 

Project Overview: 
 

Title of the Request/Project:  

 

 

 

Purpose of the Organization/Mission of the Department:  

 

 

 

 

Briefly Describe the Project for which Funding is Being Requested:  

 

 

 

 

https://fscj.mediaspace.kaltura.com/media/AS+Fee+Funding+Training+Spring+2017/1_rpssi434
https://fscj.mediaspace.kaltura.com/media/AS+Fee+Funding+Training+Spring+2017/1_rpssi434
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Intended Learning Outcome(s): Minimum of Three 

Ex. As the result of participating in this project, students will be able/know how to… 

Learning outcome handout available upon request. 

1.   

2.   

3.   

 

Intended Audience/Primary Beneficiary of Funding: 

FSCJ Students 

FSCJ Staff/Faculty 

Entire FSCJ College Community 

Off Campus Community 

 

Anticipated Logistic Support Needed from Student Engagement:  

Instructions for Facilities/Lodging Reservations 

Instructions for Student Travel; transportation arrangements (fuel, airline, college van, rental car) 

Information on purchases/vendors 

Assessment/Documentation Support 

Other:  

 
 

 

Charter Information: 

This organization has had active, uninterrupted membership and a current charter for: 

1 academic year or less 

2-4 academic year 

5-9 academic year 

10+ academic years 

Unsure 
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Is this a Nationally Affiliated Organization? 

Yes (list name): ____________________________________________________________ 

No 

Unsure 

 

Is this a Statewide Affiliated Organization? 

Yes (list name): ____________________________________________________________ 

No 

Unsure 

 

Approximate Number of FSCJ Students Who Directly Benefit from this Organization: 

_____________ 

 

How has the Organization Been Involved with the Community? (ex. Fundraising, Supply Drives, 

Volunteerism, or N/A) 

 

 

 

How has the Organization Reached Out to Campuses besides the Primary Campus? 

 

 

 

Describe the Impact this Organization has had on the FSCJ Student Body: 

 

 

 

Describe the Contribution(s) this Organization has made to FSCJ.  Include any national or state recognition(s) 

(awards, honors, etc.): 

 

 

 

Please note: Within 30 days of the completion of student travel, a written reflection by each traveling student must be 

submitted to Jamie Ayres (j.ayres@fscj.edu).  This reflection needs to address the impact of the experience and its 

connection to a student’s academic and life-long learning experiences. Failure to submit this reflection will impact 

future funding applications. 

  

mailto:j.ayres@fscj.edu?subject=Student%20Reflection
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BUDGET WORKSHEET: 
 

Date Funding is needed: _____________*please note that funds are typically available July 30-May 30 
 

GENERAL EXPENSES 

Type of Expense: Details: Cost: 

Apparel:   

Contract for Services:   

Organizational Dues/Memberships/Annual 

Contracts/National/State Chapter Dues: 

(no individual member dues) 

  

Departmental 

Equipment/Electronics/Furnishings: 

  

Food & Drink (Refreshments):   

Long-term Contracts or Service Agreements:   

Printing/Publications:   

Promotional Materials:   

Recognition Items:   

Short-Term Rentals:   

Supplies:   

Retreat Costs:   

Other:   

   

TOTAL GENERAL EXPENSES: $ 

 

STUDENT TRAVEL EXPENSES 

Type of Expense: 

Details: 

(number of students, number of hotel rooms, 

length of stay) 

Cost: 

Lodging/Hotel Cost:   

Transportation Costs: 

(Mileage, Airline Ticket, etc.) 

  

Per Diem:   

Fuel:   

Parking:   

Participation Registration:   

TOTAL TRAVEL EXPENSES: $ 

  

ANTICIPATED SUPPLEMENTAL FUNDING 

Type of Funding: Details: Amount: 

Fundraising:   

Student Contributions:   

Grant Funds:   

FSCJ Foundation:   

Department Funds:   

Other:   

TOTAL ANTICIPATED SUPPLEMENTAL FUNDING: $ 

 

TOTAL REQUEST from A&S FEE COMMITTEE: $ 
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By signing this form, you confirm that you are either the organization's advisor or an active student member. By 

submitting this request, you confirm that you have reviewed FSCJ APM: 6Hx7-11.2: Student Activities.  In 

which it explains: 

 

 

 
 

 

 

 

 

 

 

 

 

 

As well as the Florida State Statute 1009.23(7) which states: 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I HAVE ANSWERED ALL QUESTIONS COMPLETELY, WITH ACCURACY AND TO THE BEST OF 

MY ABILITY. 
 

Signature of Student:  Date:  

Signature of Advisor:  Date:  

  

 
 

 

 

 

 
 

 

The College President is authorized to establish, or cause to be established, 

procedures for the approval of student organizations and clubs using the College 

name including student organizations and clubs funded by Student Activity Fees or 

College Funds. These procedures shall address the activities and conduct of these 

student organizations and clubs including the accounting of funds. A. Any 

organization or club established pursuant to this Rule shall comply with applicable 

laws, ordinances, rules and policies. Any violation of a law, ordinance, rule or 

policy, on or off campus by the organization or club may result in the imposition of 

penalties, including the rescission of the authorization for the student organization 

or club to operate under the sanction of the College. 

 

Each Florida College System institution board of trustees may establish a separate 

activity and service fee not to exceed 10 percent of the tuition fee, according to 

rules of the State Board of Education. The student activity and service fee shall be 

collected as a component part of the tuition and fees. The student activity and 

service fees shall be paid into a student activity and service fund at the Florida 

College System institution and shall be expended for lawful purposes to benefit the 

student body in general. These purposes include, but are not limited to, student 

publications and grants to duly recognized student organizations, the membership 

of which is open to all students at the Florida College System institution without 

regard to race, sex, or religion. No Florida College System institution shall be 

required to lower any activity and service fee approved by the board of trustees of 

the Florida College System institution and in effect prior to October 26, 2007, in 

order to comply with the provisions of this subsection. 
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OPS Contract Procedures 
“Other Professional Services” contract which are used to pay vendors.  Vendor needs to fill out and sign 
the OPS-Contract digitally through an e-signature rather than printing and physically signing the 
document.  This will make it much easier to get the signatures of the VP of Student Success, AVP of 
Student Success, and AVP of Finance.  
 
OPS DEADLINES, CONTRACTOR START DATES & SIGNATURE REQUIREMENTS 

                                           
If the vendor is not currently in the FSCJ finance system, please have them enter their information into 
PeopleSoft using the eSupplier system. Please share this link to begin the process 
http://www.fscj.edu/discover/governance-administration/purchasing/vendor-application   

a. Please copy and paste the above URL into the browser. 

b. Click on esupplier.fscj.edu. This will take the supplier to the registration portal.  

c. Click on “Register as a Supplier” under “Not a Bidder or Supplier”.   

d. This will take the supplier to the registration pages that will need to be filled out. 

If the vendor is not able to enter their information into the eSupplier system, please share the W-9 and ACH 

form in the Student Organization Handbook with the vendor to complete.  Send the completed forms to 

Student Life & Leadership to have the nonprofit agency entered into the College’s finance system. 

Please be advised that an OPS Contractor cannot officially begin work until all signatures have been 
obtained by the following: 

• If below $1,000.00: 1) Budget Admin, 2) Supervising Admin, 3) Exec. Chair/or Appropriate VP and  
the 4) AVP of Finance 

• If $1,000.00 and more: All signatures listed above plus: 5) Appropriate VP and 6) College President 
 

The OPS Contract coordinator will be responsible for gaining signatures from the Budget Admin, 
Supervising Admin and Exec. Chair/or Appropriate VP.  For signatures from all other parties, please email 
send to Tracy James for routing. Email: tracy.james@fscj.edu or Interoffice Mail to: Tracy James, AO-
307E. 
 
Please begin processing with the perspective vendor at least three weeks prior to contract start date so 
the appropriate signatures can be gathered and the OPS Documents can arrive in the Finance Department 
for signature routing at least one week prior to the contract start date. 
 
Please be advised that signatures grant permission for an OPS contractor to officially begin work, 
therefore, a contractor is not permitted to start work until all required signatures have been 
obtained. 
   
Vendor should provide an invoice on date of service.   This invoice is matched with the already completed 
and signed OPS contract, and these documents are uploaded and used to do the voucher for payment. 
 
Lastly, please use the revised OPS Contract dated 12/07/2016. To locate log into my.fscj.edu. Click 
Resources and Other Personal Services under the Financial Forms section.  

 
Revised March 5, 2018 

 

 

 

http://www.fscj.edu/discover/governance-administration/purchasing/vendor-application
mailto:tracy.james@fscj.edu
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Authorization Agreement for Direct Deposits (ACH) for Vendor Payments 
 

Action:  □ START   □ CHANGE   □ CANCEL 
 

PAYEE/AGENCY INFORMATION (Required) 
 

Company/ Individual Name: ______________________________________________________________  

Contact Name: _________________________________   Federal Tax ID #: ________________________  

Street Address/ P.O. Box: ________________________________________________________________  

City: ___________________________________ State: ______________ Zip+4: ___________-_________  

Phone: ____________________ Fax: ____________________ Email: _____________________________ 
 
If your remittance address is different from your mailing address, please use the space below to provide your remit to 
address. It is necessary that this section be filled out completely.  
 

 
Vendor’s Remit to Mailing Address (include zip code):  
Company/ Individual Name: ______________________________________________________________  

Street Address/ P.O. Box: ________________________________________________________________  

City: ___________________________________ State: ______________ Zip+4: ___________-_________  

Financial Information – Please Print 
 

Account Name: _____________________________ Bank Name: ________________________________ 

Routing Number: ___________________________ Account Number: ____________________________  

Type of Account: □ Checking  □ Savings       Remittance Email: _______________________________ 

DIRECT DEPOSIT AUTHORIZATION AGREEMENT 

This form authorizes Florida State College at Jacksonville (FSCJ) to initiate direct deposits of funds to the account and finance institution indicated 
above. I acknowledge that the origination of ACH (Automatic Clearing House) transactions to the account indicated above will comply with the provisions 
of US law. 
I understand that: 

• It is my responsibility to provide correct bank routing/account numbers and to verify payments have been credited to my account. Florida 
State College at Jacksonville assumes no liability for overdrafts for any reason. 

• In the event my financial institution is not able to deposit any transfer to my account, Florida State College at Jacksonville cannot issue the 
funds to me until said funds are returned by my financial institution. 

• This authorization will override any previous authorization and will remain in effect until: a) revoked by my written request; or b) notification is 
sent by my bank that the account number is no longer valid. 

• The only notification to me of the ACH deposits will be by e-mail and it is my responsibility to provide an active e-mail address and to update 
this address as needed.  

 

Print Name of Authorized signature: __________________________ Date: _________________ 
 

Signature: ___________________________________________ Title: _____________________  
 
Submit Form:   Mail Form:    Email: 
Any Campus Business Affairs Office Florida State College at Jacksonville          Emshammo@fscj.edu  
    Attn: Accounts Payable-Eileen Shammo 

501 W. State Street, Room 306 
Jacksonville, FL 32202 

 

 

 

 

 

 

 

mailto:Emshammo@fscj.edu
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How to sign an OPS Contract Adobe PDF with a Digital ID  
 
Step 1. Click on a signature line.  The signature line will have a red arrow on the line. 

 
 
Step 2. After clicking on the signature line, a “Sign with a Digital ID” box will appear.  If you have 
already created a Digital ID file, click on continue and follow Steps 7-12.  If you have not created a 
Digital ID yet, click on “Configure New Digital ID”. 

 
 
Step 3. Select “Create a new Digital ID” (the choice on the bottom) and click “Continue”. 
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Step 4. Select “Save to File” and click “Continue” (unless you want to save the Digital ID to the 
Windows Certificate Store). 

 
 
Step 5. Type your name in the red box next to “Name”.  Type the name of your organizaitonal unit (e.g. 
Student Engagement, danceWORKS, Jazz Band, etc.).  Type FSCJ for the “Organization Name”.  Type 
your email address in the red “Enter Email” box.  Click “Continue”. 
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Step 6. Give your Digital ID a password by typing into the red box titled “Apply a password to protect 
the Digital ID” and type the password again the red box titled “Confirm the password”. 

 
 
Step 7. Chose the Digital ID file you just created and click on “Continue”. 
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Step 8. Enter the password you created in the red box in the lower left corner titled “Enter the Digital ID 
Pin or Password” and click the blue “Sign” button. 

 
 
Step 9. Save the document to your computer. 

 
 
Step 10. Your signature should appear on the document.  

 
Step 11.  Double check that the signature was saved to the document and to where you want to be on 
your computer. 
 
Step 12.  Email the document to your campus Student Life & Leadership Administrative Specialist so 
they can forward the document on for other Digital ID signatures. 
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Steps to Creating Facebook Groups 

 

How do I create a group? 

To create a group: 

1. From your Facebook profile home page, go to the Groups section on the left side menu 
and click Create Group. 
 

2. Click + Create New Group at the top of the page. A window will appear, where you'll be 
able to add a group name, add members and select the privacy settings for your group. 
You can choose to have the group as public or private, we will leave that up to your 
discretion. 

 
3. Click Create when you're done. 

 
Once the group is created, you'll be taken to the group. To get started, click  at the top right of the 
group and select Edit Group Settings. From here you can add a group description, tags, set a group 
email address and add a group picture. Please use your best judgment as you are creating the 
descriptions and selecting group pictures. Pictures should be related to the Group purpose, or use the 
Florida State College at Jacksonville logo.  

As you create groups, please include me as an administrator. My Facebook profile is Kelly Bell 
Thurlow or Kelly.bell.c@gmail.com. This is just to ensure oversight. I do not anticipate 
micromanaging these pages. 

 

See screen shots on the next page for further assistance on creating groups.  
 
If you have any questions, please email Kelly.Thurlow@fscj.edu 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.facebook.com/index.php?lh=Ac8DyDSTmAuokqyX
https://www.facebook.com/help/220336891328465
mailto:Kelly.bell.c@gmail.com
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