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      August, 2012 
 
 
 
 
Dear FVTC Student Organization Advisor: 

 

¢Ƙŀƴƪ ȅƻǳ ŦƻǊ ƛƴǾŜǎǘƛƴƎ ƛƴ C±¢/Ωǎ ǎǘǳŘŜƴǘǎ ōȅ choosing to be a club advisor! As an advisor to one of over 

45 student organizations at the college, you impact the students you advise well beyond their 

graduation day.  I appreciate the investment of time and energy you are making by interacting  with our 

students and assisting them as they develop leadership skills. 

 

 !ƭŜȄŀƴŘŜǊ !ǎǘƛƴΩs theory of student development tells us that 10 years after the college experience, an 

alumni of the college remembers the impact which people and events had on their college experience. 

You are engaging students in our FVTC community and strengthening the life-long ties the college seeks 

to establish.  You are valued and appreciated for going the extra mile and choosing to be a student 

organization advisor. 

 

This Student Organization Advisor Handbook has been prepared for your use as you advise your student 

organization.  It contains valuable information on advisor guidelines and responsibilities, day to day 

student organization operations, funding procedures, expectations for student organizations and 

policies which the organization you advise is required to follow.   In addition, you will find copies of 

required forms needed while advising your student organization. These forms can also be found on the 

Student Life website at www.fvtc.edu/studentlife. Please read this handbook carefully and refer to it 

throughout the academic year. If there are any questions, feel free to contact me in the Student Life 

Center, Room E137. You can also call 920-735-2468, or send an email to barke@fvtc.edu. 

 

Each of the staff members in the Student Life Center look forward to working with you.  Whether your 

student organization is in Appleton or Oshkosh, we are here to support you in your efforts and assist 

you.  We welcome communication from you or any of your organizationΩǎ members.  Once again, I want 

to thank you for your dedication and commitment. Without your efforts, the success of our student 

organizations would be minimal.  
  

Sincerely, 

Vick y  Barke  
Vicky Barke 

Student Life Director 

(920) 735-2468 

barke@fvtc.edu
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STUDENT LIFE MISSION 

 

Student Life engages students through opportunities for development, which 

supplements the academic mission of Fox Valley Technical College to create a 

complete college experience and maintain a diverse student community. 

 
 
STUDENT LIFE VISION 

 
A MODEL OF STUDENT DEVELOPMENT…………. 

 

        Integrity                                   Adaptation to Change                           Diversity 
 
Creative Thinking                                          Team                                   Critical 
Thinking 
 

ΧΧΧ {ƪƛƭƭǎ ŦƻǊ ǎǘǳŘŜƴǘǎΣ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜƛǊ ƭƛŦŜ 
 

 
 
STUDENT LIFE STRATGIC OBJECTIVES 2010-2012 
 

1. Integrate diversity education into Student Life offerings.  
2. Increase student involvement in co-curricular activities by expanding our 

reach to new diverse populations.  
3. Increase collaborative partnerships with instruction to develop co-

curricular offerings.  
4. Provide the necessary development opportunities for student 

employees to be successful in student life and their future work 
environment  

5. Integrate new technology trends to effectively engage students.  
6. Integrate student feedback and assessment to promote continual 

improvement. 
7. Create programs with transparent learning outcomes 
8. Promote sustainability through department initiatives. 
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Student Life Center Information 
 

Location: Appleton Campus 
 Room E137 ς across from the Commons 
 
 Oshkosh Riverside Campus 
 Enrollment Services Area 
 
Student Life Center Hours: 
 

Appleton Campus 
Monday-Thursday, 8:00 a.m. until 6:00 p.m. 
Friday, 8:00 a.m. until 4:00 p.m. 

 
Oshkosh Riverside Campus 
Monday-Thursday, 8:30 a.m. until 4:30 p.m. 
Friday, 8:00 a.m. until 4:00 p.m. 

 
Staff: Appleton 
 
 Student Life Center Desk ς (920) 735-2545 
 Vicky Barke, Student Life Director ς (920) 735-2468; barke@fvtc.edu 
 Rayon Brown, Student Life Specialist ς (920) 735-2500; brown@fvtc.edu 
 Shannon Gerke Corrigan, Student Life Coordinator ς (920) 735-4796; gerkecor@fvtc.edu 
 John Lewis, Student Life Technology Assistant ς (920) 831-4331; lewisj@fvtc.edu 
 Penny Brickner, Student Life Administrative Assistant ς (920) 993-5155;      
    brickner@fvtc.edu 
          Lori Bradish, Student Life Sales & Marketing Assistant ς (920) 735-5727; bradish@fvtc.edu  
          Kim Manteuffel, Connections Manager  
  
 Oshkosh 
 John Rank, Student Life Specialist ς (920) 236-6171; rank@fvtc.edu 
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STUDENT ORGANIZATIONS POLICIES AND GUIDELINES 
 

Student Life policies and procedures are in conjunction with Student Services departmental and college 

policies established by the Fox Valley Technical College Administration and District Board. This is also in 

compliance with policies and procedures established by the Wisconsin Technical College System and the 

Wisconsin State Legislature which includes funding of non-instructional student fee funded programs 

and services.  All clubs and student organizations are governed by these policies and procedures. 

 

Student segregated fees are part of the total fees assessed each student taking program credit classes at 

Fox Valley Technical College. Funds collected must be expended in adherence with Wisconsin State 

Statutes (Wisconsin Act 101, Section 38.145). All expenditures of student segregated fee funds are 

subject to audit and could result in penalties if allocated for non-instructional purposes. The allocation 

of these fees is the primary responsibility of the Student Government Association and is subject to final 

approval by the District Board. Each year these fees finance projects, events, and student organizations 

that are of interest to the student body. In addition, a percentage of these fees are allocated to provide 

ǎŜǊǾƛŎŜǎ ǘƘǊƻǳƎƘ ǘƘŜ ŎƻƭƭŜƎŜΩǎ IŜŀƭǘƘ {ŜǊǾƛŎŜǎΣ {ŜŎǳǊƛǘȅ Services, Student Employment Services and 

Fitness Center departments. 

 

Expenditures of student fee funds provided to student organizations and any other department or 

organization funded by student fees, must meet the following criteria: 

¶ As appropriate, all credit paying students should have the opportunity to participate in the 
services or activities provided by the organizations using segregated funds. Student segregated 
fees are charged to all students taking credit bearing courses. 

¶ Expenditures from student segregated fees may not support an individual scholarship or provide 
direct monetary support to a non-profit organization. 

¶ !ƭƭ ŜȄǇŜƴŘƛǘǳǊŜǎ Ƴǳǎǘ ŎƻƴŦƻǊƳ ǘƻ ŜȄƛǎǘƛƴƎ ²ƛǎŎƻƴǎƛƴ {ǘŀǘǳǘŜǎΣ !ǘǘƻǊƴŜȅ DŜƴŜǊŀƭΩǎ ƻǇƛƴƛƻƴǎ ŀƴŘ 
college policy, including policies set forth by Student Government and/or Student Life. 

¶ All expenditures will be audited and reviewed in a manner prescribed by the District Board. 
 

All recognized student organizations are bound to the Student Organizations Code of Conduct.  This 
conduct policy is a part oŦ ǘƘŜ ŎƻƭƭŜƎŜΩǎ {ǘǳŘŜƴǘ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ ǇƻƭƛŎȅΦ  A copy will be distributed 
annually to all club advisors defining expectations for recognized student groups.  Failure to comply with 
the code of conduct established for recognized student organizations can result in disciplinary action for 
individual members or withdrawal of recognition, suspension of recognition for a specified period of 
time, probation (warning that may lead to a more severe sanction), restriction of privileges, including 
fund raising, prohibited access to club accounts, written reprimand to the Division Dean or restitution 
for any losses caused.  Advisors are asked to share the Student Organizations Code of Conduct policy 
with their respective organizations each semester.  Lǘ ƛǎ ǎǳƎƎŜǎǘŜŘ ǘƘŀǘ ŜŀŎƘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƻŦŦƛŎŜǊǎ 
receive a copy for their use. 
 

Recognized student organizations are part of the ŎƻƭƭŜƎŜΩǎ co-curricular student development program.  
Activities which are sponsored by a student organization, including meetings, are required to be 
outside of class time and will not include instructional objectives where evaluation or assessment 
impacts a grade.   
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It is strongly encouraged to have club members and officers complete documentation for a co-curricular 
transcript.  This can provide important information that can be used as students compile an 
employment portfolio.  The co-curricular transcript lists involvement in co-curricular activities during a 
ǎǘǳŘŜƴǘΩǎ ŎƻƭƭŜƎŜ ŜȄǇŜǊƛŜƴŎŜΦ  Students can request copies of their co-curricular transcript by contacting 
Student Life on either the Appleton or Oshkosh campuses. 
 
CTSO (Career and Technical Student Organizations)  
Several FVTC student organizations are part of the Career and Technical Student Organizations under 
the umbrella of the Wisconsin Technical College System.  These include Business Professionals of 
America (BPA), DECA, Post Secondary Agribusiness Students (PAS) and Skills USA.  These groups have the 
opportunity to compete with other college students in a variety of competitions within their chosen 
field.  Those student organizations affiliated with the CTSO will adhere to all policies created by the state 
organization. Any violations of the CTSO policies will result in college disciplinary action. 
 
 

HOW TO CREATE OR MAINTAIN AN FVTC STUDENT ORGANIZATION 

An objective of C±¢/Ωǎ {ǘǳŘŜƴǘ [ƛŦŜ 5ŜǇŀǊǘƳŜƴǘ is to have a diverse offering of student organizations 
that students may choose to join.  It may be because of their academic choice or a personal interest.  
Students interested in creating a new organization or revitalizing a non-existent organization need to 
comply with the required criteria in order to be a recognized student organization.   Groups which are 
not recognized will not have the ability to sponsor activities on campus, complete fund raisers, elect 
officers, meet as an organized group or receive any funding. Until all the criteria is met and all required 
documentation turned in to Student Life, the group is not a recognized student organization. Following 
are the requirements to be a recognized student organization. 
Á The organization must have a minimum of eight members that are current students.  
Á Members must be enrolled in a minimum of 1 program credit.   
Á Any student enrolled in a minimum of 1 program credit may be a member of any student 

organization on campus regardless of their beliefs. A student organization constitution needs to 
be on file and updated annually with the Student Government Association. 

Á A student organization Plan of Action is developed on an annual basis and is on file with the 
Student Government Association for the current academic year by the date required or within 1 
month of establishment if created during an academic year.  Current organizations not meeting 
the deadline will have club accounts frozen and will not receive SGA funds for meeting 
attendance until the Plan of Action is on file. 

Á Submit on an annual basis a Club Constititution. 
Á A signed student organization advisor contract is on file in the Student Life. The advisor needs to 

be an employee of the college.   Student interns may co-advise if employed by the college if 
there is an employee as a co-advisor. Non employees are not eligible to be an advisor.  A 
student intern may not receive an advisor honorarium or sign off on financial transactions. 

Á The student organization advisor and an officer will jointly complete an end of the year 
honorarium report during the spring semester of the academic year. 

Á A student organization representative must attend at least one Student Government Association 
meeting each semester.   

Á Each student organization needs to complete one community service project annually that 
involves service to a non-profit organization.  Community service can be completed by 
sponsoring an event or participating in an event that benefits a non-profit organization.  The 
focus of the community service should be on helping the community, not the student 
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organization.  Community service does not include receiving funds to benefit the student 
organization.  Cleaning a shop for your program area, volunteering for a student organization 
event or donating funds to a non-profit agency does not constitute a community service project.  

Á Each student organization will submit one article each academic year to the Fox Times. 
Á Each student organization will donate an item for the SGA Silent Auction to raise money for 

scholarships.  
 
Probationary Status for Clubs 
Á Failure to turn in the appropriate documentation by October 12, 2012 will result in a freeze on 

existing student organization funds and non-recognized student organization status.  Once the 
appropriate paperwork is completed and turned in, within 3 business days, funds will be 
accessible and the organization will be recognized as an official student organization.   

Á Failure to attend one SGA meeting a semester or complete a community service project will result 
in a probationary status for the following school year.  A student organization who fails to 
complete the above listed activities for two consecutive years will not be recognized as an 
official organization for a one year period of time and then will be required to turn in the 
appropriate documentation to become recognized.  

Upon submission of the appropriate documentation, the organization is a recognized student 
organization.  Once recognized, the following is also required: 

¶ While attending the Student Government Association meeting and if asked, a member will present 
a club report at each meeting. 

¶ All student organization funds and accounting procedures are done ǘƘǊƻǳƎƘ C±¢/Ωǎ CƛƴŀƴŎƛŀƭ 
Services. At no time will a student organization account be maintained off campus. Student 
organizations will adhere to the policies, timelines and processes requested by the Financial 
Services staff. 

¶ All club or organization activities will occur outside of instructional time.  Members working on 
ǇǊƻƧŜŎǘǎ ǿƛƭƭ Řƻ ǎƻ ƻǳǘǎƛŘŜ ƻŦ Ŏƭŀǎǎ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƻǿƴ ǘƛƳŜΦ  aŜŜǘƛƴƎǎ Ƴŀȅ ƴƻǘ ōŜ included as 
part of class time. All meetings should be held on campus or in public locations.   

¶ Student organization spending will adhere to the guidelines of Wisconsin State Statue 101 and any 
other college policies. 

¶ Student organizations creating a Facebook, Twitter or other social online community page will 
adhere to the policy and agreement form found in the Appendix.  Student organizations using 
online communities for promotional and communication purposes must present the college in a 
respectful and professional manner and maintain current information on the site.  Copies of the 
agreement must be submitted to John Lewis, Student Life Technology Specialist and will be kept 
on file in the Student Life Center.  Failure to have an agreement on file may result in a request to 
remove the online page and be in violation of the Student Organizations Code of Conduct. 

¶ Student organizations may not have a website that is not on the college server and supported 
through a different address than www.fvtc.edu.  Exceptions to this will only be made by the 
Student Life Director and will be at their discretion.  In addition, the website will provide 
information on the college student organization and not link to multiple external organizations 
which are not directly related to an event the group is sponsoring or a site which is directly 
related to the technical college system.  

 

http://www.fvtc.edu/
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FVTC’S STUDENT ORGANIZATION CONSITITUTION GUIDELINES 
 
C±¢/Ωǎ ǎǘǳŘŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴǎ ŀǊŜ required to submit and review their student organization constitution 
on an annual basis.  Each time the constitution is updated, a copy should be sent to the Student 
Government Association and will be kept on file.  All constitutions should include, but are not limited to, 
the following basic information. 
 

1. Name of the organization 

2. Student organization meeting times 

3. Officer positions 

4. By-laws on election of officers and decision making processes/procedures 

5. Resignation or withdrawal of an officer 

6. Role of the advisor 

7. Organizational structure of the organization 

8. Purpose and mission of the organization 

9. Contact information 
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STUDENT ORGANIZATIONS CODE OF CONDUCT 
 

The Student Organizations Code of Conduct is the Student Services departmental policy regarding 
recognized student organizations on campus.  It is a collaborative effort between the Student 
Government Association and the Student Services Division.  This policy is designed to encourage a safe, 
healthy and educational environment for student organizations and its members to carry out the 
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇǳǊǇƻǎŜ ŀƴŘ ƳƛǎǎƛƻƴΦ  ¢ƘŜ ŎƻŘŜ ƻŦ ŎƻƴŘǳŎǘ ƛǎ ƛƴŎƭǳǎƛǾŜ ƻŦ ŀƭƭ ŀŎǘƛǾƛǘƛŜǎ ǿƘƛŎƘ ŀǊŜ 
sponsored by a recognized student organization which occur on or off campus.  Student Life has the 
right to randomly visit club meetings and activities at any time. 
 
The Student Organizations Code of Conduct applies to all recognized student organizations, including 
athletics. A recognized student organization has eight student members in good standing (enrolled in a 
minimum of 1 program credit), an FVTC staff advisor, an organization constitution and a Plan of Action 
for the current academic year on file. Additionally, all athletic teams are considered a recognized 
student organization. Recognized student organizations are the only student groups that may sponsor 
activities and events, participate in fund raising, receive student segregated fee funding and use the 
college name with the name of their organization. 
 
All recognized student organizations must adhere to the following code of conduct:  

¶ Recognized student organizations and its members must follow the guidelines of Wisconsin 

State Statute 101 regarding funding.  Inappropriate use of organizational funds will not be 

tolerated. 

¶ Recognized student organizations and its members must follow the guidelines of Wisconsin 

State Statute 101 when conducting activities.  Those activities are to be non instructional and 

occur outside of classroom time with no assessment contributing to a class grade. 

¶ Recognized student organizations must maintain a financial club account through the college 

and follow all financial policies and processes for deposit and payment of club dollars. 

¶ Recognized student organizations and its members must honor and respect all other student 

organizations and its members by not creating a hostile or unsafe environment in general or 

during any club activity or event, or promotion of any event.  

¶ Recognized student organizations will follow all local, state or federal laws. 

¶ Recognized student organizations and its members will not participate in any offensive or 

disorderly act or display which interferes with the rights of others inclusive of harassment, 

threats, physical abuse, intimidation or the threat of physical abuse, including bias-related 

incidents. 

¶ Recognized student orgŀƴƛȊŀǘƛƻƴǎ ŀƴŘ ƛǘǎ ƳŜƳōŜǊǎ ǿƛƭƭ ŀŘƘŜǊŜ ǘƻ ǘƘŜ ŎƻƭƭŜƎŜΩǎ !h5! ǇƻƭƛŎȅ ŀƴŘ 

any other alcohol related policy which governs a conference, activity or event. 

¶ Discrimination is prohibited on the basis of race, religion, color, ancestry, ethnicity, gender, 

marital status, pregnancy, national origin age, mental or physical disability sexual orientation, or 

veteran status.   

¶ Recognized student organizations and its members will submit a signed Student Extracurricular 

Travel Conduct Code for each event which requires overnight travel.  Forms will be delivered to 

Student Life prior to departure for the event. 
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¶ Recognized student organizations will prohibit its members from participating in travel in cases 

where a member owes the college for unpaid fees. 

¶ Recognized studenǘ ƻǊƎŀƴƛȊŀǘƛƻƴǎ ŀƴŘ ƛǘǎ ƳŜƳōŜǊǎ ǿƛƭƭ ŀŘƘŜǊŜ ǘƻ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ŎƻƳǇǳǘŜǊ ǳǎŀƎŜ 

policy and Student Life guidelines regarding online social communities. 

¶ Recognized student organizations will not knowingly violate the terms of any disciplinary 

sanction. 

¶ Recognized student organizations or its members will not participate in lewd, indecent or 

obscene behavior including the use of profanity. 

¶ Recognized student organizations or its members will not participate in theft or the destruction 

of property. 

¶ All officers of a recognized student organization must be enrolled in a minimum of three credits 

and be in good academic standing with a minimum of a 2.0 cumulative GPA within the last five 

years and must maintain a 2.0 each semester while in office.    

¶ Recognized student organizations or its members will adhere to all fund raising requirements 

per Student Life policy. 

¶ Recognized student organizations or its members will adhere to all college policies, including 

those developed by Student Life regarding recognized student organizations. 

¶ Recognized student organizations who are affiliated with the CTSO (Career and Technical 

Student Organizations) will adhere to the policies governing the CTSO and individual 

organization including all alcohol related policies. 

¶ Recognized student organizations will complete a minimum of one community service project 

per academic year. 

¶ Recognized student organizations will attend a minimum of one Student Government 

Association meeting per semester to remain a recognized student organization. 

 
Application of the Code of Conduct 
The Student Life Department will exercise jurisdiction over recognized student organizations and 
member conduct, including athletics and club sports.  Individual organization members in violation may 
also be in violation oŦ ǘƘŜ ŎƻƭƭŜƎŜΩǎ {ǘǳŘŜƴǘ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ ŀƴŘ Ƴŀȅ ōŜ ǎǳōƧŜŎǘŜŘ ǘƻ ŀŘŘƛǘƛƻƴŀƭ 
disciplinary action. 
 
Sanctions may be imposed on student organizations found responsible for violating the Student 
Organization Code of Conduct.  Sanctions may include actions such as withdrawal of recognition, 
suspension of recognition for a specified period of time, probation (warning that may lead to a more 
severe sanction), restriction of privileges, including fund raising, frozen club accounts, written reprimand 
to the Division Dean or restitution for any losses caused. 
 
Conduct that threatens the safety or security of the college or its community, disrupts the function of 
the college or creates a hostile environment, is within the jurisdiction of this code, regardless of whether 
it occurs on or off the college campus.  
 
²ƘŜƴ ǘƘŜ {ǘǳŘŜƴǘ [ƛŦŜ ŘŜǇŀǊǘƳŜƴǘ ǊŜŎŜƛǾŜǎ ŀ ǊŜǇƻǊǘ ƻŦ ŀ ǎǘǳŘŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀƭƭŜƎŜŘ ƳƛǎŎƻƴŘǳŎǘΣ 
written or verbally, an investigation will occur.  The Student Life Director will send written notification to 
the club advisor and president of the organization to notify them of the alleged charges and to schedule 
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a meeting to discuss the allegations.  If the organization is found responsible for the alleged misconduct, 
sanctions may be issued.  Notification of any sanctions will occur within 5 business days of the meeting.  
 
 If the club advisor or the president of the organization believes due process rights have been violated or 
the sanction is too excessive, they may submit a written request to the Vice President, Student and 
Community Development to have the case reviewed within 5 business days of being notified of the 
sanction.  The Vice President of Student and Community Development will notify the club advisor, 
president of the organization and the Student Life Director of the final decision within 10 business days 
of receiving the written request.  
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ADVISORS OF STUDENT ORGANIZATIONS 
 

Who is an Advisor? 
Every recognized student organization is required to have aƴ ŀŘǾƛǎƻǊΦ  ²Ƙŀǘ ƛǎ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ 
commitment to advising?  What are the requirements or the authority of an advisor?  Is there 
compensation?  The following provides the policies regarding advisors. 
 
Requirements 
Á Student organization advisors must be an employee at Fox Valley Technical College 
Á Advisor assignments are on a voluntary basis and are not part of a work load. 
Á All advisors are required to participate in advisor orientation at the start of each academic year. 
Á Advisors do not need to be affiliated with an academic discipline. 

 
Authority/Supervision 
Á Appointment and/or removal of an advisor will be at the discretion of the student membership of 

the club or organization with final approval by the Student Life Director and Vice-President of 
Student and Community Development. 

Á The Student Life Director, in cooperation with the advisor of record, will be responsible for 
supervision of the faculty or staff person solely within his or her role as club/organization 
advisor in accordance with established College policies and procedures.  

Á Expenses incurred by a faculty or staff person that are to be paid through club/organization or 
student activity monies can be reimbursed as approved by Financial Services or the Student Life 
Director. Expenses incurred by a faculty or staff person that would be paid out of division 
monies, can be reimbursed as approved by his or her direct supervisor. 

 
 
Advisors are required to receive approval from their supervisor or academic dean to advise a recognized 
student organization.  Each academic year, advisors are asked to sign an advisor contract where the 
advisor agrees to fulfill the role of advisor and follow policies and procedures for student organizations 
ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ŎƻƭƭŜƎŜΦ   ¢ƘŜ ŀŘǾƛǎƻǊΩǎ ǎǳǇŜǊǾƛǎƻǊ ƻǊ ŀŎŀdemic dean is also asked to sign the contract.  The 
supervisor or academic dean must sign the contract in order for the staff member to carry out advisor 
responsibilities and receive an honorarium.  ²ƛǘƘƻǳǘ ǘƘŜ ŀŘǾƛǎƻǊΩǎ ŀŎŀŘŜƳƛŎ ŘŜŀƴ ƻǊ ǎǳǇŜǊǾƛǎƻǊΩǎ 
signature, they may not be a club advisor. 
 
Advisor Funding 
The appreciation and gratitude we have for student organization advisors extends beyond written 
words.  Although not nearly enough, a small gratuity or honorarium is paid on an annual basis. It is not 
meant to be a payment for professional services, but a token of appreciation. Each advisor is provided 
with a base of $350 per year plus incentive bonuses for the student organization accomplishments 
during the current academic year.  
 
Advisors earn a specific number of points for time provided at club activities and accomplishments of 
the organization. Each point is worth $50, which is added to the base of $350 per year. Additionally, 
advisors receive $75 for attending the required annual advisor meeting. If there are two or more 
advisors, the honorarium will be split equally.  A copy of the honorarium formula is provided in the 
Appendix. 
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Near the completion of the academic year, an honorarium report needs to be filled out and submitted 
to the Student Life Director.  Honorarium forms are sent via email to advisors by April 15 and need to be 
submitted by May 6 of each academic year.  Failure to turn in a form by May 31 may result in non-
payment. Failure to submit a form by June 15 will result in non-payment. 
 
The Role of an Advisor 
The role of an advisor varies, but it is an important one. The ǎŎƻǇŜ ƻŦ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀŎǘƛǾƛǘƛŜǎΣ ǘƘŜ 
effectiveness of its officers, the time commitment of the members and advisor as well as other factors 
determines ǘƘŜ ƴŀǘǳǊŜ ƻŦ ŀƴ ŀŘǾƛǎƻǊΩǎ ƛƴǾƻƭǾŜƳŜƴǘ ǿƛǘƘ ǘƘŜ ƎǊƻǳǇΦ Advisors should never be just a 
signatory on required forms. 
 
Lƴ ǎƘƻǊǘΣ ŀ ƎƻƻŘ ŀŘǾƛǎƻǊ Ŏŀƴ ƘŜƭǇ ƴǳǊǘǳǊŜ ōƻǘƘ ǘƘŜ ƳŜƳōŜǊǎΩ ŀƴŘ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǎǳŎŎŜǎǎΦ 
 

STUDENT ORGANIZATION ADVISOR RESPONSIBILITIES 
 

In order for a student organization to be available for students and effective in its role to develop 
students in a co-curricular environment, it is paramount that the advisor meets the following basic 
responsibilities. 
 
1. Advise student organization members to plan and meet objectives/goals. 

2. Guide the student organization in social functions as to always bring respect to the student 

 organization. 

4. Attend all student organization meetings. 

5. Advise student organization on all financial aspects. 

6. Assist student organization in looking for educational programs or projects to develop each  

 member. 

7. Attend external trips or activities planned. 

8. Assist students in competition areas should they compete. 

9. Supervise fund raising events. 

10. Encourage/promote participation in college sponsored activities. 

11. Supervise community service projects. 

12. Educate and assist members  to adhere to college policies and procedures with any supporting 

documentation that is required, specifically for financial transactions. 

 13. Adhere to the Student Organizations Code of Conduct. 

 
The following functions and responsibilities should direct the advisor toward appropriate behaviors and 
roles within the group. 
 

1. The advisor should work with, but not direct the activities of the group. These recognized 
groups are student organizations that should be led by students. !ƭǘƘƻǳƎƘ ǘƘŜ ŀŘǾƛǎƻǊΩǎ ǊƻƭŜ ƛǎ 
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not regulatory or disciplinary, the advisor has a responsibility to both the college and the 
organization to keep everȅƻƴŜΩǎ ōŜǎǘ ƛƴǘŜǊŜǎǘǎ ƛƴ ƳƛƴŘΦ !ǘ ǘƛƳŜǎΣ ǘƘŜ ŀŘǾƛǎƻǊ Ƴŀȅ ƴŜŜŘ ǘƻ 
remind student members of code of conduct or college policies so violations do not occur. The 
advisor should ǿƻǊƪ ǿƛǘƘ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ officers to establish and maintain group standards 
and regulations for conduct. 

 
2.    Occasionally, there may be times when an advisor can lend assistance in emergency or other 

problematic situations facing the organization. Although this type of intervention is not often 
ŎŀƭƭŜŘ ŦƻǊΣ ǘƘŜ ŀŘǾƛǎƻǊΩǎ ƎƻƻŘ judgment can be the saving grace in the event of mishaps, internal 
conflict, or personal crisis. 

 
3.  The advisor should assist the student organization in developing realistic goals for the academic 

year which contribute to the development of members. The advisor should remember it is the 
task of the active members to operate the organization and determine the goals. An advisor 
ǎƘƻǳƭŘ ƴƻǘ ŘŜǘŜǊƳƛƴŜ ǘƘŜ ƎǊƻǳǇΩǎ ƎƻŀƭǎΦ Removing this responsibility would deprive them of an 
important educational experience. 

4.    The advisor should be aware of all plans and activities of the student organization and inform 
the organization of any college policies that may impact these plans. The advisor has a 
responsibility to the officers to make them aware of what the policies are, why they exist, and 
how to follow them. Questions on policies can be referred to the Student Life Staff. Students are 
encouraged to meet on campus and do not need an advisor at a meeting on campus. 

5.    The advisor should assist the group in evaluating programs and the organization. The advisor 
should provide constructive criticism when necessary and offer words of praise for work well 
done.  On a reciprocal note, the advisor should ask for constructive criticism from the members 
in order to improve the organization. 

 
6.    The advisor can offer ideas for projects and student organization functions, but may not 

decide on a program or planning process. ¢Ƙƛǎ ƛǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘŜŎƛǎƛƻƴΦ  This is the ǎǘǳŘŜƴǘΩǎ 
decision. Advisors should make sure that student organization members contact any 
appropriate staff when scheduling an event or project. 

 
7.    The advisor or a designated FVTC staff member is required to attend any student organization 

functions which occur off campus due to liability issues and to ensure the code of conduct is 
followed. 
 

Advisor Responsibilities to Individual Student Members 
1.    The advisor should help the student find balance between their academics and their student 

involvement, with a priority placed on academics.  Officers of a recognized student organization 
must maintain a 2.0 G.P.A. each semester and be enrolled in 3 program credits.  Student 
organizations are encouraged to put an academic standard in the student organizationΩǎ 
constitution for all members. 

2.    The advisor should encourage each student member to participate in as well as plan events and 
activities. 

3.    The advisor should encourage students to accept responsibility for specific roles and 
responsibilities, making student members accountable for any roles they volunteer for. 
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Limitations of an Advisor 
All advisors are bound in their role by certain limitations: 
 

1.     Advisors may not have sole access to student organization funds. Although advisors may assist 
in overseeing ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŦƛƴŀƴŎŜǎΣ the advisor may not engage in any financial 
transaction on behalf of the student organization without  communicating with the student 
leadership or have an officer or member signature.  At any time, a student organization officer 
has the ability to ask for and have the advisor run a copy of the student organization account 
statement. 

 
2.    Advisors must comply with Wisconsin State Act 101 in the use of student segregated fees. Each 

student organization should keep an accounting record separate from the account provided by 
Financial Services. Student organization accounting records should reflect the use of segregated 
fees as well as fund raising monies. Questions on the correct use of student organization monies 
can be directed to the Student Life staff. 
 

3.    Advisors may not use any club activity as part of the instructional process where assessment and 
evaluation are part of the official student record.  All club activities, including meetings, will not 
be held during class times. 
 

Legal Liability of Advisors 
As an advisor of a student organization, be aware that student organization functions, whether they are 
of a social or educational nature, carry certain legal responsibilities. The student organization activities 
are considered college sponsored events and must follow FVTC policies and any state or federal 
regulations. 
 
aŀƴȅ ŀŘǾƛǎƻǊǎ ōŜƭƛŜǾŜ ǘƘŜȅ Ŏŀƴƴƻǘ ōŜ ƭƛŀōƭŜ ŀǎ ƛƴŘƛǾƛŘǳŀƭǎ ǿƘŜƴ ŀŎǘƛƴƎ άƛƴ ǘƘŜ ƭƛƴŜ ƻŦ ŘǳǘȅΣέ ƻƴƭȅ ǘƘŜ 
college is liable. This is not necessarily the case; it is critical to realize that as an advisor, you may be held 
personally liable. All student organization ŀŘǾƛǎƻǊǎ ǎƘƻǳƭŘ ōŜ ƪƴƻǿƭŜŘƎŜŀōƭŜ ŀōƻǳǘ C±¢/Ωǎ ǇƻƭƛŎƛŜǎ ŀƴŘ 
aware of their potential liabilities. 
 
With this in mind, some things to remember: 
Á Individuals as well as institutions are frequently liable. 
Á Do not apologize to students for policies with which you personally disagree.  This may be 

misinterpreted. 
Á Do not hesitate to call security or in the case of off campus activities, local law enforcement 

personnel if a disruptive or illegal situation presents itself. 
Á If a situation arises where you are unsure of your legal responsibilities, or disciplinary action is 

needed, contact the Student Life Center for assistance and follow the appropriate procedures 
which will require filling out an incident report upon your return to campus. An emergency 
contact number for Vicky Barke after normal business hours is 920-954-8854 or 920-540-4096. 
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STUDENT ORGANIZATION FINANCIAL INFORMATION 
 
Each recognized student organization is required to have a financial account in Financial Services.  
Funding can be derived from several sources.   All financial transactions will be completed in accordance 
with processes and policies ŜǎǘŀōƭƛǎƘŜŘ ōȅ C±¢/Ωǎ CƛƴŀƴŎƛŀƭ {ŜǊǾƛŎŜǎΦ 
 
Kayla Damico, Financial Services, is the contact for questions regarding student organization accounts. 
Advisors should be the liaison between the student organization and Financial Services directing 
students through the required processes.  Student organization members should not contact Kayla 
Damico directly but work through the advisor.  AŘǾƛǎƻǊǎ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ǘƘŜƛǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀŎŎƻǳƴǘ ōȅ 
using the report system found on the intranet and can keep members informed of account balances.   
 
Student organization funding can be received from student segregated fees, donations or fund raising 

efforts by the recognized student organization. Student Organizations receiving donations, including 

monetary donations, need to process the donation through the FVTC Foundation office.  Activities which 

provide funding should not come from work completed during an instructional course or program. 

Funds derived from projects completed during an instructional course or program may not be deposited 

in student organization accounts and is a violation of the code of conduct.  All revenue must be 

deposited within 1 week of collection with the appropriate information on the deposit slip. When 

making a deposit, only the advisor of the organization or the treasurer can sign the deposit slip.  

 
 
Student Government Association Funding 
 
An allocation of $700 is provided at each Student Government Association meeting.  This allocation is 
divided by the number of recognized student organizations attending the meeting. Student 
organizations are encouraged to send more than one representative. The Student Government 
Association has an incentive plan for those recognized student organizations sending members on a 
consistent basis. Student organizations with one representative attending every meeting for the entire 
semester will receive a $100 bonus. Student organizations sending two representatives to every meeting 
during the semester will receive a $200 bonus. Deposits are made in October, December, March and 
May.  The incentive funds are deposited into the student organization account at the end of each 
semester. In order for your student organization to receive funding for attending the SGA meeting, your 
representative must be at the meeting for 95% of the total meeting. Arriving late or leaving early will 
waive the funds your group receives. Any exceptions to this must have prior approval from an SGA 
officer.   
 
Fund Raising 
 
Student organizations are encouraged to be creative and engage in a variety of fund raising activities on 
campus.  A fund-raising project is the sole responsibility of the student organization and cannot be 
done as part of an instructional class.  Time and resources given to the project must occur outside of 
class time. 
 
All student organizations regardless of campus location must complete a fund raising form and turn 
this form into Student Life or John Rank at the Oshkosh Riverside campus prior to the fund raising 
activity regardless of whether the activity occurs on or off campus. On the Appleton campus, on-
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campus fund raisers held in the Commons include one six-foot table. Two student organizations per day 
will be allowed to do fundraising in the Commons area. Exceptions to this will need to be approved by 
Student Life.  Requests will be approved on a first-come, first-serve basis. If your student organization 
needs more space or tables than one six-foot table, a 16 x 20 space is available next to Connections 
coffee shop and must be indicated on the fund raising form.  Student organizations must stay within the 
parameters of the 16 X 20 space. For the 16 x 20 space and any other set-up requests, including 
additional tables or media, student organizations and/or the advisor must submit a work order request 
to the appropriate departments on campus.  
 

If the fund raiser involves the sale of food, Mike Ciske must approve the activity. His signature is 
required on the fund raising form.  This does not include popcorn sales. All recognized student 
organizations participating in food sale fund raisers must have at least one organization member attend 
a sanitation training seminar on an annual basis.  If there has been no sanitation training, the fund 
raiser will not be approved.   
 

Sanitation training seminars occur in September and January. For the 2012-2013 academic year, 
sanitation training is scheduled for: 
 

Tuesday, September 19th from 3:00-4:00 p.m. 
Thursday, September 20th from 3:00-4:00 p.m. 

Tuesday, January 29st from 3:00-4:00 p.m. 
Location will be announced at the SGA meeting 

 
Recognized student organizations which have sponsored a new fund raiser, not done before, shall have 
the first opportunity to continue that fund raiser on an annual or regular basis. If that student 
organization chooses to discontinue the fund raiser, it is open to the other student organizations. 
 

WISCONSIN STATE TAX  
Recognized student organizations are not tax exempt under ǘƘŜ ŎƻƭƭŜƎŜΩǎ ǘŀȄ ŜȄŜƳǇǘ ǎǘŀǘǳǎΦ In order 
to be tax exempt, clubs must have their own tax exempt status from the State of Wisconsin. They 
Ŏŀƴƴƻǘ ǳǎŜ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ǘŀȄ ŜȄŜƳǇǘ ǎǘŀǘǳǎΦ  Clubs interested in tax exempt status will need to contact 
Financial Services to request filing with the state of Wisconsin.  If the student organization has tax 
exempt status, be aware that your club is required to pay 5% sales tax on most fund raisers.  The 
Wisconsin State Tax will be applied to deposits made from fund raisers when applicable.  
 

Recognized student organizations which are not tax exempt will not be required to pay the 5% sales tax 
when depositing funds from fundraisers. 
 

If you have questions on taxable items ƻǊ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǎǘŀǘǳǎ, contact Financial Services. 
 

Donations 
Student organizations soliciting are required to contact the FVTC Foundation office on campus. Student 
organizations will need to provide list of prospective donors that may be contacted. The FVTC 
Foundation will have final approval on the list of donors contacted. 
 

Student organizations receiving donations of any kind must go through the FVTC Foundation. The FVTC 
Foundation will then provide a check to the student organization if the donation is monetary. Donations 
cannot be deposited directly into student organization accounts.  The FVTC Foundation will send a thank 
you on behalf of the college for the donation. 
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When conducting fund raisers, should a student organization determine that a donation be requested, a 
suggested price must be listed, not simply a donation for a service. This is in compliance with Wisconsin 
Tax Laws. 
 
Funding for Travel 
Many student organizations plan travel as part of their annual activities.  In order to support these types 
of activities, many of the organizations have requested funding from Student Government Association 
through student segregated fees.  In order for a club to receive student fee dollars to support the 
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘǊŀǾŜƭΣ ǘƘe following process will be followed: 
 

¶ A Club Funding Request Form will be completed and provided to the Student Government 
Association Executive Board requesting travel dollars a minimum of three weeks prior to travel.  
A separate form needs to be completed for each trip. The form must be submitted prior to 
meeting with the Executive Board for their review.  

¶ The Club Funding Request form and any additional information will be presented to the Student 
Government Association Executive Board at their executive team meeting which occurs every 
other week.  They meet on the Appleton campus.  The presentation will be done by the 
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƳŜƳōŜǊǎ, specifically a member who is travelling on the trip, not advisors for 
approval of the entire amount or a portion of the amount requested. Members should be 
prepared to answer questions regarding fund raising efforts, club financials and specific 
information on the travel trip. 

¶ Clubs will need to schedule an appointment to meet with SGA a minimum of one week prior to 
the presentation by emailing sga@fvtc.edu These are scheduled on a first requested, first 
scheduled basis.  Based on when scheduled, the organization may not receive funding until after 
the travel has occurred. 

¶ In addition to the information on the Club Funding Request Form, club members must include a 
list of club members names who are confirmed that they are participating, the destination of 
travel and how attending this event will benefit not the individual, but the organization or 
college when presenting the information to the SGA officers.  The student or the club will be 
responsible for a minimum of 50% of the total trip costs. 

¶ ¢ƘŜ {ǘǳŘŜƴǘ DƻǾŜǊƴƳŜƴǘ !ǎǎƻŎƛŀǘƛƻƴ 9ȄŜŎǳǘƛǾŜ .ƻŀǊŘ ǿƛƭƭ ŎƻƴǘŀŎǘ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƻŦŦƛŎŜǊǎ and/ 
or advisor within 1 week of the presentation to indicate what amount, if any, is approved and 
the rationale for their decision.  The Student Government Executive Board reserves the right to 
review club accounts and balances in the accounts when making the decision. 

¶ Any approved funds will then be deposited into the organizations financial account within 5 
business days of notification. 

 
Any student organization may bring forward a proposal requesting travel dollars.  In order to be 
considered for funding, the club must have attended a minimum of half of the SGA or Oshkosh Student 
Board meetings which have occurred. If you have not attended half of the meetings, your request may 
be denied or the requested dollar amount decreased.  Members will be asked to explain why the group 
as not attended. Club members traveling must have a cumulative G.P.A. of 2.0 in order to travel. Clubs 
must also have completed within the past 6 months or have plans in place for a community service 
project.    
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Organizations may request or receive no more than $3,000 per student organization in a fiscal year and 
not exceed $350 per student in a fiscal year.  Exceptions to this will be at the discretion of the SGA 
Executive Board. 
 
Special consideration will be given to organizations completing multiple fund raisers to offset travel 
costs or where there is a contribution by the individual to the overall cost of travel. 
 
 
Student Organization Expenditures 
Expenditures of student organization funds must meet the following criteria: 

¶ As appropriate, all students in the organization should have the opportunity to participate in the 

events provided by student organization funds. 

¶ All expenditures must conform to existing college policies and procedures, including Wisconsin 

Statute 101 governing student segregated fees. 

¶ Expenditures concerning travel, room and board must conform to the student travel policy and 

within the existing college policies and procedures. 

¶ All expenditures must be reviewed and approved by both the designated student organization 

advisor and a student organization member.  A student club member must sign all check 

requests. 

¶ All expenditures must have itemized receipts for reimbursement.  A copy of a credit card receipt 

with one dollar amount will not be honored.  If reimbursement is for a meal, the names of all 

members in attendance must accompany the request, along with an itemized list of food 

purchases. 

¶ All requests for reimbursement must follow the college finance deadlines, including expenses 

reimbursed during a fiscal year.  No reimbursements will be honored after the deadlines to 

submit in a fiscal year.    

¶ The Student Life Director or the college Finance representative has the authority to audit all 

expenditures and make final decisions regarding appropriate reimbursement and/or expenses. 

¶ Student organizations do not have access to petty cash through Financial Services and should not 

maintain a petty cash account.  All financial transactions should be completed using the 

organizations account. 

 

Appropriate Student Organization Expenditures 

¶ Refreshments/food for student organization functions 

¶ Local, state and national conference, workshops, or educational experience expenditures directly 

ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƴƛǎǎƛƻƴ 

¶ Expenditures not in violation of college policies or Wisconsin State Statute 101 

¶ Scholarships that do not use segregated fees as a funding source and the club can verify how 

monies were raised separately to support the scholarship(s).  

¶ Awards banquets 

¶ athletic events 

¶ Recreational and social functions 
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¶ tǳōƭƛŎŀǘƛƻƴǎ ŀƴŘ ǇǊƻƳƻǘƛƻƴŀƭ ƳŀǘŜǊƛŀƭ ŘƛǊŜŎǘƭȅ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƴƛǎǎƛƻƴ 

¶ Speakers for meetings 

¶ Student organization supplies and equipment 

¶ Transportation costs for events sponsored by the organization 

¶ Supplies for community service projects or non-profit events.   

¶ Awards  

¶ Student organization sponsored items (i.e. T-shirts, novelties, etc.) 

¶ Adopt-A-Family purchases to sponsor a family.  Organizations may not write a check of donation, 

but may shop and purchase items for reimbursement.   

¶ Monetary donations to any non-profit benefit or organization, including Adopt a Family under the 

following condition:   

If an organization uses club funds to purchase supplies and sponsors an event to raise dollars for 

a specific non-profit, the dollars raised should be deposited within one week following the 

event.  A check can then be requested for the exact amount of the deposit in the non-profit 

ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƴŀƳŜ ǿƛǘƘƛƴ м ǿŜŜƪ ƻŦ ŘŜǇƻǎƛǘΦ 

¶ Other items as approved by Student Life 

 

Inappropriate Student Organization Expenses 

¶ Expenditures violating Wisconsin State Statute- Act. 101 

¶ Expenditures violating FVTC college policies 

¶ Monetary payment to any WTCS employee, advisor, FVTC employee or student organization 

member outside of reimbursement for expenses. 

¶ Contributions to political organizations or candidates 

¶ Gatherings at which beer or alcoholic beverages are the only refreshment served 

¶ Beer or alcoholic beverages paid for or reimbursed to anyone else out of student organization 

funds 

¶ Contributions to any religious organizations 
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STUDENT ORGANIZATION FINANCIAL TRANSACTIONS 
 
Depositing Funds for Student Organizations 
Student Organizations who need to deposit money into their Club Account are required to follow the 
process and policies established by the Finance Department.  Depository/Receipt Remittance Forms can 
be picked up from the Student Life Center or by the mail room/cash depository.  Please fill in all the 
information and double check the account numbers in order to ensure the money is deposited into 
the right account.   

¶ Please enter the !ŘǾƛǎƻǊΩǎ bŀƳŜ as the Contact Person. 

¶ When depositing funds for the student organization, please use Account 4730, Fund 790, Program 
31500 and enter your student organization ƴǳƳōŜǊ ǿƘƛŎƘ ǎǘŀǊǘǎ ǿƛǘƘ άSέΦ  The student 
organization number can be found in the Appendix. If the appropriate information is not filled 
in, the deposit form will be returned to the advisor so the appropriate information is filled in. 

¶ Please enter a detailed Description ς This description will appear on your student organization 
account and will be helpful in defining the types of deposits.   When depositing funds into your 
student organization account, it is essential to be detailed in your description.  

¶ Please deposit this form, with the envelope and money in the cash depository drop by the mail 
room.  Please do not deposit it at Community First.  If your deposit consists of a large amount of 
coins, you are requested to use the coin machine outside of Community First before you deposit 
the money in the cash depository drop. 

¶ All deposits must be made within 1 week of collecting money. 

    CASH ROOM DEPOSITORY/RECEIPT REMITTANCE FORM  

 
CONTACT PERSON (List Advisor):   ___________________________________________________    

  ____________________________________________________________________________    PHONE #   

  ____________________________________________________________________________   
 

NON-TAXABLE SALES:   ___________________________________________________________     TAXABLE 

SALES:   __________________________________________________________________________    CHECK #  

  ____________________________________________________________________________    
 

Account Fund Dept Program Proj/Grant Description AMOUNT 

      $ 

      $ 

      $ 

      $ 

      $ 

2150-100 STATE TAX (5%) $ 

 COUNTY TAX (.5%) $ 

   

 TOTAL DEPOSITED $ 

 

DEPOSIT DATE:  _____________________________________________________________________________    DEPOSITED BY:  
  _____________________________________________________________________________________  VERIFIED BY:  

  _____________________________________________________________________________________    

White Accounting File Copy  __________________________________________________________________ Yellow   

Accounting to be Returned to Department after Verified  
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Requests for Payment for a Student Organization 
When you want to requests funds from the student organization account to make a payment, please use 
the Student Club Check Request Form which can be picked up from the Student Life Center, found in the 
Appendix, or found on the Student [ƛŦŜ /ŜƴǘŜǊΩǎ ǿŜōǎƛǘŜ ǳƴŘŜǊ ŦƻǊƳǎ.  It is essential that you fill in all 
appropriate information.  If all information is not filled in correctly, the request will be returned to the 
advisor and will delay the time needed to process.  Please provide a 3 business day turnaround for a 
check.   
 

¶ When requesting payment, please use Account 5502, Fund 790, Dept 93405, Program 31500, and 
your student organization ƴǳƳōŜǊ ǿƘƛŎƘ ōŜƎƛƴǎ ǿƛǘƘ άSέΦ  Your student organization number 
can be found in the Appendix.  You must have your account number listed to receive payment. 

- Please fill in all the information on the form. 
- The purpose of expenditure is what you will see on the Student organization account report. 
- An address for the company/person receiving the check is required. 
- A student member from the organization AND the recognized Advisor must sign the form or 

payment will not be processed.   
- All requests are required to have itemized receipts, including reimbursement for student travel.  

Should a request be for funds prior to receiving the items purchased, a receipt will be required 
following receipt of the goods.  Failure to do so will result in no access to funds until the proper 
documentation is turned in.  For meals, a list of individuals and an itemized receipt must also be 
attached.  Please send the forms with backup receipts to Kayla Damico in Accounts Payable to 
process for payment. 

Student Club Check Request Form 
 
Club Name:  ________________________________________DATE REQUIRED: _________________ 
AMOUNT REQUESTED: _____________________ 
CHART STRING: ____________________________________ 
PURPOSE OF EXPENDITURE: _____________________________________________________________ 
PAYABLE TO: ___________________________________________________________________ 
ADDRESS: ______________________________________________________________________ 
CITY, STATE, ZIP: _______________________________________________________________ 
TYPE OF REQUEST: _____________CHECK ___________TRANSFER 
CHECK DISTRIBUTION: 
_________MAIL TO ADDRESS ABOVE 
 
_________INTER-OFFICE MAIL TO _________________________________ (staff only) 
 
_________PICK UP IN ROOM G145A 
 
MUST HAVE BOTH SIGNATURES: 
STUDENT CLUB REPRESENTATIVE: 
__________________________________________________________ 
FACULTY ADVISOR: 
______________________________________________________________________ 
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Student Organizations Purchases with College Credit Card 
Student Life has a credit card that student organizations may use for purchases.  Specifically for lodging, 
or purchases that are in excess of $100. Advisors will need to make sure there are the appropriate funds 
ƛƴ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀŎŎƻǳƴǘ ƛƴ ƻǊŘŜǊ ǘƻ ǳǎŜ ǘƘŜ ŎǊŜŘƛǘ ŎŀǊŘΦ  The following process must be followed in 
order to utilize purchases via credit card for student organizations: 
 

¶ The club advisor contacts Penny Brickner in Student Life to request using the credit card for 
purchase. 

¶ The club account will be checked to ensure that adequate funds exist. 

¶ The purchase will be made by Student Life.   

¶ In the rare case that purchases would be made by the advisor, a receipt for the purchases will be 
ǇǊƻǾƛŘŜŘ ǘƻ {ǘǳŘŜƴǘ [ƛŦŜ ǿƛǘƘƛƴ пу ƘƻǳǊǎ ƻŦ ǇǳǊŎƘŀǎŜ ƻǊ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀŎŎƻǳƴǘ ǿƛƭƭ ōŜ 
inaccessible. 

¶ Should the credit card be used for lodging, a copy of the hotel receipt showing ŀ άлέ ōŀƭŀƴŎŜ ǿƛƭƭ 
ōŜ ǘǳǊƴŜŘ ƛƴ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘǊƛǇΦ 

 
Student Organization Reports 
Student Organization Advisors are responsible for accessing the student organizationΩǎ account report. 
All advisors should have access to their accounts.  If there is difficulty accessing your account, please 
contact Kayla Damico.  Student members should not contact Finance to find out the balance in the 
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀŎŎƻǳƴǘΦ  In order to view the status of your student organization accounts, please 
complete the following steps: 
 
Dƻ ǘƻ ǘƘŜ LƴǘǊŀƴŜǘ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ǿŜōǎƛǘŜΦ   
1) Select Resources 
2) Select Reports 
3) Select Financial Consumer 
4) Select Student Club Financials 
5) Next to Find Next, put in your club name and search for the account 
 
The report will then appear.  You can select the report to be printed in a PDF format or print it as seen 
on the screen. 
 
Checks Collected By a Student Organization 
Student organizations conducting fund raisers or activities where personal checks are collected must 
adhere to the following policies: 
Á No two-party checks are accepted. 
Á No post-dated checks are accepted. 
Á No promise is ever made to hold a check.  
Á The student organization name needs to be listed in the memo line of the check along with the 

initials of the student organization member receiving the check. 
Á Any check returned for insufficient funds is the responsibility of the student organization and will 

be covered by the respective student organization funds.  The college will not cover NSF checks 
collected due to a student organization function.  

 
 
  
 

https://fvtcbi.fvtc.edu/crn
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Student Organization Inactive Accounts 
A student organization that is inactive for a period of 3 fiscal years will have the balance of their account 
put in the Student Life General Equity Account.  Should the organization re-activate, they will receive 
$100 start up money. 
 
Start Up Funds for New Student Organizations  
New clubs that submit all the appropriate documentation will receive $100 in start-up funds.  This will 
be allocated to the account once an advisor contract, organization constitution and plan of action are on 
file in Student Life. 
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STUDENT ORGANIZATION TRAVEL 
 
Student Organizations planning activities that involve travel are required to follow the student 
organization travel policy.   The following parameters will be adhered to in an effort to keep students 
and employees safe and the College protected during student life related travel. 
  
Á Student organization members participating must be in good academic standing (2.0 or above).   
Á A code of conduct form and insurance code of conduct (found in appendix) will be signed by each 

participant and submitted to Student Life prior to the travel departure. This is a requirement for 
all overnight travel. Failure to do so will result in prohibiting fund raising activities and student 
organization events on campus and is in violation of the Student Organizations Code of Conduct.  
This must be done for each single travel activity. 

Á All student organization or club trips must be attended by a club advisor, faculty member, or 
designated staff member.  

Á Only involved faculty, staff, enrolled students and/or paid participants are allowed to participate 
on these trips.  Written exceptions to this policy may be made by the Vice-President of Student 
and Community Development or their designee.  

Á Students may not drive school vehicles unless they have been authorized to do so by Financial 
Services and have gone through a van driving course as stated in the student travel policy. 

Á It is highly recommended that a student member does not use a personal vehicle to transport 
other student organization members to a club sponsored function.  If this is done, the advisor 
will have the driver of the vehicle fill out the Vehicle Use Form found in the Appendix. 

Á Use of owned, rented, leased, or hired 15-passenger vans is prohibited for all travel. 
Á All student life related travel should be limited to a maximum of 500 miles of driving per 24 hour 

period. 
Á Cell phone use should be limited and used on in emergency while driving students during a 

College sponsored trip. 
Á No alcoholic beverage is to be consumed by employees or students on the bus or during travel to 

and from the destination.  No alcoholic beverage is to be consumed at any College event unless 
specifically designated and approved.  Use/possession of controlled substances is prohibited at 
all times.  All rules of the host site/organization must be adhered to by all participants. 

Á Travel reimbursement will follow FVTC college travel policies with receipts required for all student 
reimbursed expenses. 

Á Student organizations attending the same conference/locationare requested to work together to 
be fiscally responsible. 

Á Fox World Travel is the vendor FVTC uses when making travel arrangements for staff travel.  
Student organizations are encouraged to use Fox World Travel as a resource, but this is not 
required.  In the past, student organizations have used other resources.  Please note that if your 
student organization works with Fox World Travel, they will add a service fee to the total cost. 
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Student Organization Resources 
 

Co-Curricular Transcript 

Students who engage in the college community through leadership in student organizations can request a 

co-curricular transcript showcasing their involvement. This can assist in the job search following 

graduation. Students need to request a copy of their co-curricular transcript. They need to fill out a form 

which is located in the Appendix and have the advisor verify the information. This form can be turned 

into Student Life at any time and a transcript will be provided within 3 business days. Questions should 

be directed to Shannon Gerke-Corrigan at gerkecor@fvtc.edu or by calling (920)-735-4796.  

 
Recruitment Day 
During the week following Labor Day, Student Life sponsors a Club Recruitment day for student 
organizations in the Commons on the Appleton Campus. This is a way to make students aware of 
opportunities and organizations they may want to become involved in. Club Recruitment will be 
Wednesday, September 5, 2012.  Student organizations are invited to sponsor a table and recruit new 
members from 11:00 a.m. to 1:00 p.m.  To reserve a table, organizations will need to submit a form, 
found in the Appendix or contact Student Life, by Friday, August 31, 2012. There will be incentives for 
students to visit each table. If you club needs electricity or has a special request, contact Student Life. 
If you have questions, contact Vicky Barke at (920) 735-2468 or send an e-mail to barke@fvtc.edu. 
 
Advisor Meetings 
An annual advisor meeting is held in August each year. Advisors receive an incentive of $75.00 for 
attending the meeting only.  If a separate meeting is scheduled with the Student Life Director, the 
$75.00 will be waived.  This will be added to the advisor honorarium at the end of the academic  year. 
This meeting, which is mandatory, provides important information for the advisor role.  During the 
school year, there may be additional meetings scheduled. 
 
Food Service 
Student Organizations receive a discount if food if ordered for your club functions from Food Service.    
This discount is only available if payment is made through the Club Chart Field String only.  Orders can 
be placed by emailing completed order forms to foodserviceorders@fvtc.edu.  If you have questions, 
please call Terri Gruetzmacher at (920) 735-5701.  
 
Bulletin Boards 
There are approximately 12 bulletin boards throughout the main campus in Appleton, in the 
Transportation Center, Agriculture Building, and several on the Riverside and Spanbauer campuses. Each 
campus building has bulletin board locations to promote your student organization events. Below is the 
bulletin board policy regarding posting information.  
 

Student Life Bulletin Board Policy 

Purpose: 
Bulletin boards on the Appleton campus are used to effectively promote college student and staff 
events.    There are two bulletin boards to promote events in the community that are not associated 
with the college.  Requests to post community events must go through the approval process. 
 
Scope: 
The following policy and guidelines apply to the campus Bulletin Board locations. 

mailto:gerkecor@fvtc.edu
mailto:foodserviceorders@fvtc.edu
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Bulletin boards are the only location for promotional information.  Exceptions are at the discretion of 
Facilities Services. 
 
Approval: 
College events that are sponsored by student organizations or internal departments may be posted 
without prior approval.  All posters and flyers promoting community events must be approved by 
Student Life before being posted.  If approved, the posters and flyers will be stamped and the sponsor 
will be responsible to post. 
 
General Guidelines for all Posted Items: 
All student organizations and departments within the College may publicize their event using campus 
bulletin boards. 

¶ Items must not exceed 11 x 17 inches. 

¶ The name of the sponsoring organizations must be clearly identified on the poster or flyer. 

¶ No glue, staples or tape may be used to hang the item on the bulletin board. 

¶ One poster or flyer per event may be placed on each bulletin board. 

¶ Items placed on top of another posting will be taken down and discarded. 

¶ Information promoting alcohol or illegal drugs may not be posted. 

¶ Information promoting a religious or political event can only be posted if sponsored or endorsed 
by a college student club or organization. 

¶ Items that contain foul, vulgar, or libelous statements and/or pictures will be removed. 

¶ Items may be posted up to 2 weeks prior to an event. 

¶ Community postings must receive approval and stamp or they will be removed and disposed of. 

¶ Departmental and community events will be posted by the sponsor of the event. 

¶ An exception to the general guidelines will be made at the discretion of Student Life. Examples of 
this would be, but not limited to: 

o An item with several dates printed on it could be posted longer than two weeks. 
o Ongoing services or events can be posted as long as applicable. 
o Vital student information can be posted as long as necessary. 

Removal: 
Bulletin boards are updated at a minimum of every 2 weeks.  Any outdated materials will be removed at 
that time. 
If the guidelines are not adhered to, the posting will be taken down and discarded without notification. 
 
Weekly E-mail 
Each week on Friday, Student Life sends out a weekly email announcing events to all students. Clubs 
who want to promote events or fund raisers can post information.  Information should be sent via email 
to John Lewis at Lewisj@fvtc.edu by Wednesday at noon so the information can be sent the Friday of 
that week.  If necessary, the information may be edited.  Keep in mind that shorter is better.   
 
Table Promotions 
Promoting your student organization events can be done using the acrylic table tents on the tables in 
the Commons in Appleton and Oshkosh Riverside. Flyers or loose paper are not allowed on the tables 
and will be discarded. There are two spots open on a regular basis.  In order to promote your student 
organization activities using the acrylic table tents, you should do the following: 
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Á Reserve a spot by filling out the request form (in appendix) and submitting it to the Student Life 
Center in Appleton or to John Rank on the Oshkosh Riverside campus. 

Á Promotional material should measure 4 x 6. 
Á Student organizations are responsible for creating and inserting their own promotions and should 

first check with the Student Life Center in Appleton or John Rank in Oshkosh to see which 4 x 6 
card to remove in order to put new material in. 

Á Spots are reserved on a first-come, first-served basis. 
Á Spots are reserved for no longer than 10 days. 
Á Material should be in good taste and not offensive.   
Á No promotional materials may have logos or printed words related to alcohol, religion or a specific 

political affiliation. 
 
Electronic Message Board 
Student organization events may be promoted on the electronic message board located in the Appleton 
Commons. To utilize this service, use the following guidelines to promote your event: 
 
Á A message board request form (in appendix) should be submitted to the Student Life Center. 
Á The message will be posted within 72 hours of submission. 
Á Messages can run up to two weeks prior to the event. 
Á Messages may be edited to be more effective and fit on screen 
Á A contact person should be listed on the form. 

 
Printing of Student Organization Materials 
Each student organization is responsible for printing its own materials. Student organizations should 
contact Printing Services to make arrangements.  In order to bill a student organization account for 
printing services, the following procedure must be followed: 
Á The advisor should make sure the student organization or organization has adequate funds in 

their account to cover any printing charges. 
Á The advisor should assist the student organization in turning in the appropriate request form 

online through Printing Services.  On the work order, the advisor must supply the chart field 
string for the student organization.  This would be the same account number used for expenses. 

 
During the Fall Semester, clubs will be receiving a printing code that may be used at copy machines 
located on campus or with printing services. Cost will then be taken directly from the club account. 
  
Mailing of Student Organization Materials 
Each student organization is responsible for mailing its own materials.  Student organizations should 
contact Mail Services to make arrangements for payment and information regarding mailing.  
 
Popcorn and Nacho Equipment 
The Student Life Center owns a popcorn and nacho machine. Student organizations may reserve either 
of these by filling out a fundraising form and requesting usage. Supplies for the popcorn machine are 
provided at no cost to the student organization. Student organizations using the nacho equipment must 
purchase their own chips and cheese. Any student organization using either of these for fundraising 
must clean them thoroughly when use is completed. Failure to do so will result in the student 
organization being unable to use the equipment for a length of time determined by Student Life. 
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Student Organization Websites 
Each student organization ŀǘ Ƙŀǎ ŀ ǿŜōǎƛǘŜ ƻƴ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ǿŜōǎƛǘŜ ǳƴŘŜǊ {ǘǳŘŜƴǘ Clubs and 
Organizations.  John Lewis, Student Life Technology Specialist, will assist organizations in updating or 
adding information to your website.  His contact information is by phone at 920-831-4331 or email at 
lewisj@fvtc.edu.  All student organization web pagŜǎ Ƴǳǎǘ ōŜ Ǉǳǘ ƻƴ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ǿŜōǎƛǘŜ and not as a 
separate entity under another provider. Student Organizations are asked to update their website a 
minimum of once per semester.  John Lewis will review the websites periodically throughout the year to 
ensure they are up to date. 
 
Student Organization Website Information 
The purpose of student organization websites are to promote the organization and the events which are 
sponsored by the group.  This can include information and graphics related to past or  upcoming events 
which the organization is participating in.  The intent is not to utilize the website as a forum for political 
or social views, rather one of information for its members and potential members.  Content on the 
student organization website, including related links will be restricted to: 

¶ Organization sponsored events and meetings 

¶ Direct affiliations with national organizations where the organization has a membership 

¶ Photos reflecting members and events 

¶ Forms directly related to a particular event. 
 
Exceptions or decisions to the above will be at the discretion of the Student Life Director. 
 
Student Life Website Calendar 
Student organizations wishing to add events, conferences or activities to the Student Life Calendar on 
CƻȄ ±ŀƭƭŜȅ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ ǿŜōǎƛǘŜ ǎƘƻǳƭŘ ŎƻƴǘŀŎǘ John Lewis, Student Life Technology Specialist. 
These will be posted 48 hours after the information is provided. Please make sure details are provided 
along with the event name and which student organization the event is affiliated with. 
 
Leadership Workshops 
Each Fall, the Student Government Association sponsors a one-day leadership workshop. This year the 
ǘƘŜƳŜ ƛǎ άFinding the Champion in Youέ and will be in Green Bay on Thursday October 18.   Student 
Government will subsidize part of the cost.  Student Organization members who register and participate 
in the event will pay $35/person.  Those who register and do not show up will be charged the actual cost 
of $55.  The deadline to sign up will be September 26th.  All participants will receive a certificate for 
attending.  Information will be distributed to advisors and student organizations in early September. 
 
Student Handbook and Calendar 
Each year, Student Life publishes a Student Handbook and Calendar. The calendar includes dates and 
activities, which may be important to the general student population. If your student organization is 
aware of activities that may be of importance to a large number of students and you would like this 
information included in the publication, please contact the Student Life Center by May 1 of the prior 
academic year for the upcoming school year. 
 
Student Newspaper (Fox Times) 
The student newspaper, The Fox Times is published monthly during the school year. This is a vehicle for 
student organizations not only to promote events, but also to inform the student body of student 
organization accomplishments and activities. Deadline dates are available on the Fox Times website and 
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will be announced at Student Government meetings. Each student organization is required to submit 
one article each year in order to be a recognized club. 
 
Student organizations are asked to submit articles electronically to fvtcfoxtimes@gmail.com.  This 
publication is a student-run newspaper.  We will only accept articles submitted by students.  Staff 
submissions will be evaluated on a case by case basis by the student staff of the Fox Times.  Possible 
exceptions might include editorials and notes of congratulations to students. If you have questions, 
please contact Shannon Gerke Corrigan at (920)-735-4796 or by email at gerkecor@fvtc.edu. 
 
Student Life Conference Room 
Is your student organization is ƭƻƻƪƛƴƎ ŦƻǊ ŀ ǊƻƻƳ ǘƻ ƘŀǾŜ ŀƴ ƻŦŦƛŎŜǊΩǎ ƳŜŜǘƛƴƎ ƻǊ a small group meeting?  
Student Life has a conference room in Room E137 that can accommodate 12 people.  It was created for 
student use.  We encourage student organizations to reserve this room to use for small meetings.  
Please be aware of the following guidelines for use of this room:   

Á The purpose of the Student Life conference room is to provide a place for student organizations 
and groups to meet, as well as to support Student Life Activities.  When the room is not being 
used for these reasons, other departments on campus may reserve the room.  

Á The conference room may be reserved no more than one month in advance of the date requested 
during the academic year (September 1-May 31). 

Á The room may not be used more than two full days during a given week. 
Á Exceptions to the above policies will be accommodated on a case by case basis.   
Á Contact any of the Student Life Staff with questions.   

 
To check to see if the room is available and to reserve the room, contact Penny Brickner at 
brickner@fvtc.edu.  

 
COMMUNITY SERVICE AND VOLUNTEERISM 

 
Servant leadership is instrumental in developing strong leadership in FVTC students. The long term 
impact of giving back to and becoming engaged in the community will assist in the development of a 
ǎǘǳŘŜƴǘΩǎ ŎƛǾƛŎ ŎƻƴǎŎƛƻǳǎƴŜǎǎ ŀƴŘ ǿƛƭƭ ŎƻƴǘƛƴǳŜ ŀǎ ǘƘŜȅ ŜƴǘŜǊ ǘƘŜ ǿƻǊƪŦƻǊŎŜΦ   
 
Each student organization is required to complete a minimum of one community service project each 
year.  Student organizations will be asked to indicate what project was completed on the annual advisor 
honorarium report.  It is essential that community service projects benefit a group of individuals not 
directly related to the student organization.  Examples that would not count would be shop clean-up, 
participation at a non-profit event where time is paid for, and activities that benefit the student 
organization. Student organizations who are looking for ideas or assistance can contact Shannon Gerke 
Corrigan in the Student Life Center. 
 
A volunteer fair is scheduled each semester on the Appleton and Oshkosh campuses. This is a good 
resource to connect with nonprofit groups that may have projects available for your student 
organization.  For the 2012-2013 school year, the dates are Wednesday, September 12 and Wednesday, 
January 23th on the Appleton campus.  In Oshkosh, the volunteer fair is scheduled for Thursday, 
September 20.  We encourage student organizations to use this as a resource to encourage members to 
volunteer and become civically engaged within the local community. 
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Appendix Listing 
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                 STUDENT ORGANIZATION ADVISOR CONTRACT 
 

This contract constitutes an agreement for the staff member listed below to complete and adhere to the duties of 
an FVTC Student Organization Advisor as detailed in the 2012-2013 Student Organization Advisor Handbook. This 
contract is subject to the following conditions: 
 
All work is completed by May 17, 2013. 
 
Compensation will be based upon a base fee of $350.00 plus incentives described in the honorarium formula.   
Payment will be provided in one sum at the conclusion of the school year providing the minimum student 
organization advisor expectations have been met and all honorarium paperwork is turned in on time. 
 
Payment is also contingent on the submission of the Student Organization Plan of Action, an updated student 
organization constitution and this contract on file in the Student Life office. 
 
Payment is also contingent on the completion of the end of the year report that will be turned into Student Life no 
later than May 3, 2013 
 
If a student organization violates any part of the Student Organizations Code of Conduct pending an investigation 
or report, payment will be held until all reports and investigation has concluded. 
 
In instances where a student organization has two (2) or more advisors, payment will be split equally unless 
Student Life is notified of a different agreement. 
 
All policies pertaining to the college, FVTC students and student organizations will be adhered to.  All local, state 
and federal laws will be adhered to.  Failure to do so will result in a termination of this contract. 
 
Parties to Contract: 
 
____________________________________________________                   __________________ 
Division Dean or Supervisor                                                                                                   Date 
 
____________________________________________________                   __________________ 
Student Organization Advisor Signature                                                                              Date 
 
____________________________________________________                    
Student Organization Advisor Name Printed                                                             
 
____________________________________________________                   __________________ 
Student Life Director                                                                                                               Date 
 
Duration of Contract: 
Inclusive dates of contract are August 25, 2012 to May 17, 2013.   
This contract becomes null and void as of the end of the fiscal year in which it is originated. 
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STUDENT ORGANIZATION ANNUAL PLAN OF ACTION (page 1 of 3) 

 
Each organization should complete and return to Vicky Barke or staff in the Student Life Center by 
Friday, October 12, 2012. 
 
____________________ (name of student organization) hereby states its activities to the FVTC Student 
Government Association for the status of RECOGNIZED STUDENT ORGANIZATION during the 2012-2013 
academic year 
 
I. Student Organization Officers (Please list name, position and email): 
 
 The following list of officers/leaders will preside over the organization:   
  
 
 
 
 
 
  
 
II. Staff Advisor/s: The following FVTC faculty or staff member(s) will serve as advisor (s): 
 
 
III. Please list student organization members.  Each student organization needs to have a minimum of 

8 student organization members who are current students.  A class or program roster is not 
considered a list.  Members should participate on a voluntary basis.  For additional names, list on 
separate paper. 

 

1  13  

2  14  

3  15  

4  16  

5  17  

6  18  

7  19  

8  20  

9  21  

10  22  

11  23  

12  24  
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STUDENT ORGANIZATION ANNUAL PLAN OF ACTION (page 2 of 3) 
 
IV. Constitution 

Please attach a copy of your student organization's constitution and/or bylaws that is dated for 
the current year.  All student organizations must review and turn in an updated or new 
constitution each year. 

 
V. Student Organization Goals 

Please list those goals which your student organization will attempt to accomplish during the 
2012-2013 year.  Be specific!  For example, a. participate in two community service projects, one 
each semester, raise $400.00 from four fund raising activities, and student organization members 
will attend the Fall Leadership Conference.  Please have a minimum of four goals. 

 
 Goals:  During the 2012-2013 year, the ____________________________ organization will strive 
           to accomplish the following: 
 
 1. 
 
 2. 
 
 3. 
 
 4. 
 
 5. 
 
 6. 
 
 7. 
 
 8. 
 
 9. 
 
 10. 
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STUDENT ORGANIZATION ANNUAL PLAN OF ACTION (page 3 of 3) 
 

VI. Projected Activities 

Type of Activity Date, Time and Location Anticipated Number 
of Participants 

   
1. Student organization related activities  
 

2. Trips off campus 
 

 

  

3. Guest Speakers  Other activities (i.e. movies, 
seminars, workshops) 

 

4. Conferences: 
 

5. Social/Recreational Activities 
 
 
 

  

Fund Raising, Recruitment and Volunteerism Activities 

1. Community Service Projects ς Each organization is 
required to complete at least one project each 
year, which benefits a non-profit group other than 
the student organization or student organization 
related program. 

2. Anticipated Fund Raising Projects  

 

3. Recruitment Activities 
 

4.Other Student Organization Activities: 
Student OrganizationΩs website 
Articles in the Fox Times 
Drive In Movie participation 
Other: 

 

  

   
Please provide day, time and location for your student organization meetings for 2012-2013. 
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Fox Valley Technical College 
STUDENT CLUB CHECK REQUEST FORM 

 
 
 
 
CLUB NAME: ______________________________                             DATE REQUIRED: _________________ 
 
AMOUNT REQUESTED: ___________________________________ 
 
CHART STRING: _________________________________________ (Required) 
 
PURPOSE OF EXPENDITURE: 
_____________________________________________________________________________________
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
PAYABLE TO: ____________________________________________________________________ 
 
ADDRESS: ______________________________________________________________________ 
 
CITY, STATE, ZIP: _________________________________________________________________ 
 
 
 
TYPE OF REQUEST: _______________CHECK______________TRANSFER 
 
CHECK DISTRIBUTION: 
 
__________MAIL TO ADDRESS ABOVE 
 
__________INTER-OFFICE MAIL TO ___________________________________ (staff only) 
 
__________PICK UP IN ROOM G145A 
 
 
MUST HAVE BOTH SIGNATURES: 
 
STUDENT CLUB REPRESENTATIVE: 
__________________________________________________________ 
 
FACULTY ADVISOR: 
________________________________________________________________________ 
Please keep a copy for your records.  Attach all necessary receipts and list of names for meal 
reimbursement. 
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    CASH ROOM DEPOSITORY/RECEIPT REMITTANCE FORM  
 
CONTACT PERSON:   _______________________________________________________________    

  ____________________________________________________________________________    PHONE #   

  ____________________________________________________________________________   
 

 

NON-TAXABLE SALES:   ___________________________________________________________     TAXABLE 

SALES:   __________________________________________________________________________    CHECK #  

  ____________________________________________________________________________    
 

Account Fund Dept Program Proj/Grant Description AMOUNT 
      $ 

      $ 

      $ 

      $ 

      $ 

 

2150-100 STATE TAX (5%) $ 

 COUNTY TAX (.5%) $ 

   

 TOTAL DEPOSITED $ 

 

 

DEPOSIT DATE:  _____________________________________________________________________________    DEPOSITED BY:  

  _____________________________________________________________________________________  VERIFIED BY:  

  _____________________________________________________________________________________    

 

White Accounting File Copy  __________________________________________________________________ Yellow   

Accounting to be Returned to Department after Verified  
 

O:\finserv2\manual\cashroom deposit form.doc 
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               STUDENT ORGANIZATIONS TRAVEL CONDUCT CODE  

The following rules and regulations apply to all Fox Valley Technical College students participating in 
extracurricular travel which is either sponsored or co-sponsored by a recognized student organization or in 
which the name of the college is used in conjunction with the event.  

1-tŀǊǘƛŎƛǇŀƴǘǎΩ ōŜƘŀǾƛƻǊ ǘǊŀǾŜƭƛƴƎ ǘƻ ƻǊ ŦǊƻƳΣ ƻǊ ŘǳǊƛƴƎ ǘƘŜ ŜǾŜƴǘΣ ǎƘƻǳƭŘ ōŜ ǎǳŎƘ ǘƘŀǘ ƛǘ ǊŜŦƭŜŎǘǎ positively on 
the group or organization, college ŀƴŘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ŀǘ ŀƭƭ ǘƛƳŜǎΦ  ¢Ƙƛǎ ŀƭǎƻ ŀǇǇƭƛŜǎ ǘƻ ǇŀǊǘƛŎƛǇŀƴǘǎΩ 
conduct during social activities or times when no formal activities or meetings are scheduled, such as late 
evening and early morning hours. Behavior wƛƭƭ Ŧƻƭƭƻǿ ǘƘŜ ŎƻƭƭŜƎŜΩǎ {ǘǳŘŜƴǘ /ƻŘŜ ƻŦ /ƻƴŘǳŎǘ ŀƴŘ ǘƘŜ 
Student Organizations Code of Conduct.  

2-Participants are expected to refrain from taking positions that are contrary or in conflict with the interest 
and/or positions of the group or detrimental to ǘƘŜ ƎǊƻǳǇΩǎ ŜǾŜƴǘ ŀƛƳǎ ŀƴŘ ǇǳǊǇƻǎŜǎΦ  

3-At all times, participants will show respect and courtesy toward others.  Because sleeping and travel 
arrangements will often be shared, tolerance for individual differences and needs will be practiced.  

4-Participants will dress appropriately for each situation (e.g. no jeans, T-shirts, sweats, etc. at formal get-
togethers and/or banquets) and will adhere to any dress code asked of by the advisor.  

6-Participants are expected to attend ALL business meetings, workshops and other scheduled event 
programs.  Students are expected to be prompt and prepared for all sessions. 

7-Participants are to report any accidents injuries or illness to the advisor or staff member leading the 
delegation.  

8-Alcoholic beverage consumption will not be tolerated at any official event/program unless specifically  
   designated (e.g. dance, mixers).  Underage drinking will result in local law enforcement being called a 
   immediate dismissal.  Inappropriate behavior as a result of alcohol will follow the Student Life Alcohol 
   Policy for College Sponsored Activities. 
9-The use and/or possession of illegal drugs, handguns or weapons is not tolerated and will result in 

disciplinary action. 
10-Participants responsible for theft and/or vandalism during the course of the event will be held financially 

liable and subject to disciplinary action.  
11-Any long distance telephone calls, charges to the room or other personal expenses will be the 

responsibility of the individual participant.  Participants having expenses covered by the organization 
must keep all receipts for the purpose of verification and reimbursement.  If a student needs to return 
ƘƻƳŜ ŘǳǊƛƴƎ ŀ ǎŎƘƻƻƭ ŦǳƴŎǘƛƻƴκǘǊƛǇ ŦƻǊ ŀƴȅ ǊŜŀǎƻƴΣ ƛǘ ƛǎ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ǘǊŀƴǎǇƻǊǘŀǘƛƻƴ and 
cost of such action.  

12-The advisor(s) or staff to the student organization who accompanies the group shall have total authority 
over the supervision of the event and its participants.  This dictates that all student participants must 
ŀŘƘŜǊŜ ǘƻ ŀƴŘ ŀōƛŘŜ ōȅ ǘƘŜ ŀŘǾƛǎƻǊΩǎ ŘŜŎƛǎƛƻƴǎ ŀƴŘ ƧǳŘƎƳŜƴǘǎ ŀƴŘ ŀŎŎƻrd him/her the common courtesy 
and respect due by virtue of his/her position as the official representative of Fox Valley Technical College.   

13-Participants who disregard or violate these rules or the Student Organizations Code of Conduct will be 
subject to disciplinary action through the college disciplinary process.  Such action may also include 
disciplinary action in Student Life and/or Student Government Association activities.  

PARTICIPANT AGREEMENT 
I have read the Code of Conduct for extracurricular travel and agree to abide by these established rules.  
Name (please print) _____________________Signature_______________________Date________________ 
Organization______________________________________________________________________________ 
**I must also complete the Student Extracurricular Travel Conduct Code Addendum regarding insurance coverage. 
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STUDENT INSURANCE CONDUCT CODE 

 
 
 
I certify that I have personal health care coverage and if I become ill, injured or hospitalized while on a 
Fox Valley Technical College student trip, my insurance company and I am responsible for all costs I incur 
related to this injury, illness or hospitalization.  
 
 
Name (please print) 
______________________________Signature__________________________________ 
 
Date_________________Organization______________________________________________________
____ 
 
 
 
 
 
 
 
I certify that I do not have personal health care coverage; however, I will not hold Fox Valley Technical 
College liable for any costs I incur due to illness, injury or hospitalization.  These costs will be my 
personal responsibility if I am injured, become ill, or hospitalized while on a FVTC student trip.   
 
 
Name____________________________________Signature____________________________________ 
 
Date_______________________Organization________________________________________________ 
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Date Submitted: ___________________ 

 

Fund Raising Project Proposal 

 

 
Name of Student Organization:  ________________________________________ 

 

Describe the Fund Raising Project:  __________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

 

List the dates of the fundraiser will be held (Please include all days of the week and month).   Also 

indicated whether the activity will be completed on campus, off campus or both.  Note:  Raffles may 

run no longer than 1 month.   

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

 

Will the commons be used to promote or sell items as a part of the fundraiser? 

____ Yes ____________________________________________________________ ____ No 

 

If yes, what dates will you be using the commons and is one 6 ft. table acceptable or does the club 

need the 16 X 20 space?  With the exception of the 6ft table, all set ups require a facilities work 

order completed by the club. 

_________________________________________________________________ 

_________________________________________________________________ 

 

Does the fundraiser include the sale of food or beverages sold on campus in the commons? 

____ Yes ____________________________________________________________ ____ No 

 

If yes, please have Mike Ciske in Culinary Arts sign here:  _____________________ 

 

Please provide the date of club’s sanitation training:  _______________________ 

 

 

Advisor’s signature of Approval:  _____________________________________ 

Date:  ________________________ 

 

Club Officer’s signature Approval:  _____________________________________ 

Date:  _______________________ 
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Student Life Conference Room (E137F) Reservation Form 
 
 
 
Student Life Conference Room Reservation Policies: 

Á The purpose of the Student Life conference room is to provide a place for student organizations and 
organizations to meet, as well as to support Student Life Activities.  When the room is not being used for 
these reasons, other departments on campus may reserve the room.  

Á The conference room may be reserved no more than one month in advance of the date requested during 
the academic year (September 1-May 31). 

Á The room may not be used more than two full days during a given week. 
Á Exceptions to the above policies will be accommodated on a case by case basis.   
Á Contact any of the Student Life Staff with questions.   

 
 
 
Name of Student organization/Organization: _______________________________________________ 
 
Reason for Use: ______________________________________________________________________ 
 
Contact Name: _______________________________________________________________________ 
 
Contact Phone/Email: _________________________________________________________________ 
 
Date(s) Requested: ___________________________________________________________________ 
 
Time(s): ____________________________________________________________________________ 
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Date Received: ____________ 
Date Entered: ____________ 

Reserved with Carol Z.: ____________ 
 
 

Student Life Commons Table Reservation Form 
 
Table Reservation Policies: 

Á There are two tables that may be reserved through Student Life for awareness, fundraising, etc.  Tables are 
reserved on a first come, first served basis.   

Á The space next to Connections this space is no larger than 16x20 may also be reserved; however any work 
orders need to be submitted directly to Facilities.   

Á No more than one table may be reserved at a time.  
Á A single organization may not have a table for more than three days in a given week. 

 
 
Name of Student organization/Organization: _______________________________________________ 
 
Reason for Use: _______________________________________________________________________ 
 
Contact Name: _______________________________________________________________________ 
 
Contact Phone/Email: __________________________________________________________________ 
 
Date(s) Requested: ____________________________________________________________________ 
 
Time(s): _____________________________________________________________________________ 
 
мсΩ· нлΩ {ǇŀŎŜ wŜǉǳƛǊŜŘΚ 
 
________  Yes _________ No 
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COMMONS LCD REQUEST FORM 

 
 

 
Person Requesting Message: __________________________________________ 
 
Contact Phone Number: ______________________________________________ 
 
Contact Email Address: _______________________________________________ 
 
Note:  

1-Please Print. 
2-Indicate specific graphics, or animation you would like the message to contain. 
3-If you have a specific graphic, or animation you would like used, please email the graphic to 

LewisJ@fvtc.edu.  Please reference the message in question when you send the email. 
4-Messages on the screen are limited to 2 weeks. 
5-Messages that are used, will be kept on file, and may be used at a later date (including minor 

alterations, such as dates). 
 
At least a 3 day lead-time is required to program messages.  Messages will be programmed in the order they are 
received. 
 
Start Date: __/__/__ 
End Date:   __/__/__ 
 
Message: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Additional Comments: 
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TABLE TOPPER REQUEST FORM 
 
 

 
Date Received: _____________ 

 
Date put on schedule: _____________ 

  
Completed by: _____________ 

 
 
 
 
 
 
 
 
 
 
 
 
Name of group/organization/department:   ________________________________  
 
Contact person:   ______________________________________________________  
 
Contact phone number and e-mail:   ______________________________________  
 
Type of event/promotion:   _____________________________________________  
 
Dates requested:   _____________________________________________________  
 
Date of Event:   _______________________________________________________  
 
Signature of person submitting the form:   _________________________________  
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TABLE TOP PROMOTION GUIDELINES 
 
 
 
1 - The paper size is 4 x 6 inches.  Cardstock is the preferred type of paper. 
 
2 - Student organizations and departments may sign-up for one promotional spot for 7 - 10 days at a time. 
 
3 - Student organizations and departments are responsible for inserting their promotional material.  Please check 

with Student Life to determine which spot to replace; then recycle the announcement that is removed. 
 
4 - Groups will need to make seventy (70) copies of their promotional material to fill all the table tents.  
Promotional material may be on any color and any type of paper as long as it meets size requirements. 
 
5 - This is the only type of table promotion available.  All other materials placed on the table will be discarded 

accordingly. 
 
6 - Space is given on a first-come, first-served basis with 2 slots permanently reserved for Student Life events. 
 
7 - Space can be reserved by completing the Table Top Request Form and submitting it to the Student Life Center 

(Room E137). 
 
 
If you have questions, please contact Penny Brickner in the Student Life Center at (920) 993-5155 or 
brickner@fvtc.edu. 
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FVTC STUDENT LIFE 

STUDENT ORGANIZATION ADVISOR'S HONORARIUM FORMULA 

I                     II                     III                   Total       

1. Number of student organization members                                            0-20 (1)       20-50 (2)       50+ (3)                (3) 

2. Number of program/student organization related                                 1-2 (1)             3-5 (2)            6+ (3)            (3) 
    trips attended by advisor. List event, not days. 

3. Number of community service projects                                                     1 (1)              2 (2)               3+ (3)              (3)  
       
4. Number of hours (days) of time outside of                                               1 (1)             2-3 (2)             4+ (3)              (3) 
    regular work schedule.  Do not include lunch 

5. FVTC Advisor Meeting in August (worth $75)                                           1(1)                                                                (1) 

6. Provided basket for SGA Silent Auction                                                      1(1)                                                               (1) 

7. Amount of funds raised annually,                                                        $100-$1,000    $1,000-$2000     $2000+        (3) 
    not including SGA funds.                                                                                (1)                  (2)                    (3) 

8. Number of articles written for student newspaper.                                                                                                      (3) 
                                                                                                                             1-2 articles      3 articles       4 articles 
                                                                                                                               (1)                     (2)                       (3) 
_____________________________________________________________________________________________ 
9. Number of Fund-raising events                                                                  1-2(1)                 3-4(2)              5+ (3)        (3) 
_____________________________________________________________________________________________ 
10. Number of SGA meetings club members attended                               8 (1)               10-12(2)          13+(3)          (3) 
 
                                                                                                                                 Total Points                                             26 
Each point (except advisor meeting) is worth $50.00 in incentives with a base of $350. 
 
STUDENT ORGANIZATION ADVISOR MINIMUM EXPECTATIONS: 
 
In order to receive the "base honorarium," the student organization advisor shall meet the following minimum 
requirements: 
 

¶ Have 8 student organization members dues or non-dues paying (on or before) January 31, 2013. 

¶ Complete and have on file an advisor contract for the current academic year ǿƛǘƘ ŀ ŀŎŀŘŜƳƛŎ ŘŜŀƴΩǎ 
or supervisors signature in the Student Life Center by October 12, 2012 or within 1 month of creating 
the student organization. 

¶ Complete the annual "Plan of Action" and have on file in accordance with the Student Life 
requirements. 

¶ Meet all student government regulations for student organization recognition. Ensure the student 
organization has a representative at a minimum of one meeting per semester. 

¶ Work with the student organization to complete one community service project. 

¶ Perform all student organization advisor responsibilities and follow the Student Organizations Code of 
Conduct. 
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Fox Valley Technical College Student Life 
Student Organization Recruitment 

September 5, 2012 
Sign-Up Form 

 
 
 

 
 
_________________________ would like to participate in Club Recruitment Days scheduled for  
(Name of Student organization) 

Wednesday, September 5 from 11:00 a.m. to 1:00 p.m.  We agree to staff the table during the times indicated. 
 
We are aware that there is limited space, but would like to use the following items as part of our display: 

(Please list items such as easels, banners, etc. which require extra space). 
 
 
 
 
 
 
 
 
______________________ understand we are responsible for set-up and tear-down of display space as well as 
(Name of Student organization) 

 
any equipment needed. 
 
 
 
________________________                                                            ________________________ 
Student organization Advisor                                                               Student organization Officer                   
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Fox Valley Technical College 

Student Life Alcohol Policy for College Sponsored Conferences 
 
 
Students involved in a college sponsored event may not consume, or be under the influence of alcohol during any 
scheduled conference or student organization activity.   
 
Students, of legal drinking age, who choose to drink alcohol beverages during free periods, may not do so in open 
areas of the conference facilities including hotel lobbies or pool areas.  Open containers, bottles, glasses, cans, etc 
will not be allowed in open areas of conference facilities. 
 
Student Violations 
 
Students not adhering to these rules who are 21 years of age or older will be sanctioned in the following ways: 
 

¶ Be given a verbal warning for the first offense. 

¶ For the second offense, be asked to leave the conference/meeting/activity, as soon as feasibly possible. 
Additionally the student will not be allowed to attend another event for the remainder of the school year.  
The college may impose additional disciplinary sanctions ǳƴŘŜǊ ǘƘŜ ŎƻƭƭŜƎŜΩǎ !h5! ǇƻƭƛŎȅ.  The advisor or 
staff member will notify the Student Life Director immediately upon their return and complete a conduct 
incident report. 

 
 Additional disciplinary steps will be taken as deemed necessary. 
 
Students not adhering to these rules who are under 21 years of age will: 
 

¶ Be asked to leave the conference/event, immediately.   

¶ The student will not be allowed to attend another event for the remainder of the school year.  The advisor 
or designated staff member will immediately notify the Student Life Director upon their return and 
complete a conduct incident report.  The college may impose additional disciplinary sanctions.  The 
student will be turned over to local police for prosecution. 

 
 Additional disciplinary steps will be taken as deemed necessary. 
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2012-2013 FVTC Student Organizations and Advisors 

 

Student Organization Name       Advisor 

Accounting  Shelley Henke/Marcel McDermott/Kay 

Bellile 
Agri-Business (PAS) Randy Tenpas /Kevin Rauchholz/Jason 

Fischer/Wally Sedlar 

PAS Ag Power Nancy Buchholtz/Tom Yost 

AITP Brenda Wilz 

AODA Greg Delaney 

Auto Collision Jerome Goodson/Joe Kircher 

Auto Technology Kevin Guthrie/Doug Johnson 

Automated Manufacturing Systems Jason Vosters 

Banking and Finance Keith Cram 

Beat the Heat ς Auto Student organization Dave Sarna 

Construction Management Association Rich Cass 

CJSA (Criminal Justice and Security Assn.) Linda Buck 

Culinary Arts Mike Ciske 

Dental Club Sharon Crowe 

DEX (Delta Epsilon Chi) - Appleton Jeff Meverden 

DEX(Delta Epsilon Chi) - Oshkosh Teri Stark 

Diesel Mechanics  John Heisel 

Early Childhood Development Kathy Meetz/Judi Bourin 

Electricity Club Patrick Jensen/Todd Llewellyn 

Electronics Club Ken Holmes 

Fab Lab Steve Gallagher 

Flexographic Printing Scott Gehrt 

Fox Times (Student Newspaper) Shannon Gerke Corrigan 

Hmong Student Union Xoua Moua 

Horticulture Club Roxanne Rusch 

Interior Design Joan Jarvi 

International Student Exchange Club Aaron Gorenc/Susan Beyer 

Intramural Board Penny Brickner 

Intervarsity Christian Fellowship Club Deb Buchanan 

Japanese Club Jonathan Iwanski 

Machine Tool (Independent Chuckers) David Holub 

Medical Assistant Kim Gropp 

Monster Shop Dale Drees/Corey Lee 

Multicultural Club Isai Castellanos 

Natural Resources Tony Deininger/Scott Heinritz 

Occupational Therapy Pat Condon 

Oshkosh Student Board John Rank 

OWLS (Older Wiser Learners) Vicky Barke 

Phi Theta Kappa Jennifer McIntosh/Rick Reid/Janine Connolly 

Politically Incorrect Club Kurt Schrampfer 

Power Sports Club Jerry Fischer 

SAC (Student Activities Committee) Rayon Brown 
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IMPACT Wolfgang Wallschlaeger/Vicky Barke 

Student Government Association Vicky Barke 

Student Nurses Association Peggy Taylor 

Student Veterans of America Joe Richer 

²ƻƳŜƴΩǎ ±ƻƭƭŜȅōŀƭƭ Steve Griffin 

aŜƴΩǎ .ŀǎƪŜǘōŀƭƭ Jordon Hummel 

²ƻƳŜƴΩǎ .ŀǎƪŜǘōŀƭƭ Matt Mieschke 

FOX (Future Office Xperts) Pat Pollock/Lois Landgraf 

Cycling Club Bruce Meulemans 

Welding Club Kevin Dahle 
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FVTC Student Organizations 
Policies for Facebook, and other online Communities 

 
Recognized FVTC student organizations (student groups recognized by Student Life) who choose to use Facebook, 
or other online communities as a resource for promotion and communication are representing the college.  
Therefore, a student organization or organization operating under, or using the FVTC name and logo must abide 
by the following guidelines when making content available to the public through online communities. 
 
Content (including photos or text) will not contain: 

¶ Any lewd behavior (nudity, or other sexually suggestive material) 

¶ Any drugs or alcohol 

¶ Any gossip, libel, slander, or other negative information about other students, faculty, staff, or Fox Valley 
Technical College as a whole. 

¶ Any hate or discriminatory material. 
 
Other: 
Personal profiles of members belonging to the group must also meet these guidelines, as the personal profile 
ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŀǾŀƛƭŀōƭŜ ƻƴ ǘƘŜ ƎǊƻǳǇΩǎ ƻŦŦƛŎƛŀƭ ŎƻƳƳǳƴƛǘȅΦ 
5ƛǎŀōƭŜ ŀƴȅ ŀǳǘƻƳŀǘŜŘ άǊŜƭŀǘŜŘ ƎǊƻǳǇǎέ ŦŜŀǘǳǊŜǎΣ ŀǎ ǘƘŜǎŜ ǎƻƳŜǘƛƳŜǎ ǇǊƻŘǳŎŜ ǳƴǇǊŜŘƛŎǘŀōƭŜ ǊŜǎǳƭǘǎΦ 
 
Content should include the following: 

¶ Content relating to the topic of the group. 

¶ A welcoming learning environment for all students and advisors of the student organization or organization 
to freely share information. 

¶ Organization purpose, mission, meeting times, and contact information. 

¶ A link to the student organizationΩǎ ƻŦŦƛŎƛŀƭ C±¢/ ǿŜō ǎƛǘŜΦ 
 
Your Facebook, or other online community can also be linked from your FVTC web page, located at 
http://www.fvtc.edu/ student organizations.  If your organization chooses to create an online community, please 
contact John Lewis at 920-831-4331.   
 
All sites must be registered with Student Life.  Student organizations and organizations must monitor their 
content on a minimum of a weekly basis.  Your online communities are subject to monitoring by the Student Life 
staff as well.  The Student Life Technology Specialist must also have administrative rights on your official online 
community.  Student organizations failing to meet these guidelines may have their online community edited, and 
requested to shut down by Student Life staff.   
 
Student organization Officer Signature: ________________________________________ 
 
Student organization Advisor Signature: _______________________________________ 
 
Date: __________________ 
 
Repeated violations can and may lead to probationary status, or dismissal of a recognized student organization. 
 
Student organization contact for site content: _______________________________ 
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Student Organization Chart Field Accounts 

EXP/REV ACCOUNT FUND DEPTID PROGRAM PROJECT_ID CLUB 

EXPENSE 5502 790 93405 31500 S000 Unassigned Student Club 

REVENUE 4730 790 
 

31500 S000 Unassigned Student Club 

       EXPENSE 5502 790 93405 31500 S001 Accounting Club 

REVENUE 4730 790 
 

31500 S001 Accounting Club 

       

EXPENSE 5502 790 93405 31500 S002 Agri-Business (PAS) 

REVENUE 4730 790 
 

31500 S002 Agri-Business (PAS) 

       EXPENSE 5502 790 93405 31500 S003 AITP 

REVENUE 4730 790 
 

31500 S003 AITP 

       EXPENSE 5502 790 93405 31500 S004 Auto Body (Collision) 

REVENUE 4730 790 
 

31500 S004 Auto Body (Collision) 

       EXPENSE 5502 790 93405 31500 S005 Auto Mechanics (Technology) 

REVENUE 4730 790 
 

31500 S005 Auto Mechanics (Technology) 

       EXPENSE 5502 790 93405 31500 S006 Automated Manufacturing System 

REVENUE 4730 790 
 

31500 S006 Automated Manufacturing System 

       EXPENSE 5502 790 93405 31500 S007 Banking and Finance 

REVENUE 4730 790 
 

31500 S007 Banking and Finance 

       EXPENSE 5502 790 93405 31500 S008 Beat the Heat - Auto Club 

REVENUE 4730 790 
 

31500 S008 Beat the Heat - Auto Club 

       EXPENSE 5502 790 93405 31500 S009 Business Professional of Ameri  (INACTIVE) 

REVENUE 4730 790 
 

31500 S009 Business Professional of Ameri 

       EXPENSE 5502 790 93405 31500 S010 Early Childhood Development 

REVENUE 4730 790 
 

31500 S010 Early Childhood Development 

       EXPENSE 5502 790 93405 31500 S011 Intervarsity Christian Fellowship 

REVENUE 4730 790 
 

31500 S011 Intervarsity Christian Fellowship 

       EXPENSE 5502 790 93405 31500 S012 Honor Guard Club (INACTIVE) 

REVENUE 4730 790 
 

31500 S012 Honor Guard Club 

       EXPENSE 5502 790 93405 31500 S013 Culinary Arts 

REVENUE 4730 790 
 

31500 S013 Culinary Arts 

       EXPENSE 5502 790 93405 31500 S014 DEX - Appleton 

REVENUE 4730 790 
 

31500 S014 DEX - Appleton 
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EXPENSE 5502 790 93405 31500 S015 DEX - Oshkosh 

REVENUE 4730 790 
 

31500 S015 DEX - Oshkosh 

       EXPENSE 5502 790 93405 31500 S016 Dental Club 

REVENUE 4730 790 
 

31500 S016 Dental Club 

       EXPENSE 5502 790 93405 31500 S017 Diesel Mechanics Club 

REVENUE 4730 790 
 

31500 S017 Diesel Mechanics Club 

       EXPENSE 5502 790 93405 31500 S018 Electronics Club 

REVENUE 4730 790 
 

31500 S018 Electronics Club 

       EXPENSE 5502 790 93405 31500 S019 Fire Protection Club          (INACTIVE) 

REVENUE 4730 790 
 

31500 S019 Fire Protection Club 

       EXPENSE 5502 790 93405 31500 S020 Flexographic Printing 

REVENUE 4730 790 
 

31500 S020 Flexographic Printing 

       EXPENSE 5502 790 93405 31500 S021 Habitat for Humanity          (INACTIVE) 

REVENUE 4730 790 
 

31500 S021 Habitat for Humanity 

       EXPENSE 5502 790 93405 31500 S022 Hmong Student Union 

REVENUE 4730 790 
 

31500 S022 Hmong Student Union 

       EXPENSE 5502 790 93405 31500 S023 Interior Design 

REVENUE 4730 790 
 

31500 S023 Interior Design 

       EXPENSE 5502 790 93405 31500 S024 International Student Exchange 

REVENUE 4730 790 
 

31500 S024 International Student Exchange 

       EXPENSE 5502 790 93405 31500 S025 Machine Tool (Independent Chuckers) 

REVENUE 4730 790 
 

31500 S025 Machine Tool (Independent Chuckers) 

       EXPENSE 5502 790 93405 31500 S026 Natural Resources 

REVENUE 4730 790 
 

31500 S026 Natural Resources 

       EXPENSE 5502 790 93405 31500 S027 Occupational Therapy 

REVENUE 4730 790 
 

31500 S027 Occupational Therapy 

       EXPENSE 5502 790 93405 31500 S028 OWLS (Older Wiser LearnerS) 

REVENUE 4730 790 
 

31500 S028 OWLS (Older Wiser LearnerS) 

       EXPENSE 5502 790 93405 31500 S029 Phi Theta Kappa 

REVENUE 4730 790 
 

31500 S029 Phi Theta Kappa 

       EXPENSE 5502 790 93405 31500 S030 Impressions Unlimited     (INACTIVE) 

REVENUE 4730 790 
 

31500 S030 Impressions Unlimited 
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EXPENSE 5502 790 93405 31500 S031 CJSA(Crim Just &Security Assn) 

REVENUE 4730 790 
 

31500 S031 CJSA(Crim Just &Security Assn) 

       EXPENSE 5502 790 93405 31500 S032 Sign Club   (INACTIVE) 

REVENUE 4730 790 
 

31500 S032 Sign Club 

       EXPENSE 5502 790 93405 31500 S033 Student Nurses Association 

REVENUE 4730 790 
 

31500 S033 Student Nurses Association 

       EXPENSE 5502 790 93405 31500 S034 SAGA (Straight and Gay Alliance) 

REVENUE 4730 790 
 

31500 S034 SAGA 

       EXPENSE 5502 790 93405 31500 S035 Stdt Gov't Club Accounting 

REVENUE 4730 790 
 

31500 S035 Stdt Gov't Club Accounting 

       EXPENSE 5502 790 93405 31500 S036 Chess Club       (INACTIVE) 

REVENUE 4730 790 
 

31500 S036 Chess Club 

       EXPENSE 5502 790 93405 31500 S037 Scrapbooking Club   (INACTIVE) 

REVENUE 4730 790 
 

31500 S037 Scrapbooking Club 

       EXPENSE 5502 790 93405 31500 S038 Relief Fund  (INACTIVE) 

REVENUE 4730 790 
 

31500 S038 Relief Fund 

       EXPENSE 5502 790 93405 31500 S039 Monster Shop Club 

REVENUE 4730 790 
 

31500 S039 Monster Shop Club 

       EXPENSE 5502 790 93405 31500 S040 Horticulture Club 

REVENUE 4730 790 
 

31500 S040 Horticulture Club 

       EXPENSE 5502 790 93405 31500 S041 Multi -Cultural Club 

REVENUE 4730 790 
 

31500 S041 Multi -Cultural Club 

       EXPENSE 5502 790 93405 31500 S042 AODA Club 

REVENUE 4730 790 
 

31500 S042 AODA Club 

       EXPENSE 5502 790 93405 31500 S043 Basketball Club 

REVENUE 4730 790 
 

31500 S043 Basketball Club 

       EXPENSE 5502 790 93405 31500 S044 Drum and Percussion Club      (INACTIVE) 

REVENUE 4730 790 
 

31500 S044 Drum and Percussion Club 

       EXPENSE 5502 790 93405 31500 S045 SHRM (Society of Human Res Mgmt)  (INACTIVE) 

REVENUE 4730 790 
 

31500 S045 SHRM (Society of Human Res Mgmt) 

       EXPENSE 5502 790 93405 31500 S046 Electricity Club 

REVENUE 4730 790 
 

31500 S046 Electricity Club 
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EXPENSE 5502 790 93405 31500 S047 Medical Assistant Club 

REVENUE 4730 790 
 

31500 S047 Medical Assistant Club 

       EXPENSE 5502 790 93405 31500 S048 Fab Lab Club 

REVENUE 4730 790 
 

31500 S048 Fab Lab Club 

       EXPENSE 5502 790 93405 31500 S049 Technical Communications  (INACTIVE) 

REVENUE 4730 790 
 

31500 S049 Technical Communications 

       EXPENSE 5502 790 93405 31500 S050 SkillsUSA  (INACTIVE) 

REVENUE 4730 790 
 

31500 S050 SkillsUSA 

       EXPENSE 5502 790 93405 31500 S051 Politically Incorrect 

REVENUE 4730 790 
 

31500 S051 Politically Incorrect 

       EXPENSE 5502 790 93405 31500 S052 Japanese Club 

REVENUE 4730 790 
 

31500 S052 Japanese Club 

       EXPENSE 5502 790 93405 31500 S053 Power Sports 

REVENUE 4730 790 
 

31500 S053 Power Sports 

       EXPENSE 5502 790 93405 31500 S054 Agripower Club (PAS Ag Power) 

REVENUE 4730 790 
 

31500 S054 Agripower Club 

       EXPENSE 5502 790 93405 31500 S055 Meeting and Event Planning Club (INACTIVE) 

REVENUE 4730 790 
 

31500 S055 Meeting and Event Planning Club 

       

EXPENSE 5502 790 93405 31500 S056 
Fox Valley Management Association Club 
(Construction Management Association) 

REVENUE 4730 790 
 

31500 S056 Fox Valley Management Association Club 

       EXPENSE 5502 790 93405 31500 S057 Veterans Club V4V 

REVENUE 4730 790 
 

31500 S057 Veterans Club V4V 

       EXPENSE 5502 790 93405 31500 S058 Welding Club 

REVENUE 4730 790 
 

31500 S058 Welding Club 

       EXPENSE 5502 790 93405 31500 S059 Wright Aviation Club 

REVENUE 4730 790 
 

31500 S059 Wright Aviation Club 

       EXPENSE 5502 790 93405 31500 S060 FOX (Future Office Experts) 

REVENUE 4730 790 
 

31500 S060 FOX (Future Office Experts) 
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Co-Curricular Transcript 
Student Form 

 
To have your co-curricular activities (clubs/organizations, conferences attended, 
seminars, etc) included on your Co-Curricular Transcript, please fill out the requested 
information below.  List each activity separately.  Each activity must be approved by 
Student Life.  Only FVTC sponsored/affiliated events are eligible for inclusion.   

 
Student Name: ________________________________________ 
 
Student ID #: _________________________________________ 
 
Activity/Organization: ___________________________________ 
 
Date: _______________________________________________ 
 
Position (circle one):  
 
Member ________________________________________________  
Officer: ________________________ 
 
Advisor Signature: _____________________________________ 
 
 
 
 
 
Activity/Organization: ___________________________________ 
 
Date: _______________________________________________ 
 
Position (circle one):  
 
Member ________________________________________________  
Officer: ________________________ 
 
Advisor Signature: _____________________________________ 
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Co-Curricular Transcript 
Advisor Form 

 
Club/Organization Name: __________________________________   
Semester: ________ 
  
Conference attended (if applicable): 
___________________________________________ 
 
Student Name                    Student ID #                             Position 
_________________________________________________________________ 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
 
I certify that the above student(s) have met the requirements to have the 
above activity listed on their Co-Curricular Transcript.  
 
Advisor Signature ________________________________  
 
Advisor name (Printed) ____________________________ 
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Club Travel Funding Request Form 

 

 
This must be completed in order for a travel funding request to be considered and presented to Student 

Government Association.  Both pages must be completely filled out and a copy of your most recent club 

minutes must be attached. 

 

¶ What is your reason for this funding request? _________________________________________________ 

 

o When does this activity occur? _________   How many students are confirmed to participate? 

_______________ 

 

o Will this request cover the cost of your advisor attending this activity?  Yes/No (circle one)  

 

o List all costs here requested to be funded (please include hotel, travel, registration, etc.) Please note: 

meals and incidentals are not fundable) 

 

 

 

 

 

 

 

 

 

 

¶ How much money has your Club already raised specifically for this activity?           $________________ 

 

¶ How much money do you still plan to raise, and via what means, for this activity?      $________________ 

 

¶ Has money been requested previously this year from Student Government?           Yes/No (circle one) 

 

o If Yes, how much was approved and for whom?     $________________ 

 

¶ How much money is currently in your Club’s account?                                $________________ 

 

¶ How much will each participant contribute personally to the overall cost?                   $________________ 

¶ What is the total dollar amount per attendee for participating in this activity? $________________ 

 

¶ What is the total amount being requested from the Student Government?                    $________________ 

 

 

Club President Signature ______________________________________________________   

Club Advisor Signature  _______________________________________________________ Date _____________ 

 

Forms must be turned in  within one week prior to presenting to the SGA Executive Board at which the request will be 

made. Request will automatically be denied if not presented by a club representative. 

 

 

  

 

For Student Government Use Only 

______________________ ________________________________________ 

 __________________ ________________________________________ 

 ________________ 

SGA President Signature _________________________________________  SGA 

Advisor Signature ______________________________________________ Date 

Amount approved $_____________ 
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Club Funding Request Form 

 

 
Club Requirements 
 

Has your club: 

 

1. Identified a club advisor?       _______ 

 

2. Obtained a membership of eight students including officers?  _______ 

 

3. Met regularly (once per month)?      _______ 

 

4. Updated club constitution and handed in a copy to a Student Life? _______ 

 

5. Completed a Club Action Plan and handed in a copy to a Student Life? _______ 

 

6. Attended at least ½ of the SGA or Oshkosh Student Board Meetings? _______ 

 

7. Volunteered, at least, once at a Student Life sponsored activity or event _______ 

 

1. What? ____________________________      Date: ___________ 

2. What? ____________________________  Date: ___________ 

 

8. Been visibly active, at least, once per semester on campus   _______ 

 

1. What? ____________________________      Date: ___________ 

2. What? ____________________________  Date: ___________ 

9. Participated in, at least, one community-service based project  

per school year         _______ 

 

1. What? ____________________________      Date: ___________ 

2. What? ____________________________  Date: ___________ 

 

 

All of the information provided will assist the Student Government Association as they 

determine the amount of funding.  Thank you! 

 
 


