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SGA Clubs & Organizations
Statements of Intent and Constitutions

The Student Government Association Senate oversees all recognized clubs and organizations at SCCC. All
recognized clubs/organizations have an approved constitution on file in Student Affairs. Constitutions define the
club or organization, describe the activities and membership of the group, and define the role of all officers of
the club/organization.

The Student Government Association recognizes clubs and organizations which are formed for one or more of
the following purposes:

- for special or departmental interests, including those which are established with a common
educational purpose

- for honorary groups where membership is earned as an award for achievement

- for service learning groups which exist to serve our college and/or community

Alliance for Students with Disabilities

To create a network of people who provide support and information and advocacy for individuals with
disabilities

American Culinary Federation

To promote, develop and carry out the goals, work and program of the American Culinary Federation; to
promote the best interests of the culinary profession generally and the interests and welfare of chefs,
cooks and others engaged in the culinary profession

Aviation Club

For those interested in the field of aviation/aviation program

Black & Latino Student Alliance

To promote a common bond for African-American students and other ethnic groups on a social level
based on culture, economics and experience while encouraging social activity with all

Business and Law Club

To develop competence, develop character, prepare for useful citizenship, encourage improvement in
scholarship and establish standards for entrance into business occupations with support of the national
chapter

Christian Fellowship Club

To worship God through song, prayer and the study of His word and provide fellowship and spiritual
support for other Christians


http://www.sunysccc.edu/student/Aviation%20Club.pdf
http://www.sunysccc.edu/student/Black%20&%20Latino%20Stu.pdf
http://www.sunysccc.edu/student/Business%20and%20Law%20Club.pdf
http://www.sunysccc.edu/student/Christian%20Fellowship%20Club.pdf

Computer Help and Support Club aka Computer Clubhouse

To help students learn basic computer skills and to help one another with computer problems through a
creative and safe environment where all students work together and as mentors while exploring
computers and building self confidence.

Criminal Justice Club

To further the knowledge and understanding of the criminal justice field and to enhance the student’s
knowledge pertaining to career development

Drama Club

To sponsor trips, locally and in New York City, to provide an arena for both professionals and non-
professional companies to express their views through the drama media

Early Childhood Education

To use our education and knowledge within the community and to expand our education through
community

Father Time

To raise awareness in our community about the importance of the fathers’ role in the development of a
healthy family and community

Horse Club

To enhance the knowledge of horse behavior and care requirements by direct interaction with these
animals and possibly other similar animals as well

Hospitality Club

To embark on education activities to promote self-development as well as exploring career opportunities
within the hospitality industry

Phi Theta Kappa Honor Society

To recognize & reward student achievement; promote high standards in academics & leadership
The Pride Alliance

To improve and increase awareness, education, self-pride and support for all members of our community
through various activities held in a respectful, positive and productive manner

RESTART Club

To provide support for returning adult students in an online format where advice, information and ideas
can be shared

RHYTHMS Literary Magazine

Encourage and support creative writing and artistic endeavors of students, faculty and staff and
publishes for the community a literary magazine


http://www.sunysccc.edu/student/Computer%20Help%20and%20Support%20Club.pdf
http://www.sunysccc.edu/student/Criminal%20Justice%20Club%20Constitution.pdf
http://www.sunysccc.edu/student/Dramatis%20Personae%20Club.pdf
http://www.sunysccc.edu/student/Early%20Childhood%20Education.pdf
http://www.sunysccc.edu/student/Horseback%20Riding%20Club.pdf
http://www.sunysccc.edu/student/Hospitality%20club%20Constitution.pdf
http://www.sunysccc.edu/student/Pride%20Alliance.pdf
http://www.sunysccc.edu/student/RESTART%20Club.pdf
http://www.sunysccc.edu/student/Rhythms%20Revised%20Constitution.pdf

Science Club

To promote the sciences and encourage the studies in this field through field trips and experiences
outside of classroom activities

Slow Food Club

To represent the interests, further the social and personal growth and promote the general welfare of the
members

Spanish Club

To band together students involved in or interested in the study of Hispanic cultures, customs and
language while promoting an appreciation for Hispanic culture on campus

Students for Social Consciousness

To connect our campus community members with service learning opportunities within our surrounding
community while raising awareness and social consciousness

Student Activities Board (SAB)

The major activities planning organization on campus The events that SAB plans are many and varied,
and they include cultural, social, educational and recreational activities

Student Veterans of America

To establish and develop student veteran support systems advocating for student veteran issues at the
state and national level.

Student VVolunteer Organization

To represent the interests, further the social and personal growth, and promote the general welfare of the
members of the organization and to create a positive attitude about community service on campus as
well as create a placement system that will connect student and faculty volunteers with agencies in need
of their help

Technology Club

To further the knowledge and understanding of the members in the field of technology and electronics
while enhancing members experience pertaining to scholastic and career development

Tutor Networking Club

To provide training and support for peer tutors and tutees; to plan activities in order to raise money for
two student scholarships

*Any club/organization wishing to submit a new constitution or make changes or amendments to an
existing constitution must provide a written copy to Student Affairs for review.


http://www.sunysccc.edu/student/Science%20Club.pdf
http://www.sunysccc.edu/student/SPANISH.pdf
http://www.sunysccc.edu/student/Student%20Act.pdf
http://www.sunysccc.edu/student/Student%20Volunteer%20Organization.pdf

Student Government Association

Elston- Room 220H - 381-1338

Executive Board

President Amanda R. Smith-Lucier
Vice President Anthony Gallea
Treasurer TBA

Student Trustee Ann Sconiers

Organizational Chart

Martha J.
Asselin

Athletics Vice President SGA

of Student Executive
Affairs/
Advisor

SGA
Student Senate Secretary

President

Vice President
Treasurer
Senior Senators (8)
Freshman Senators (8)
Student Trustee (non-voting

member)
Committees
Student Clubs &
Organizational Board Organizations
Awards
Budget & Finance

Constitution &
Judicial
Election Board




Student Activities Professional Staff

Ms. Martha Asselin
Vice President of Student Affairs/SGA Advisor
381-1336

Mr. David Gonzalez
Athletic Director
381-1356

Ms. Suzann Burke
Secretary
381-1365

Mr. Jason Benitez

Multicultural/Educational Opportunity Program
Coordinator
381-1279

Ms. Jan Libbon

SGA Bookkeeper
381-1341

Ms. Donna Tessitore

FSA Manager/ Principal Accountant
381-1281

Club and Organization Advisors

CLUBS AND ORGANIZATIONS ADVISORS

Ms. Judy Fruiterman 381-1464 E328B
Alliance for Students with Disabilities

Dr. Ellen Wertlieb 381-1345 E222

Mr. Robert Payne 381-1216 E510
American Culinary Federation

Mr. Christopher Tanner 381-1444 E201
Aviation Club Ms. Barbara Jones 381-1266 C205
Black and Latino Student Alliance Mr. Jason Benitez 381-1279 E222

Mr. Matthew Farron 381-1385 E350
Business and Law Club

Ms. Sheila Foglietta 381-1265 E315

Ms. Tracey Caponera 381-1416 E319
Christian Fellowship Club

Ms. Kim Williams 381-1417 E510
Computer Help and Support Ms. Kathy Liska 377-1606 E109

Mr. Harry Buffardi 381-1445 E512
Criminal Justice Club

Mr. Richard Hegney 381-1418 E512



mailto:asselimj@sunysccc.edu
mailto:gonzaldm@sunysccc.edu
mailto:burkesv@sunysccc.edu
mailto:benitejf@sunysccc.edu
mailto:libbonje@sunysccc.edu
mailto:tessitdl@sunysccc.edu
mailto:fruitejr@sunysccc.edu
mailto:wertliec@sunysccc.edu
mailto:paynebl@sunysccc.edu
mailto:tannerca@sunysccc.edu
mailto:jonesba@sunysccc.edu
mailto:benitejf@sunysccc.edu
mailto:farronmj@sunysccc.edu
mailto:fogliesm@sunysccc.edu
mailto:cabrert@sunysccc.edu
mailto:williaks@sunysccc.edu
mailto:liskaka@sunysccc.edu
mailto:buffarhc@sunysccc.edu
mailto:hegneyrl@sunysccc.edu

Drama Club Ms. Sandra Boynton 381-1355 B113

Ms. Tammy Calhoun 381-1295 G131
Early Childhood Education Club

Ms. Debra Ahola 381-1402 G130
Father Time Mr. Eric Carlson 381-1299 E303
Hospitality Club Ms. Ingrid O’Connell 381-1451 E235

Ms. Babette Faehmel 381-1260 E200
Phi Theta Kappa Honor Society

Ms. Carol DeFries 381-1392 E311
The Pride Alliance TBA

Ms. Margaret Ann Williams  381-1337 E222
RESTART Club

Ms. Robyn Posson 381-1257 E222
Rhythms Literary Magazine Mr. Geoffrey Welch 381-1466 E313
Science Club TBA
Slow Food Club Mr. Rocco G. Verrigni 381-1296 E235

Mr. Michael Dzikowski 381-1458 E530
Spanish Club

Ms. Judith Prinzo 381-1401 E204
Student Activities Board Mr. Jason Benitez 381-1279 E222
Students for Social Consciousness Mr. Eric Carlson 381-1299 E303

Mr. Harry Buffardi 381-1445 E512
Student Veterans of America Mr. Dan Glick 381-1359 E235

Mr. Richard VVan Ness 381-1411 E407

Ms. Renee Adamany 381-1298 E202
Student VVolunteer Organization

Mr. Mark Seth 381-1385 E307
Technologies Club Mr. Keion Clinton 381-1215 E512

Mr. Dan McCrea 381-1464 E328C
Tutor Networking Club

Ms. Ronalyn Wilson 381-1462 E328C



mailto:boyntosm@sunysccc.edu
mailto:calhoutb@sunysccc.edu
mailto:aholada@sunysccc.edu
mailto:carlsoer@sunysccc.edu
mailto:oconneic@sunysccc.edu
mailto:faehmeb@sunysccc.edu
mailto:defrieca@sunysccc.edu
mailto:williama@sunysccc.edu
mailto:possonrm@sunysccc.edu
mailto:welchgc@sunysccc.edu
mailto:verrigrg@sunysccc.edu
mailto:dzikowmj@sunysccc.edu
mailto:prinzoje@sunysccc.edu
mailto:benitejf@sunysccc.edu
mailto:carlsoer@sunysccc.edu
mailto:buffarhc@sunysccc.edu
mailto:glickde@sunysccc.edu
mailto:glickde@sunysccc.edu
mailto:vannesrj@sunysccc.edu
mailto:adamanrt@sunysccc.edu
mailto:sethml@sunysccc.edu
mailto:clintokm@sunysccc.edu
mailto:mccreada@sunysccc.edu
mailto:wilsonrg@sunysccc.edu

Faculty Advisors

Faculty advisors must be, as per the SGA By-Laws and Constitution, full-time professional employees of
Schenectady County Community College, unless approval for a special appointment is granted by the Vice
President of Student Affairs/ Advisor.

Faculty Ad visors 0 Responsibilities

- Provide guidance, support and encouragement to club officers and members

- Supervise and attend all club meetings, events and activities

- Establish meeting dates, times and on-campus locations through Student Affairs.

- Ensure the attendance of at least one club officer at each meeting.

- Ensure club meeting minutes are taken properly and copies are forwarded to SGA Bookkeeper.
- Assist with club projects and goal planning including the completion of required forms.

- Ensure club conformance to college/SGA policies, rules and regulations.

- Oversee the club budget.

- New advisors must attend a mandatory budget training session and ensure the attendance of club
officers at budget training sessions.

- Verify and sign all requisitions, purchase orders and request to collect forms prior to submitting to
the SGA Bookkeeper.

- Review all monthly financial statements provided by the SGA Bookkeeper with the club treasurer
and address any concerns in a timely manner. If there are no concerns initial a copy of the budget
and return to the SGA Bookkeeper.

- Ensure that a club officer attend all Student Organizational Board meetings.



Club & Organization Officers

Requirements for Club Officers

As per the Student Government Association Constitution, Article V1I. Section 2.F. "Requirements of
students holding an office in a recognized club or organization:

To be eligible as an officer in a Student Government Association club or organization, a student must:
- be a full-time student as defined by Schenectady County Community College
- maintain an academic cumulative average of at least 2.0

If any officer fails to achieve a 2.0 cumulative average, the student will be ineligible for his/her present
office and notified in writing of his/her standing by the Executive Board of the Student Government
Association. The student is still eligible for membership in the club or organization.

Responsibilities of Club Officers

The following guidelines are offered to assist you in your role as a club officer in the clubs and
organizations sponsored or recognized by the Student Government Association. All officers must work
closely with their advisor, Student Affairs and the SGA Bookkeeper. All officers, excluding the

Secretary, are required to attend the Budget Training Session.

President

V Execute and enforce the rules and regulations of the College, the Student Government
Association, and the club's constitution

Plan and create Meeting Agenda for upcoming meeting
Call and preside over all meetings of the club
Appoint committee chairpersons as necessary

Serve as the official student representative of the club

< < < < <

Attend Student Organizational Board meetings, (or assign someone to attend in
President's place)

<

Check mailbox in Student Affairs on a regular basis for memos and financial
statements

10


http://www.sunysccc.edu/student/SGAconsta.pdf

Vice President

V Assume all roles of the President in his/her absence

V Attend committee meetings and report back to the President

Trea surer

\%
\%

Maintain financial statements for the club
Prepare necessary forms for collecting and disbursing club funds

Coordinate fundraising activities for the club and reconcile all monies from
fundraising activities with Student Affairs

Deposit all club income with SGA Bookkeeper within 24 hours of the fundraiser

Execute and enforce within the club the rules and regulations of the College and the
Student Government Association in regard to fundraising activities and financial
procedures

Secretary

V Record minutes from each club meeting and distribute them to the advisor and the

SGA Bookkeeper. Minutes must be shared with all club members.

V Type and handle correspondence for the club including meeting agenda

V Maintain club records.

Student Organizational Board (SOB)

The Student Organizational Board (SOB) is a committee of the Student Government Association chaired
by the Vice President of SGA. The SOB meets twice a semester and attendance by club presidents or
their representative is mandatory. These meetings are important because dates of events, policies and
budget procedures are discussed, and any questions you may have can be answered.

11



Club Meeting Regulations

Meeting Locations

Meetings are held on campus only. Advisors must notify Student Affairs of club meeting times and
location so that this information can be shared with interested students and be advertised on campus.

College Hour

Clubs may reserve a classroom for their meetings held during College Hour (Tuesdays and Thursdays
from 11:30 a.m. - 12:30 p.m.) through Student Affairs at the beginning of each semester. Classrooms are
available on a first-come first-serve basis.

Outside of College Hour

Advisors will need to work with Student Affairs to make other arrangements should the club meet at
times outside of College Hour.

Meeting Agenda

The meeting agenda is an outline for the upcoming meeting. It lets members know in advance the
purpose and direction of the meeting.

Agenda Template

[Name of Club/Organization]
Meeting Agenda
[Date/Time/Location of Meeting]
I Call to Order
1. Roll Call
I11.  Approval of the Last Meeting Minutes
V. Officer Reports/ Committee
V. Old Business
VI. New Business
VII.  Announcements/ Next Scheduled Meeting
VIII.  Adjournment

12



Meeting Minutes

Meeting minutes must be recorded at every meeting of the club/organization for record keeping
purposes. It is the secretary’s responsibility to take clear and accurate minutes at each meeting. If the
secretary is not present, the club/organization must appoint someone to fulfill this responsibility.

Minutes must reflect all items discussed and all agreements reached by proper voting procedures.

Minutes should be written up and copies distributed to club members, the Advisor, and the SGA
Bookkeeper within one week.

Meeting Minutes Template

[Name of Club/Organization]
MEETING MINUTES
[Date of the Meeting]
[Time and Location of the Meeting]

Call to Order
Nameftitle of individual calling the meeting to order and the time.

Roll Call
Typically the secretary takes roll call but could pass around sign-in sheet. Minutes should state names of

all present at the meeting.

Approval of Minutes
Minutes from the last meeting should be presented, any changes to be made need to be stated, then the
minutes need to be approved with a majority vote by the group. Minutes should reflect any changes made
and result of the vote.

Officer Report
Officers report on current projects and news. Not all officers need to have reports for each meeting;

however, a treasurer’s report should be given at least once a month.

Committee Reports (When applicable)
Each committee should be prepared to give an update and make announcements.

Old Business
All unfinished business from the previous meeting discussed and/or voted on.

New Business
New Items open for discussion and voting.

Announcements
Any announcements including the next scheduled meeting.

Adjournment
Motion to adjourn must be made and then seconded; no vote is needed. Meeting ends with the seconded
motion being noted. Minutes should reflect the time that the meeting was adjourned.

13



Marketing & Advertising

Publicity

To have your meeting time advertised on the campus message system; prepare a PowerPoint slide to
advertise the meeting and send for review/approval to Vice President of Student Affairs/ Advisor, Ms.
Martha Asselin at asselimj@sunysccc.edu.

To have your meeting time advertised the college newsletter, The Binnekill, contact Heather Meaney at
meaneyhl@sunysccc.edu

Poster Policy

1. All posters, to include information for posting on the computer, must be approved by the Student
Affairs Office. The poster will be stamped and initialed by Student Affairs only if approved for
posting.

2. All publicity must bear the name of the sponsoring group. Please have the sponsoring group
name stand out on each poster.

3. The sponsoring group must be affiliated with SCCC. (Solicitors from outside of the campus are
not permitted to advertise on campus premises unless a SCCC group is credited for sponsoring
the "outsider.")

4. Posters are to be placed on designated bulletin boards only - not on windows, doors, elevators or
walls. Any poster found posted on an inappropriate spot will result in a fine of $1 per poster to
the sponsoring group (responsible party).

5. Publicity must be removed by the sponsoring group within 24 hours after the conclusion of the
advertised event. Failure to do so can result in a fine of $1 per sign left posted.

6. The neatness of the material and the maintenance thereof are the responsibility of the sponsoring
group. Posters must be no bigger in size than 8.5” x 11 inches unless approved otherwise by
Student Affairs.

* ONLY Club Advisors and/or their designees can utilize the copy machine in Student Affairs to
copy publicity material and various other materials used by the organization.

SGA Budget Process

YOUR 8&ident Activity Fee

All students must pay a Student Activity Fee. These funds are collected by the College and then
distributed to the SGA and are to be used during the academic year in which they were collected. The
Student Government Senate members, Advisors, Athletic Coaches, Club Officers, etc... are all
responsible for overseeing that respective budgets are accessed properly and in accordance to the

14


mailto:asselimj@sunysccc.edu
mailto:meaneyhl@sunysccc.edu
http://www.sunysccc.edu/about/tuition.htm

procedures established by the SGA and the Auditors. An audit of the SGA budget, processes for
budgeting and protocols for using these funds is conducted annually in June. This audit is public record
and is shared with the SGA and College. Recommendations for improvements are implemented the

following fall term.

SGAFunds Policy

1. Only recognized clubs/organizations (those with constitutions approved by the SGA) can submit
a Budget Request Form to the Student Government Association for approval. The SGA will
approve the budget amount to be allocated to each club/organization.

2. Each club has an approved amount of money allocated for the academic year. SGA funds
allocated must be used by the third Friday in April. Any expenses after this date must be pre-
approved by the SGA and SGA Bookkeeper. If any SGA allocated funds are in a club's account
at the end of the academic year, they will be returned to the SGA.

3. No funds will be authorized after the last day of finals.

4. Student Activity fee monies allocated to a club/organization cannot be used for donations,
scholarships, or alcohol.

* Scholarships and Awards Fundraisers must have prior approval by The SCCC Foundation, Inc..

Calendar of the Budget Process

January

Budget proposals for the

upcoming year will be
distributed to each
club/organization for

February

Budget proposals must
be submitted to the

SGA Treasurer before
the end of the month if

March

SGA Budget &
Finance Committee
review requests &
adjusts budget to

April

By Mid-April the Committee
must submit their
recommendations to the Senate
who will then hold at least two
open budget hearings to review

completion. your club/organization | meet projections proposed budget with student
wishes to have a for fall enroliment | body.
budget for the The budget is adjusted/
upcoming year. revised, if necessary, and then
Senate vote on an approval of
the budget before the first of
May.
May June July/August September
By the third week of May, | An annual SGA Audit Official notification of the
the budget is submitted to | js conducted. Outside No Clubs/ club/organization budget is

the Vice President of

Student Affairs/ Advisor &

reviewed with the SCCC
College President.

Feedback received is shared

with the SGA Senate &
Executive Branch.

auditors are hired to
review all books,
records, transactions
and activity of the
SGA from that year.

The final audit report

Organizations are
in session during
the Summer

*Club budgets do
not rollover. Any
leftover funds

sent to all Advisors and
Officers during the first
week of classes in the fall
initiating the budget cycle
for the year.

* Clubs will be unable to

15



http://www.sunysccc.edu/alumni/foundationinfo.htm

* Final budgets will not be | is a public record and | from the previous | access their budgets until
disclosed until the fall when | is shared. semester will be | ALL required parties

accurate enrollment figures lost. complete Budget Training
have been established.

Budget Process As It Pertains to Officers

Step 1: Involve all stakeholders:

You want to involve the students and staff your budget will affect. Constructing a budget blindly without
input from student representatives, coaches, club advisors, student activities, etc. is a recipe for disaster.
You must include all of the stakeholders, and actively seek a priority “wish list” from them. At this point,
you are just seeking input and not guaranteeing a set amount of funds.

Step 2: Review the previous year’s budget:

It is imperative that your students carefully analyze the previous year’s budget report. They need to be
familiar with revenue items, expenditures, and unforeseen costs.

Step 3: Make projections:

Once you have carefully studied the previous year’s budget, you will be better equipped to make an
educated projection for this year’s budget.

Step 4: Now go back to the stakeholders’ “wish lists”:

At this time, you want to go and review the “wish lists” of the various stakeholders. Carefully analyze
their requests and start to determine the funds the Student Government Association will be able to
allocate. Most likely, you will be unable to honor all of their requests.

Step 5: Create a rough budget:

Now is the time to create a rough budget to plug in all the numbers for revenue and expenditure costs.
Allow students to freely input the numbers as they see fit. Most likely, when you have completed the
rough draft budget, students will realize they have to rework the budget and may need to separate “wants”
from the “needs” in order to make the budget work.

Step 6: Make the appropriate adjustments:

Your students will reevaluate the budget and make adjustments where appropriate. Perhaps they will
realize they need to trim some costs in certain areas.

Step 7: Create the final budget:

You have now spent countless hours to construct a meaningful and legitimate budget. You have made
sure your expenditures match your revenue, and you’re ready to put it out to stakeholders. Please
remember, not everyone will be completely happy with the budget you have created. In human nature
people generally want more. Remind everyone that budget creation is a student driven process.

Step 8: Present the recommended budget for approval:

The SGA Senate must hold open forums with the student body in which the budget is openly discussed,
reviewed and, if appropriate, revised. The FINAL budget is then prepared, reviewed with the SGA
Bookkeeper and the Vice President of Student Affairs/ Advisor for final input. This final budget is then

16




presented to the SGA Senate by the SGA Budget and Finance Committee. When the budget is approved,
it is then forwarded on to the Vice President of Student Affairs/ Advisor for dissemination to the SGA
Bookkeeper, College administration, and auditors.

Using your Club/Organization Budget

All forms are available from the SGA Bookkeeper

Budget training sessions are held, and are required of all officers, coaches and advisors. Budget training
must be successfully completed prior to accessing funds allocated for the year. Budget training is
provided by the SGA Bookkeeper and Student Affairs.

Spending Money

Disbursement Requisition Forms (DRF): For purchases made from club budgets.

DREF’s must be signed by the Club Advisor and appropriate Club Officer before submitting to
the SGA Bookkeeper for SGA review.

SGA Officers must approve and sign the DRF to signify a completed DRF. These signatures
are required BEFORE payment or funds are disbursed.

Completed DREF’s received on Mondays will have a check released on Wednesdays.

Original and appropriate documentation is required to support any payment: original receipts,
invoices, program agreements, contracts, purchase orders, etc. are required. No bill will be
paid or a reimbursement granted without proper documentation and original receipts.

SGA is tax exempt. See the SGA Bookkeeper for necessary forms before making purchases.
No spending will be allowed in May unless prior approval from the SGA Bookkeeper.

The SGA credit card may be used under certain circumstances such as an on-line purchase.
A DRF must be completed prior to ordering.

* The last day for all clubs and organizations to submit disbursement requisitions for the
academic year is the third Friday in April.

Collecting Money

Request to Collect Forms (RTC): Must be completed when any monies are collected for any reason or

amount.

RTC’s for fundraisers must first be signed by the Advisor and approved by Student Affairs.
A RTC shall be completed for each separate activity: fundraisers, dues, donations, etc.
No fundraisers are allowed in May.

*1t is important to note on the Request to Collect form any and all needs of the events, such
as the number of tables/chairs needed, the planned location, etc.

17



Collections

- All fundraising dates will be filled on a first come, first serve basis through the SGA
Bookkeeper.

- Money collected may NOT be used to make any purchases.

- Collections should be documented: names & amounts of donations, quantity and price of
items sold, etc.

All collections must be turned in to the SGA Bookkeeper in a timely manner

When charging admission to an event it is suggested that SCCC students who paid the
Student Activity Fee be charged lower admission prices than other groups.

Raffles

- Must be approved by Student Affairs and the SGA Bookkeeper at least one week prior to the

sales or raffles.
- Tickets are provided by the SGA Bookkeeper and are the only tickets allowed for raffles.
- Tickets are to be one price only. “Three for...” or “arms length” is not allowed.

- Allimited number of tickets will be issued at one time. After tickets have been sold and all
monies have been turned in, more tickets may be issued.

- Only one type of raffle can be held at a time: 50/50, gift certificates, baskets, gas cards, etc.

- Each event is to be no longer than 2 weeks.

- The name(s) of the winner(s) of any raffle must be proved to Student Affairs for public
announcement on campus via the College’s e-mail system, the College’s newsletter, The
Binnekill, and must be reflected in the minutes of the club/organization.

* ALL TICKETS (sold or not) must be returned to the SGA Bookkeeper when the raffle is over
for reconciliation. Clubs may be charged for missing tickets.

Programming and Events

Alcohol Policy

As per the College’s Student Code of Conduct, as it pertains to alcohol, no fundraiser or event will be
approved nor permitted in which alcohol is associated with the event, function or as a raffle prize.

18
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SGA Trip Policy

1.

All club/organization activities held off campus will be considered a trip. All trips must be
sponsored by a recognized Student Government Association club or organization.

All trips must be approved by the Vice President of Student Affairs/ Advisor. A “Trip Request
Form” must be completed at least one month prior to the trip. The following items must be
included on the form:

a. A specific itinerary to include the mode of transportation, route to be taken, time of
departure and return, and places to be visited

b. Specific contact information for the Advisor and Faculty/Staff

c. The names of all drivers with appropriate documentation

d. A list of the people who will be on the trip

e. Ifthe trip is a fundraiser, a “Request to Collect Form” must be attached.

Trip participants must sign the “Trip Request Form” before departure indicating that they
understand and will abide by the SGA Trip Policy. Each person must provide an emergency
phone number. Children must have signed permission to attend and one parent/guardian must be
with the child(ren) at all times.

The club Advisor and a faculty/staff member must accompany the trip in the ratio of 1
faculty/staff member to 20 students.

Trip participants must go and return on the same vehicle. There are NO exceptions. All
participants must follow the itinerary of the trip. The bus will leave no later than 30 minutes
from departure times.

No alcoholic beverages or controlled substances may be taken on the trip or consumed anytime
before or during the trip.

Any irregularities that occur on the trip must be reported in writing by the Advisor to the Vice
President of Student Affairs/ Advisor the next business day following the conclusion of the trip.

Failure to adhere to the above rules and regulations will result in automatic denial of future trips
of said club/organization by the Student Government Association, and trip participants may be
subject to disciplinary action by the College.

*Guests may not benefit from any costs or charges subsidized by the Student Government
Association.

Programs with Food

Clubs and organizations MUST use the College’s food service vendor, Prestige Services, for all their
catering needs. Any program serving food must complete a Catering Request form which is available
from Prestige Services.
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** Due to NYS Health Law regulations, bake sales are not permitted. State health code prohibits

serving food prepared at homes or other non-licensed sites.

A Note from Prestige Services Regarding Catering Services

Prestige Services is proud to have been chosen as the Food Service Provider for
Schenectady County Community College.

We are fully equipped to handle all of your catering needs, and offer the following
options for your group or event:

There are three ways to request a catered function:

1. Order a complete meal from the printed menu for a set number of guests.
Usually includes entrée, side, drink and dessert for one price.

2. Order ala carte by the item. You get exactly what you need and want with no
guessing! This option is great for events with a tight budget. You pay only for
what you order, and never have to guess whether there will be enough food, or a
lot of leftovers. If your ala carte choice is not on the printed catering menu, our
food service director will provide you with a price when you book your event.

3. Tell us how much you have to spend per person and we will work with you to
customize a menu for your function. We recommend that you meet with us in
person to plan this kind of event.

4. By following the steps below, we will ensure that your catered event will be
both delicious and headache free.

Please order at least two business days in advance. 381-1330

We understand that last minute catering events may arise. If we cannot accommodate
your last minute menu request, we will provide you with other options from the menu
items we have on hand.

All Club Events must be ordered by a faculty advisor.

Catering function order sheets are available on our webpage and in the cafeteria. Our
Food Service Director will work with you to complete your function order sheet so that
you have an exact cost for your event when you book it.

Prestige Services’ Club Catering Guide is also available on our SCCC Webpage!
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Planning Special Events

1. Notify Student Affairs and arrange for use of facilities through this office.

*To reserve a multi-purpose room, (i.e., Lally-Mohawk Room, Stockade 101), please inform
Student Affairs at least two weeks in advance.

2. Complete a "Request To Collect Money" form if admission will be charged or there will be any
money collected. Forms are available from the SGA Bookkeeper.

3. If aclub wishes to have a paid performer on campus (i.e., a DJ, musician, speaker, etc.) a
"Program Agreement"” form needs to be completed and signed by the performer and Vice
President of Student Affairs/ Advisor. Program Agreements can be obtained from the SGA
Bookkeeper.

FAQ

What if our club/organization runs out of money?

If your club is in need of additional funds, the SGA Treasurer can assist your club in submitting an
"Additional Allocation Budget Request” form to the Student Government Association. Additional
Allocation Budget Request Forms are available for clubs/organizations that have shown to be active and
have exhausted their funds for the year and may be obtained from the SGA Bookkeeper. The
club/organization must have followed all the SGA guidelines and policies in order to receive additional
funding.

The Additional Allocation Budget Request Form, once submitted to the Vice President of Student
Affairs/ Advisor, will need to be approved first by the SGA Budget and Finance Committee and then by
the SGA Senate before the club can be notified if any allocation was approved.

What is a SGA Purchase Order?

Many local businesses will accept a SGA Purchase Order and then bill the organization. Purchase
Orders can be obtained from the SGA Bookkeeper and MUST be made out to a specific company or
business with the exact costs. All Purchase Orders must be approved by the club advisor and the Vice
President of Student Affairs/ Advisor prior to the order being placed. Use of personal credit cards is not
allowed, however, clubs may use the SGA credit card to make tax exempt purchases as long as
arrangements are made in advance with the SGA Bookkeeper.

Any club or organization which fails to comply with the above rules and regulations shall become
subject to dismissal from the SGA roster and relinquish its privileges to utilize student activity
funds. This action may be taken by a majority vote of a quorum in the Senate.
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