
Managing Club Finances
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Where is this info coming from?

• California Education Code

• Financial Crisis & Management 

and Assistance Team (FCMAT)

• VCCCD Board policies (BPs) and 

Administrative Procedures (APs)

• Campus fiscal processes



Agenda

1. Establishing a budget

2. How clubs get money in their accounts

3. Allowable vs. unallowable expenditures

4. Spending club funds

5. Spending deadlines





Establishing a budget

• All clubs should develop a budget before spending occurs

• Budget should be for the whole year but can be amended as needed

• Students need to participate in developing the budget

• Students should try to spend what they raise in the same year they raise it; 

carryover is okay if:

• Seed money is needed for the next year

• Funds are accumulating for a preapproved multiyear project

• The carryover amount is reasonable



Trust/agency accounts

• Formally recognized student clubs/organizations can establish and 

spend money from official VCCCD trust accounts

• These are essentially your club bank accounts

• Most all clubs already have a VCCCD funding account—if you don’t 

know your organization’s number, ask me!

• Each year, clubs submit a VCCCD Trust and Agency Account Signature 

Update form to the Student Activities Office, designating approved 

signatories (AKA approved spenders)

• If a club is inactive for 5 years, any unused funds get transferred back to 

ASMC for redistribution via the ASMC Programming Committee



Who decides how funds are spent? (1/2)

• Will of the students should come first* (*unless there is a specific conflict with laws or 

regulations, governing board policy, student safety, college culture, or other specific reason to deny an 

event, expenditure, or other student club decision)

• Students are the primary authority when making decisions related to the club:
• Forming/scheduling meetings

• Developing budgets

• Planning fundraisers

• Deciding how funds will be spent

• Approving payments

• Advisors are to support club leaders
• Provide assistance, advice, and co-approval on the aforementioned topics

• Expenses must promote students’ welfare, morale, and educational experience



Who decides how funds are spent? (2/2)

• Clubs should be able to provide meeting minutes to Student Activities that 

demonstrate that the club voted to spend the funds as requested 
(No minutes = no spending!)

• According to California Edu. Code, funds should be spent subject to 

procedures established by the club and with prior approval of 3 people: 

1. a Board of Trustees-designated administrator

2. the advisor (certificated employee), and 

3. a student rep from the club

• Funds (particularly those generated by student fees) can only be spent on 

current students



Appropriate expenditures

• Expenditures must be for a “direct and primary public purpose”

• Allowable expenses should enhance students’ educational experience

• Supplemental equipment for student use not provided by the college 

• Field trips/excursions (unless part of the curriculum/student receives credit for it)

• Prizes for participating in club-approved contests or activities

• Social events for students, including purchasing food for club members

• Swag (e.g., t-shirts, sweatshirts, hats, or other branded items)



Unallowable expenditures

• Awards, donations to charity, and the purchase of flowers are considered 
gifts of public funds and therefore unallowable, unless VCCCD Board 
policy states that they serve a public purpose

• Curriculum and classroom supplies; trips listed on a syllabus or that 
students receive extra credit for attending; and/or other expenses that 
are the college’s responsibility

• Employee appreciation meals

• Items for employee personal use, including employee clothing/attire

• Donations to other organizations, or donations to students in need

• Scholarships exclusive to club leaders or members that are not awarded 
through the MC Foundation or Scholarship Office



How a club 
gets money in 

its account



1. Requesting funds 

from ASMC

2. Inter-Club Council 

(seed $ or promos)

3. Fundraising

4. Donations

Common ways 

clubs get money:

The FLeX Club would fundraise by hosting an annual Extreme Raider Challenge and charging an entrance fee.



1. Requesting $ from ASMC

• Formal application process











1. Requesting $ from ASMC

• Formal application process

• Programming Committee makes decision

• Types of things funded

• Timeline for receiving funds

• Application available on Virtual Club Handbook



2. ICC Funds

• Funds for participating in 
ASMC-hosted events (such as 
the annual Club Rush)

• Seed funds for new clubs that 
establish a trust account

• Other incentives



3. Fundraising (1/2)

• Fundraisers must be preapproved (there is a form on the Virtual club 

handbook to request a fundraiser)

• Types of allowable fundraisers include:
• Teaming up with a local eatery to have a % of sales to go your organization

• Collecting admission fees for events

• Limited selling of nonperishable goods or foods

• Attending a live taping of a TV show* (*if permission slips are submitted)

• Receiving event sponsorships from local businesses or in-kind donations/gifts 

• Types of unallowable fundraisers include:
• Activities that pose liability, safety, or risk concerns (e.g., car washes or GoFundMe)

• Rental of college property (e.g., equipment or facilities to outside groups)

• Games of chance (e.g., raffles or bingo)



3. Fundraising (2/2)

• Proceeds cannot be attributed to specific students based on what they raised

• Clubs can fundraise with each other but must separately approve the 
fundraiser and agree to conditions and create documentation outlining these 
conditions, signed by club reps from each group

• Advisor ensures proper cash control procedures are followed

• Always have two people count money

• Use cash box and minimize the number of cash handlers

• Deposit funds ASAP after fundraiser end (if check is being mailed, have it made out to 
“Moorpark College” and have your club name written in the memo)

• Develop tracking process to know exactly how much $ was generated

• Participation in fundraisers must be voluntary

• Students cannot be excluded from an activity funded by club or ASMC funds because 
they did not participate in fundraising

https://www.fcmat.org/publicationsreports/ASB2015Ch13TallySheetpdf.pdf


4. Donations/Gifts
• Gifts and donations may be monetary (i.e., cash) or “in-kind” (e.g., 

equipment or supplies)

• Monetary donations are made by someone writing a check for a club
• A check for a club should be written out to Moorpark College but should specify your 

club/organization in the memo line or in any supplemental documentation

• Donations over a certain dollar amount must be accepted by the Board 
of Trustees (example: pool table)

• Form for people to complete when making donation (see Resources for 
clubs page under “Fundraising”)

• We recommend writing a thank you note! We can even supply it

• We are not a private nonprofit 501(c)(3) organization, but the MC 
Foundation is (some donors only give to this type of organization)



How to spend your funds





It all begins 
with a 

Requisition 
(VCCCD # 14022)

form!



Clubs most commonly use 
requisition forms to receive 

petty cash for food or 
supplies at club meetings



Petty cash

• Restrictions on types of purchases (“general supplies/materials” only)

• Requisition form ($100 max; need documentation for $101-$200 withdrawal)

• One outstanding petty cash Requisition at a time

• Req. must be preapproved; cannot assume reimbursement will happen

• Turnaround time is 3-4 days, depending upon ease of collecting signatures

• It’s the district’s preference to use Purchase Orders when 

procuring most anything; however, petty cash may be used 

for small expenditures where it doesn’t make sense to pay 

by check because of the inconvenience associated with 

writing, signing, and then cashing the check



What is the purpose for 

the petty cash?

Who will go get the 

petty cash from SBO?

Needs a student 

signature, my signature, 

dean’s signature

Once this form is 

completed, it is taken to 

the Student Business 

Office to receive the 

cash. 

Funds must be spent in 

accordance to the form.

All unspent funds and 

original itemized 

receipts must be 

submitted back to the 

Student Business Office 

no later than 10 days 

after the conclusion of 

the event.



Purchasing giveaways, 

supplies, or equipment



Purchasing giveaways, supplies, or equipment

• Create a Purchase Order (a legally binding document created 

by a buyer and presented to a seller) to purchase items

• It can take 2+ weeks to have a P.O. established; often takes 

another 2+ weeks to have the items made and shipped

• Items MUST be shipped to the MC Warehouse

• Vendor cannot begin production on items until P.O. has 

been approved by the District Office

• Looking to work with a new vendor? Make sure they accept 

P.O.s! Also, make sure they offer a unique service



Obtain a quote from 

an approved vendor1

../../=ASMC - ASSOCIATED STUDENTS OF MOORPARK COLLEGE/2020-2021/ASMC Finance/Requisitions 2020-2021/INVOICE_DM4244030.pdf


Obtain a quote from 

an approved vendor1

2 Use the info from the quote 
to complete a requisition form

Quote could be an email where they tell you an estimated price for goods or 

services, a screenshot from a website (like Custom Ink), or similar documentation





Your FUND will 

always be 811

Your ORG will be 13XXX (with X 

being numbers unique to your club)

ACCT denotes 

expenditure type
PROG will always be 696000, since your 

club is a part of Student Activities

Your advisor would sign and date here

A student leader would sign here I sign here after I verify you have sufficient funds

Dean over Student Activities signs here



Obtain a quote from 

an approved vendor1

2 Use the info from the quote to 
complete a requisition form

3
Provide completed requisition and 

quote to me to process for you

4 I will input the request for the creation 

of a Purchase Order on your behalf

5 P.O. is sent to vendor, giving them the green 

light to begin production or send the items

6
Once all ordered items are received or service is provided, 

we tell VCCCD Accounts Payable to issue payment

Quote could be an email where they tell you an estimated price for goods or 

services, a screenshot from a website (like Custom Ink), or similar documentation

A P.O. is a legally binding document created 

by a buyer and presented to a seller

Vendor CANNOT begin production or 

ship ordered items until P.O. is received

Sample complete requisitions available online; I can 

also help complete this form with you

If you forget this, you can send it to any 

ASMC Board member to forward to me

You’re responsible for steps 1, 2, 3 and we do the rest!

It's easier than it looks, but takes longer than you'd expect.

*

*

*



Making giveaways with the
MC MakerSpace

• Clubs can make stickers, screen-print or heat-press shirts, 

embroider hats, and create other giveaways

• Tends to cost substantially less than an external vendor 

with quicker turnaround times

• Funds are easily transferred from your club’s account to 

the MakerSpace account—no Requisition forms needed

• Contact MakerSpace/MakerShop Project Manager Tara 
O’Gorman to learn more: tara_ogorman1@vcccd.edu

mailto:tara_ogorman1@vcccd.edu


Inviting speakers/performers

• Similar process to purchasing stuff: need a quote, need to 

complete a requisition, and need to make sure they’re a 

vendor in our system (if not, need New Vendor Packet on webpage)

• May require some additional liability or contractual forms 

from the district, depending on the type of event



Paying for student travel
• Clubs can request to use their funds to cover hotel expenses, flights, 

meals, registration, and other associated costs

• Paying for hotel expenses, flights, and other travel costs can be done 

one of two ways:

• Procurement card (VCCCD-issued credit card)

• Advance check made out to advisor, who then 

pays for everything using the funds 

they received



Advance checks (or travel advances)
• Advance checks (or travel advances) are checked paid to an advisor to 

cover travel expenses

• The advisor receives the check, cashes it, uses the funds to pay for travel expenses (usually 

using a personal credit card), keeps all receipts, and deposits back into club account 

unspent funds

• Club advisors cannot receive advance checks to pay for contracted services 

or to pay performers or speakers

• Requests for advance checks are made through a platform called 

ChromeRiver; requisitions are not used for this purpose

• 2+ week turnaround for advisor to receive advance check, so plan 

accordingly!



Advance checks or travel advances
• Can use advance checks to receive cash to cover travel expenses or to 

give students a daily per diem for food

• Per diem is an allowance paid to students for meals and is provided in 

lieu of paying the actual costs and tracking receipts (max. of $55/day)

• Unspent funds from advance checks must be returned to MC SBO with 

receipts and documentation within 15 days of completed travel

• Deposit slip and any other docs sent to DAC Accounts Payable

• Must have funds in club account to pay for these first!





Spending deadlines



• The VCCCD’s fiscal year runs from July 1 – June 30

• In order for the district Accounts Payable to reconcile all expenditures 

before the close of the fiscal year, they set the following spending 

deadlines:

• Wednesday, March 27: All requests for purchase orders (includes buying 

equipment or apparel or paying for contracted services) due by end of business day

• Friday, May 3: All student travel expenditures must be reconciled in Chrome River

• Friday, May 10: All petty cash for perishables must be reconciled by this date

Spending deadlines



Any questions?

Kristen Robinson, Student Activities Office
krobinson@vcccd.edu | 805.553.4976

moorparkcollege.edu/clubs


