X] DRI DX DXIXDAKO DA
X anXXoolX

X tXXan X ntonld X oXEXX

Mt. SAC
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“If your actions inspire
others to dream more,
learn more, do more and
become more, you are a

leader.”

-John Quincy Adams

X XXX XDDEKODMBIX o

MXXcoX MhiX a DX aXXMKbX can XX KXXK MK alkhX aXXoX MMKX alXla X XintoXkbX oXIX
DX XX X XXX ali XoX XX ania t o}k MK o nMEKDERMKN tXlat coll XX X MK
oMb niX XIXXMK a XXX KX alXIXDKOX alXKXX to tIXDK XoMRXMXMOHKIX X X XIX alX] aliX
oXtXIX colXl X X Xint XD MKXXKIXin colXl KlalXK

X n aXXMKOXIX X XalkX Xin ol XXX aloXt XX X olEKXX anlk MXIX MbnX X nlk
conthctiX MhcXMX aniX MaMKX aX MMXKX aXlan aXXPKoMK K oXMEK Mb XMXMEaMKX alX
MK alXl co-aXXDKOMK It DKIDK Koltant to KX oXXin to nkkX MKXaMMEKXN to alkMEKXX ol
an MXIXXa niX XX non-MRIXXX Xin tallanX HEXPKDK My XIXOKPKX -XoMkDhX anX KXcHbn

X alkDhXX M DRI XoXtant to XXX KX XXX tlat aklan aXXDKoXXoX alK t)XMK aXla XXHXKIX
D alBBREDHX KEXIXIXIn X to KIXcolX) X KX o n KD BRa MK (XXX X XX XDGRKINK MKIX] XX
alXinKa anX XX aXXKLMXEIXoMK MK to abeikt tMKIX KXXXn tKMh a XPKKMHX KKK XoalanX
to XX a MKXbXIXCXX



The duties/responsibilities of an advisor include but are not limited to:

DX DK X DX X alhnlPhX a X XXX D XXX ontact tKX khMMKctdbn X K XXXHKtaMK to KXMXXXMK a X MXthX Kool X

DX ot XX XK X alDDEROX olX XXX DI DIXIXIX] X1 (XX X DX oKX M DR

DO DD anlX aXXXoMX anX MXXEEMX MXXpGX to X thhXX X o X MK oliXa cDE#EXDMOHMX XX MEKDXIX MK KX XX X M toli
XXX t DDEK X X ot an alXXXoXXX XXX XXX attacKXXX

XX XD t DX XX XXMt oXalKIcBKX KoMXX MXXn X ankX XXoMxhX KX
XXX nPbcX anX dbcX XKoo MK X KKK alK not to XX MY to MXXXn t}K
XXX ttXnkX alkcKIX anX colX X MK X MXDHKXM oMXMXXMbX actldniX to XX FKXaREK K XPh XX

XK ocatkhX a MDA XX Kint aXIXDKHX X XIMX oXIXtalX X XX KKXEKMKoXMK a conMMt occXXanX aXDERX to MX XMt at a
X MXithhX oXXXXnt B not KoMHKXKX

XD KXIXOXN anlX MK X XX oXXla DERMEX MOMK DADRXIXN

HINMIN/
M

bnX ol anX X oDEKXX MXXMHKX (oMK XX

XORXIXPORDERXXIX oMK tibn anX XEEKIXMMEX Xint oXNKnXX tXMXXK XX MEKe aXMREXXNX X XX X BRIKX MKnMXX XX
DX abh on calXl XXX tXIX KNk aMDDMRDEXXX X XX

DO DX ol MKnXIX colKctMlX at an MXXint ofXIMKnXXhMXMK X XXM MK MdMXEHX MhX XX a c EMMXXKIX nX}a X MMXXInXX can onlK
XX DR DXIDDE DX Xint after XXX XalM XXXn KXXoMMXX to XXk abkDDORDEXNMK

XXX X o XXX XK anlX KX cath )X X XX XXPMXMK aXoXt thKX X XXX onkMXthbn ank KnbkMX that t)XX ali XXXMKX
XXX D DI XX alXoXIt X olEEKXIX] X o DR DEROXIXD XXM a nlX] I XitKIXIXin t (X RCDEKDE X X ol XX

DX XXX DX X XD DX XX o bkt BOMK X ali ol KX X Xa X MXXXn t XMHX to ank ol-cald KIXXMXXin XXX HbK X-X
X DX DX 0l olXIX KX aXXXo{Kla XK K DK oDDIXIXIXIX X DX ol ot - ol Ka XX

DRI alX] X XOXIXEX olcon thh XHX X XX cHKIXIX]

XXX con cXXnXX X MX XX totalDXXct KX actEHMKXX KX aXX on XX oXXXaMKcaX KXX K atkX

You make a difference in student’s lives.

Thank you for sharing your expertise and in developing student leaders.

>* DDA DI to XXX t X n X BREKE DX XX altX] Do XK ¢ D nXX



SECTION 1

D tXXHX DRI X olXn XX XXX
X XX Db a X onddMXthdn

X tDAXX] DRI X oXIn Kl

X Nat BKMKX KN oXXX X FX kXX to attkn MK X KXDGHXXK
D DX X1 DX X oX)n KD X K Mo DXDXin DX (XX M- 0 nXANX Db nlX D DDA alX] a DX ta I KoMK oXlcalX XXX KX XXX
MKn ¢ tdni ab aXMbEiHX M

X Ko XXbX ot anX Mhchlitath Mh X KX colfilolhtdd ki thbnMKanX coX X MnbatdbnMK

XX KXo XXXXX a cDbHMK MK thd nDRXK XXX MK tXIX PRIXX anX XXX Mxb b kX XitXIXIXin MK
XX Ko ok Mh tXXDMOMK atlbn oXnMX XK

KX Xo XXbXoMK XM thhn to XXX MKt KXint XXina th b XX X XXX oXXXXXn ] anX XXX

X DI XX attXinbd KX oXalkDI X X DXt XXMM XX alEKMK to coll XK X DM b D X DXt MXh ctia tibn oXtXX
DX MK X I o X Db DN (X DHERK BN I DXXPDDE X X DX XX DX anl XX X onXaXX oXtXIX X on tKXXEKNXK MK oXIXIX (XX
DX XXX a thdX X DXt Xa DRI DD nX M cathdnMOI X X MXithh XX K XX XXMhX XX XalXKanX KXpHhX DX MR o nkX

XXX X XXX MbX a X onXKMXtdbn

X oXIX BIX conXMX thdhn BKXoXXMXMKMXX Kack X Kaka conXMdXtdbn tMat Xrat:X tXX XXMK oMK anX MhtXnt oXtXX KX oMHXMX
anX XXM XX (DMK tDbn anX X XXX XX MOMEKMK XX XX Kint KXo MK anX o t)XMXMK KoXtant MMM athdnMX BIRKXXX X}
XaXX a coXX oXXMKMK X aMkXXOXXX conMMX tkbn on MEEK M XX XitXIXin t XK X MEk:XX

X oXIX DEKIXIE] c o nXMX Db X alXIXDODOGHXXX XX XX cXlabddMX X DX XA DXIX D 0 MY XX oXXoXIX X anlX X aX aMXXXoMXX XX
XXX XothhX X DX MXDGHM XM MKl a nlX to XD MoXIX conMiMX hd ndXIXIX 4 coMXMKX oXtkIX XXXathk X atMddaXto MoXX

X XX XD DX aXIXIXXa MKt XX DAIXIX 4 a colXIX] to XX MK X M KXDKo MK MOX MK X (D aalXXbXKaXoX co niMX thd n XX DEXX
X n €Y XX XX X X (B thX] 0 DY) DX DXIX) DRI XXM alX] conDibg tXIXI MK - (X XKD DR ol X Dkt ol XXX ¢ DK Ml oD
DEDPHXIX con DX X alEKK DX b X KolX conMMX tdhniX

Xt DK XX oMK tPbn oXXa X KX to KaXX an XX -to-XatkX onXMXtdkbnX



SECTION 2

XMXactfkattbn X XXactdKatdbn X MnlKXancX
XXb tXctMbn

X DEKIX X X ctiia ttdn

(X DERICDRRBXIN (I (¥ K t1X] X X DX (RN BRI all not conXiXict: oNERBXXIXMh MK XXX XXX Bh tiX aniX XXX X KX nXanX ak
con KX KoMK an i XIX MK B RaXDRLXIX HEDX aPE KX M c thida tibn MoMK Mto alMKbMd onEXXKXoX Ko not MK )X MoXK KKK t}X KXnk olX
X0 DI (X DX oK (X (XX R comtact XX DX (8K D] DRI X% DX aDEEK]

Kol MK XXt b MK colX MMKEXX anlX XX accol Kanbi KX alMKXX oMK Mo XX Xin t]KXKMEINX on XX 0hXMK e thbh nIKabkDXXEKa XK XK oXX
(X X Db XXX 3D XXX Mt Dh PO athbniX

X DXIX n X XIXb tXc thbn

[X] I D DX D] D DI 1 X XXy XXX DRI DX o D alXX] X o] ¢ oD XXX
XD XX DX XX DX on tXIXX aldMXIX alKinKal RXOXXX XXXint KORDEXMK

XD D<aDX] XX DX alX] (XX aXla D XIEK] DEKIXoD al D DI X (XINMEK] (Xlalt Dt MKa théh(X D a I ol aMtioDIMN actMI X ontact
[X] DX DX DX DX X DR (X DX DX X DDA DX oK D DO athbn alolt KM n X colXDXXaXXX]


http://www.mtsac.edu/clubs/icc.html
http://www.mtsac.edu/clubs/icc.html
http://youtu.be/ez9LS58PvU0
http://youtu.be/ez9LS58PvU0

SECTION 3

PDIXDORDEPD N olXIX] XX KXt X DEEKIXI X
XIXIXin t X oD

POIXOAERD 11 olXIX] XD DEKIX] t [X] DI

X DX a X DX 11 DX oDXDX DERIX ¢ DERKDEK] DXBEKIX] 0X] 01 DI XX DRI XX XK Do XX DX X tDDXDDERXa X nati olXItXIX]
XXX oMK a.c RN XanX oXtkhMXKa n MHXXDhHX b HEHMEKMK
X DOXIDERIXXDHX] alXIXKIX a tX] REIXDDBDERD 11 (MK abKIXDX]

XX t Bl onlX X olEKXX XX XMHXDX MaliXIX Mh attXindandXX

XX MXEOM ali to talX an actDKX Kalkt M X nnlhX XX (OHK Kb tXat XX XXX X MbX X KXIXIXin XX DEKDIX D BDXNDHX
X DX £ XXX a tDib 1 alXDX| o DEREDEX] o DX tXIX X] o DEERXIXX]

XX XD X alloXt XX MXDMDEMD N oMMt DHKIXIX ab XX RDRCXXEX X M XX X P t oDXitXIXXin t MKDNEKX

XXXt X DD

X DRI X XX DX XIXE XX XX XX Dy DRI D X DX Db niX to XinMKIMK EXIXIXIn t anlX X olKXX XIXb tXc tdbhniX
XX n aXMEOXNX XXt XX KKt at alKcBKX MKn ctdbnMK
XX ontact XXXnt KXXEDEXX XX MK X alXaXiaXIERX Db XXX MK X B no K XXXn t KXXEMERX oXcan X tkbnkK

XD DX P DX DD aXIXbXaMXoM XX KX alXPEbX anX notiiitatddn to tD)IXMK X X KXMKoMMK KXXalDX alXXbXalkDdMXX X
Al ala DX D +XIX] DXt XX ¢ DDERK] ] DIRIED]

D DEKIX] DX HERK] DX DO DD a X FhiK XX oM X ontXXXMnnkhX XK XM olKMX to MAKMK aXXXoMKaDEAMDMN a
[ DDA et (X DI EXIX DD ta t 1 XK olXXin ot DX Xia DB X DIXEXIXX] a1 a4 X HEKIXD XXX nX]
IXIXOXDEKIX] Db a XX DR XXX DI t o I 0 aldK olXX XXX X oDEREX DIXDAEK]

XD DX DX t e Ko DX XK a DB X oI DEDEDHX] Db olX] MDD DXl Mint olXX MalX colXMXX XX XX oDEDMDXX N bbb X KX
XX col MK at XX XithXIXin t DINKI () DR DX PR DX Db tIX X XX X Mool X oY



/J

“It is better to lead from
behind and to put others in
front, especially when you
celebrate victory when nice
things occur. You take the
front line when there is
danger. Then people will

appreciate your leadership.

-Nelson Mandela

OUunei

X Nat X ol X MXX to X nolX

X XK XXt XX ofXIEXIX] alXIXIEKDX Kla nXIXlo o MK tXnXIXX to XIXHK Kol

XXcolX XX oMK a clXXlalh tXX X XX KXo XKIXIMKK anlX] Xl DRX RbX KKK t
CDERIXDRIX] (X XIo XX RIX] XX ol XXX ol Db Kol anlXl X oMKIX to a cXIMKXIX]

X ol XXX XoX X MKNnMXXX to KX aXIXK to KakXX oMK anMK KK to
XXX D X DRI (X1 [(x0X] (XBDKIX]- ] IXIXXKIn XX XIX] Db b IX] X! XKt Xl i
DXIXXK] DxoXI DI DX DI DX ot alBRICDIREXIX) Xtan XX ald KXt anlX) XIXKMXMK
XolX DXPX tXI1X Ko MK oXIXK ald KXxHMK KokhX Kok KiXbhXXXoX MK oXEKX
X oX can XX alfKoX caPiitxIX X tiX-X MKIX X olXin KX KIXDKOX a niXithk KXt
KXo PEMMXXoXIX MMM a thhn X alk XXX oK MIEHXXXEKaMXK contact tXX

X DKt olX| oXIXIXIXIXin t (XIHKIX



SECTION 1

X DRI XIXIXDERE DX

DDA DRI X DX DbDERDI D] Dby it Xt XXXl X IIXIXDERD4X] (X DR D] DKM (X (XX alDXXOEDA MO to
DXIDERE a tDh XD o XIXD XIX] ] DERDIEKIXD ol M ol X MIXPERED X XX contalh XX MORIHX MhX MMM atdbn ol thKXX X KXY
DX oD MDY XX XX a thX MoktbhX KoalhXX
X DERDAXXDEREDX DD tDh X to a DAIXCDRRE MXXint X XXt MalXX XX MbMIHX MhXX

X al X olXthIX X oDEX MK XXX XX

X atdXitK MXanX Mbcatlbn oXXXNXnt
X alXl X oXtXX MKo nMoMhHX obianbia ttbn MKXX
X MXXKOX contact MMM atbbn MXonX oXMX alk

XXX XX ccoX K oXathkhnXXtatkX XntX
XX o MRXIXIXDE: DK Xb n alXPR XD XDERX] DDA X accolXl X olXla thbnMEKXEKaMX
contact KX at DXt MEKX KX XK XakXh alXXan cX oXtXX KxXn tiK

X DX 1 a XPIXIDEKIDDEf DO

X nX XxXin t MKDERDHX MK nXMOX MKbX XX X XX X XXin ot} XX XoXXEX oMK nXMhX on
ADEDDRH X X a tDXD X

XK (X XX (X XD D] DEDIXOIIX XXX X X (XX lX] X alX] ¢ o] DR (XK
MNP X DX X0 alkIX Kl X X EKDXXEal X ankX MiKn a kMK oKX XitkXXn t X Xin tXX
DXXCDADERE o DK XXX

X tDX oXMctXondt X athkEaMMh a K on -XnXEKK banXXakX X XXt XaXX an XnMEK
t$hnMattdn X XXn KHX MKIXIX XXX MoXIX B XXXHXa R

Any postings missing any of the above information will not be approved.

Sample Posting with A.S. Approval Stamp

e MISAC  —=—\

= FOOD CLUB F&&

BBQ Sale

Wednesday, February 29,
2012 11:00 AM - 1:00 PM
9C Kitchen & Patio

CONTACT INFO: advisor@mtsac.edu

To request reasonable disability related

accommodations, please contact us at least five
business days in advance of the event.




SECTION 2

DI DX DAXDEDKIn ta tDERXXIX Db X X DEKIX] X X[

X X tDKIX anX X XXX o nDXEKDERKX oXIXh tHXXI X DX X oXn DX XXX

I e oXin DX DEKIX] DI Xin DX to ol XothhXI X XX XA X XIX XX . DXDERKIn théhX] tXIX] DERIX X XX XX 2. XXt ac DX
X DX DX DRIt DX (XX X DX DB n DK X (X X ta tifkX can onliK MKt onX XX

Mo X alh actlidMa X X all not KX aX¥nt MOXKXX okl X X KXHXDXXaMEKM to coX XEK X HEDEMADE bh M X XD X
XX ctifiatbbn ot PR X X XXX IX X anX MXK X onXaX oXtXXX ontl MKbX M- XX MR DD XX MitkIKXint X Xin thHK
DRI ] XX DRIt X D Dl I D) (XX XIX) ] DDRK] XX X] £IX) XKl nX) OB X 0B (XXX 0 KX

Xt DEKI XX DK o nDKIERX olXIXi X CRKIXEER DDA ta tiKIX] to Mot at XX DMK X X XD KX XX X ol € IXDEK] D DXIDERDERIX o X DEKIXIXK]
ac AKX MKt anX MKnX KalMK to ot)IXX PKIX MMM ta DK Mh XX KaBKMXX X MKaM,X at MK alMK to XX MK oXXX
MacX at tXPMOK nbXt KX X XXEDhHXX

oD - -(X] DEKIX] MalX(X

bl - X PERIX] (X alXIX ald MKt aldiKIX at XX XDXDh nbhiX] olXIXa Xl BXX XEXXI DX XX XXX ot oK XK XDEMKPKIXICKIX a c MM K niX
DRI XDEKIDEK an. XKt oXIXoXXInMX to MXCKKM nikX X XX XXX ibX KoK IX XX kbiKlaX] aXIXHMKDRK KoXIX cXKIXIX

DK OB XoDHIMIXIX| onXtaliX] alXl aliKIX] to XX tolk] XM DD DD XlalX XDHRKDAXMX XX X okt KKK X aniXl MhXbMK a thKX] talXpkX
Xlo o tIXIX] (K] BRI (XDEKI DDl 0. MEEIRK] Db X] XIéh 1 et X] XK DX €DX] XIDXEK] alXX] tXIDX] XXX 11X XlaPKla nlX] tXIX] XX X DX tat ald DKt
AKX DX XK a DD XXt anlXl BBKIX can MKIXKE: to KlalkX a ctDEMMKX tXat X KEKX alXIX| tXIXPK DRIX X oK XIEHKDEX

X DEKIX) oXItXIXIX XXX 4 alMdX]

MK attkX XX to MPhXOXCX tXIX KIXal|X oXIcBKIX actMMX tKKKKX a X BKX oX XXX XaXX X alKX XXX aX akK MKXaMKX on MRKXEXX
actDIKDEDEKDKia X XaltPeMKla thd nXXIXOXPEKINM X MoK n tMMIMEX to tXIX X oMKXX aniX tXIX coX X XnkX MK alko a M XMKK (b
DRI XDXI XX alX] alX] DRI XD XX at €I (Xt XXX t (XX XIPKIK a Xl X XIXPROXIX] X alXKIXIKIXOXKAX XX XIX] ] D <K KX a. XDERKDAX]
caliXbh XXX MHXXENX onXtal MK ald ani a cXXtDHR:a XX ol tX] alXi b X KRRk X KaDBOXIXX DR 0 n DX XX MXIXERE MbIX
XalkhihX Kol tX toX ali X KX oXIXXXKaX can XX MbXnkX M X XiRKIX K oKX MK K X onXiMXtbbnX




SECTION 3

X o X XnXoXX obitX

X o X XnXoX X otX

X XX X (X1 D D DX tDERIX] (X DXIXID6h i Xl a X (XX XXX KXt . XIXIXERK] B tDXdX| tat K 0 oXItHEKIX XXinXl oKl can XIXoXMKIX] altMEMRXI KbKX
DA tXIXOXIXIX PERIX] DKl o nXO DRI Xt DI not tXIXI D tXint olXHtXIXI X oKX ofX] tXIXIX MK cDh X XitXIXIXin i to MKMKX] alKla KXXDEDK KbX
XX DRI 0X] (Xl 1 DX XIDERDEKIX 8K 0 DX XXX £DXIDDERI IO XX ¢ tDXXI X XX X] o BX1 Xl Xl ol X1 o DB XXt aldalX] t o IR aXIXDDD XXX

X oDREKIXIX X 0 oXIXt oDXIXIXIXIa X Xin DX PRI MKIcalX] XXX cBKIXIX aniXl oMkla nbika tldhnHX




/J

inter-Club Coung

N|

X oX to XXt M X onkX

One’s philosophy is not best 1 DRI a0 PR (X1 D) D X DK X i tRIKIREAIRRE: () () (KO
expressed in words: It is the X Ko Rl KK t FRKGKISHRN aXhX K X0 K a DX tXIRBA ROt

X anX tMK MXXokX MKXt XonM KnoX XolX to Kakt tXXXXocMKX MXPh
expressed in the choices one {0901 R 8 XX IR R RS- PR a X
makes, and the choices we XX RERHARAIXIX KKK (X RO XK to (XX Kol (Xt on KoK a

to acKIRTR KoK RN a0 tRIX ot K akdRK KX KRN okt
bili MO XK on cal¥l KX taldX tHK KanX cookMXhtddn MbX MIXAX
responsibility. XXKaRK K X to K akK KoXRKKKK col K to FHRRXRMRAMK Kian KoK

aniX alf alXK% o BROX  RRA X IRRIININ Kl R to KKK KoK X (XK
-Eleanor Roosevelt M0¢ chdan cid olbiic ot

make are ultimately our



SECTION 1

XX DXIXDAX Db X Xt alXidn X a (X DEKIX]

XX XXX MO Xt aldt DX a (X DEKIX

DO XXX to DX DiRla cBRKIN XX th DI (X 04X XolX KXol Mia DIKIX K XM tiK a ctPEX tat Kalkd )X MaX X ol nXhMEK XX
Ial X IXE ol alX] tXIX o nlX Kol aldK] b thAEXX B X alXi i XXXoX] X PEKDX Xin c oXIXhXXK to Dbl XX MXPERRhX RKIXX I ol MDKHX] tXIX
attacXXX KXXo XXM DOXNtalktdhX a X KKEKX KX X Kot KX alibX KX to Mok Mia DK DX XX alikbdaXX MK XX

MODDDX oKt an aXIXEKOXKIX oX X HEKnXXX to MkhX a contikhcthX XX X XX KDXKMKPEKIEK X MdalkX XX KX oXla X KX XXX olX

X analXX Xint KaMKto MMKX alX| )X KX aXXPKLXXX n KoXMXEK Xt aMRKMXXXnt X oMDXX oXaXMKnct MhcXMX cannot MMXX aXlan
aXEOIXI X n alkPEInct Db XX X (X XXX alX| AKX alXla coDAXXIKLEKIX n aXXMKbXIX XXt not XXX KalK X oK 9K X to X XXt X MiX]
XXX X oXl to aXXDHK cHIX a ctHEMKHK

DX BODDDHN a X DK X 0 nXMX 0 nDXRMKEX andd Kin nXcMXhMX Xt an XXX KEKCK Mhto XX conXiMXtdon X X tMXRed

font items must remain in the template and may not be altered.
XXX olX] XKL XX D] BRKIX] XM athbn XXX

XXX DX o DI DB X XX KXo DK D a X DD XX oK DB XnDhdXalX a XX X (X XK X XX Kanld KabX Mabi XX
X t XXX t X ¢ tDERMEXI NI

XXX DEKIDER D X ¢ oDERRIX] (XX DD X XX Y] alX] €XIX] BN alIXDEROMK (X XIXEDb 1 alkalMXDEROMKN al XX Malt -t X ol
DX XK

XXX alXX Mo XX XXM KX KX aXXEKLX KX M XX MbXEHX XX

alX X B Dh DM athbn XXIXXE
MXXIXOKoMKX X o nXHX b n MKKK )X XX Ktk oKX at XX K B X ERRIXREKXIRKK KX X X

X The information must be submitted by the advisor to the Student Life Office. All documentation "i.e.,
transcripts, receipts, etc. should be delivered to the Student Life Office in a sealed envelope.

Once a potential club or organization has submitted club information sheet and proposed constitution to the I.C.C.
Adpvisor, Chairperson and Vice-Chairperson, all rights and privileges of an active club will be granted for a two
week period. This grace period has been established in order to provide for recruiting members. The draft of the
constitution will be reviewed by the Student Life Office. All requested changes must be made prior to presenting this
document to Inter Club Council (ICC). Club constitutions will only be reviewed if all paperwork listed above is
complete and all officers listed are eligible. Once the constitution is approved by the Student Life Office it will be
placed on the ICC agenda for voting


mailto:bcarrillo21@mtsac.edu
mailto:bcarrillo21@mtsac.edu
mailto:bcarrillo21@mtsac.edu
mailto:bcarrillo21@mtsac.edu
figure:%23
figure:%23
http://www.mtsac.edu/clubs/newclub.html
http://www.mtsac.edu/clubs/newclub.html

DX XX DXXIDIX] a DX XIXIXIX] DD N olXIX|alXXMX] ol

XD t tXIX XX X XXEDHX XX XXX oMK KX oX oMKa nMKh tho nl conXMdX thbn X XX XXX on XX alXnXa XnXXX
DX XX (X DX ORI DERDE: DRI DX XIX] DX a2 c XXt an XX

XK t XX MKconX KX X XXt XX DK XX MK X (X KN t a tDEROKPEK XK o n DMERKDERRX) to DXIaldX] (XX XOX oMK nXX MKIX

conXiMXtdbn anX X b nX X X tXIX XX XK oXla c tika thhn KaXXXX nXiXIX HKXEK co nXiMdX tdbn X KX K XX on XX akXnXa
XnXXXX DK 3X0H XERXX] ¢ XK DK X Ko tkh X on tXIX PRXEK conMMX tdbn X Mo ccXMIX X abbMdX Ko X DK MXXMRX MbX
accMtan XX

The term “club” will only apply to those groups recognized by the ICC



SECTION 2 Event Planning List

Mt. San Antonio College - Student Life Office
USE OF FACILITIES - STUDENT GUIDE

Use of Facilities Form (must use for on-campus & off-campus events)
Has your club been cleared to function for the semester?

(Check the club list: http://www.mtsac.edu/clubs/activestudentclubs.html)

Are you turning the form in 12 working days before event?
Is the form fully completed?
Did the Advisor sign the front? (must be an advisor on record)

Did the Advisor sign the back? (must be an advisor on record)

Is there an event description attached (ALL event details included)?

(Full description, date, time, location, contact info., what the event includes, product, price, fundraiser?)

Is the Event a Fundraiser? (Is money being collected?)
If yes, did you attach a Fiscal Services Fundraising Form?
Did you complete one form per day of fundraising?
Are the forms fully completed?
Are the forms signed by Advisor? (must be advisor on record)

Do you need a Cash Box or Change?

(Fiscal Services forms available at http://www.mtsac.edu/clubs/studentlifeclubforms.html)

(attach separate request forms for each day, fully completed and signed by advisor)

Is the Event being held off campus?
If yes, has each student completed a Student Agreement and Medical Release for Classroom-Related Travel Form?
(Form is located at http://connection.mtsac.edu/forms/admin/2013-student_travel _medical_release.pdf)
Did you make 3 sets of each form and distribute as follows before the event: 1) Student Life, 2)Public Safety, 3) Advisor
to take on the trip in case of emergency?

If the event is a food sale:
Does your event conflict with another event? (date/location)
(Check SL Weekly at http://www.mtsac.edu/studentlife/eventcalendar.html)

In front of a store location? (not allowed)

Is there food involved?
Will there be homemade food?
Will there be pre-packaged food?
(Refer to Food Policy: http://www.mtsac.edu/clubs/studentlifeclubforms.html)

If using the 9C kitchen, is there a Kitchen Request form attached
Is the 9C kitchen available?
(Check kitchen availability: http://www.mtsac.edu/clubs/studentlifeclubforms.html)

Is it fully completed?
Is it signed by Advisor? (must be advisor on record)

Has the club already used kitchen 4x this semester?
SUBMITALL FORMS TOTHE STUDENT LIFE OFFICE, BUILDING 9gC ROOM 1

YES
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SECTION 3

Forms & Procedures

Form Name

Kitchen Request Form

Club Constitution Template

Request to Establish Student Club
Account

Club Activity Planning Checklist

Club Officer Forms (Club Re-
Activation Forms)

Request for Fundraiser form

Printing Requisition Form

Use of Facilities

Where you can find the form

Student Life Office, 9C Student Center
Kitchen Request Form

Web download only - Microsoft Word document
Club Constitution Template (.doc)

Fiscal Services - Building 4, First Floor

2-Request to Establish Student Club Account Form.pdf

Student Life Office, 9C Student Center
Club Event Planning Check Off List

Request via email: dalgattas@mtsac.edu or bearrillo2i@mtsac.edu (Club advisors only please)

Fiscal Services - Building 4, First Floor

11A-Fundraiser Proposal Request for Student Clubs Form.pdf

9C Student Center, Student Life Office, Print Services-Building 4

http://www.mtsac.edu/-rpatters/instruction/business/handbook/sectionz/b.%20Printing
%:20Services%20Requisition%20Form%20(Sample).pdf

Student Life Office, 9C Student Center, Event Services-Building 6-170, most dept. offices
No web availability.

All Other Club/Fiscal Services Forms http://www.mtsac.edu/fiscalservices/forms.html
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mailto:dalgattas@mtsac.edu
mailto:bcarrillo21@mtsac.edu
mailto:bcarrillo21@mtsac.edu
http://www.mtsac.edu/~rpatters/instruction/business/handbook/section7/b.%20Printing%20Services%20Requisition%20Form%20(Sample).pdf
http://www.mtsac.edu/~rpatters/instruction/business/handbook/section7/b.%20Printing%20Services%20Requisition%20Form%20(Sample).pdf
http://www.mtsac.edu/~rpatters/instruction/business/handbook/section7/b.%20Printing%20Services%20Requisition%20Form%20(Sample).pdf
http://www.mtsac.edu/~rpatters/instruction/business/handbook/section7/b.%20Printing%20Services%20Requisition%20Form%20(Sample).pdf

Food Regulations

Types of food permitted to be sold on campus: Only prepackaged and/or catered food items may be sold on campus.
Prepackaged food items are defined as those items that can be purchased and sold without additional preparation (i.e. mixing
ingredients, baking, microwaving, etc.). Catered food items are defined as goods purchased from a food enterprise or
establishment with a valid business license and tax ID.

The sale of homemade goods violates California Retail Food Code: Article 3, Section 114021 (b). As such, any food sales
involving homemade items that require baking/cooking/mixing ingredients will be denied. Maintaining appropriate
heat levels is permissible (i.e. keep food that has already been cooked by a vendor or store, warm in an oven). If approval was
not obtained and a food sale is found to offer homemade goods the food sale will be shut down immediately:

Food locations: Food and/or drinks may not be sold in close proximity to any campus food vendor location (i.e. convenience
stores, grills, and cafeterias). Depending on the needs of your food sale (if items require heating and/or chilling), you may be
restricted to a kitchen environment.

Food sales permitted on campus: Food sales may commence after the third week of school. Food sales are not allowed
during finals week or during winter & summer intersessions. Locations and approval of food sales are based on a first-come,
first-served basis (clubs must be cleared in order to be approved for a food sale).

Reserving 9C Kitchen: In order to accommodate and support all of our clubs/organizations fundraising efforts, we are
allocating four (4) days per semester, per club/organization, for food sales through the Associated Students Kitchen in building
9C. The Kitchen is available on a first-come, first-served basis. Each club/organization must complete and return to the
Student Life Office the following forms at least 12 working days prior to the event:

*Kitchen Request form

*Use of Facilities form

*Fiscal Services Fundraising form

*Event flier (who, what, when, where, and contact information)

Kitchen availability can be obtained by visiting the CLUBS page on the Associated Students website (http://as.mtsac.edu). A
club advisor or College employee must be present to supervise the entire event.




SECTION 4

Most Commonly Requested Extensions

Calling from an outside line? (909) 274-xxxx

Fiscal Services, Club Accounts

Emma Valenzuela

Copy Center

(Printing Services)

Event Services

(Facilities Request)

Presentation Services

(Equipment)

Public Safety & Parking

(Security)

Student Center

Student Life Office

Transportation

(Vehicle/Rental)

ICC AdvisorX

Building 4, First Floor

X5343

Administration Building 4-Room 120

X4255

Building 6, Room 170

X4797

Library

X4273

Building 48

X4555

Building 9C

X5723

Building 9C-Room 1

X4525

Building 48

x4854

Building 9C, Student Center
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MT SAC Informational Materials for Clubs

Mt. San Antonio College Student Life Office, Mt. San Antonio College

The information provided in this document is intended to help students navigate Mt.
SAC more efficiently. Please let us know if we forgot to include something by emailing
your suggestion(s)/correction(s) to grodriguez193@mtsac.edu

9C-KITCHEN
Bldg. 9C | (909) 274-5959

Campus clubs and organizations may reserve the Associated Students kitchen in
Building 9C for food related events. Clubs and organizations must meet all Student Life
requirements for before the kitchen can be reserved. Due to the high demand, clubs
and organizations are limited to four (4) days of kitchen use per semester. The 9C
kitchen can be reserved by doing the following:

Contact the Student Center Specialist at (909) 274-5724 to check availability
Complete a “Use of Facilities” form (available in Student Life, Bldg. 9C-1)
Make sure that your advisor has signed the front and back of the form
Complete a Kitchen and/or BBQ Request form and have your advisor sign it
Submit the “Use of Facilities” form for approval to the Student Life Office
twelve (12) working days prior to the event with your event flier and
Kitchen/BBQ Request forms.

6. The club/organization advisor will be notified when the “Use of Facilities” form
is ready to be picked-up and delivered to Event Services. You must deliver
this form to Event Services at least 10 working days prior to the event.

agrwnE

ACCOUNTING @ FISCAL SERVICES
Bldg. 4 | (909) 274-5343

Fiscal Services processes authorized requests for payment of invoices and
reimbursements for recognized clubs and organizations.

Each club requires a completed Request to Establish Account card to be on file with
Fiscal Services in order to process any requisition. The club/organization advisor must
also establish an Originator for all purchase requisitions.

Summary of Process to establish person who will enter the club’s purchase requisitions:

1. Originator - Advisors must either identify themselves, or an internal department
administrative support staff, to take the lead with entering all purchase
orders/purchase requisitions for their club. This allows for your ability to be the
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responsible party and track the status of your requests. *This person must be
banner trained and cannot be a Student Life staff member.

2. Account Access - Send an email to Student Life Director, A.S. Administrative
Coordinator, and Fiscal Services Coordinator to request initiator access to enter
orders/requisitions for the club.

Invoices must always be processed with a requisition. The Purchase Order number
should be referenced on the requisition. The Club account advisor and the Division
Dean must approve all requests for payment prior to submission to Fiscal Services for
processing. An incomplete requisition will not be processed and will be returned to the
originator.

ASSOCIATED STUDENTS (STUDENT GOVERNMENT)
Bldg. 9C-1 | (909) 274-4525

The Mt. San Antonio College Associated Students is made up of students who have
paid the current Student Activities fee and carry a valid A.S. Activities Sticker.
Associated Students, otherwise known as student government, is recognized as the
official student voice on all College issues. Associated Students Officers act honestly
and responsibly when representing Mt. San Antonio College’s student body and serve
to promote and protect the diverse needs of the student population, enhance the
awareness of student concerns, and foster leadership and involvement in the campus
community.

There are several ways to get involved in your student governing body, the elected
positions are: A.S. President, A.S. Vice President (2), A.S. Inter-Club Council
Chairperson, A.S. Inter-Club Council Vice-Chair, Student Trustee, and Senator Pro
Temps (2).

There are also 20 senatorial appointed positions. To be eligible for appointment as a
Senator for the Associated Students, you must pick up an application packet from the
Student Life Office or visit http://as.mtsac.edu during the first week of the semester.

CAREER & TRANSFER SERVICES
Bldg. 9B, 2" Floor | (909) 274-4510

Career & Transfer Services provides a variety of services, activities, events and
resources to help students transfer to universities, solidify their career goal, sharpen
their job acquisition skills, and acquire part-time and full-time employment.

Career Services, activities, resources and events include: Job & internship referrals,
career fairs, career acquisition skills workshops, Disney College Program information,
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mock interview sessions, one-on-one assistance with resume preparation, interviewing
techniques, general job search, career guidebooks and computers for career research.

DUNGEON
Bldg. 9C | (909) 274-5959

All official Mt. San Antonio College clubs and organizations will be allowed to use the
paints and poster paper provided by Associated Student Government funds. Any club
or organization will be allowed 12 feet of banner paper per event. In order to use the
paints or dungeon an officer of the club must submit their student I.D. with the current
Student Activities Sticker while the members of that club are using or working in the
space provided for poster making. The I.D. card will be returned upon the inspection of
the paints and space. Everything must be in proper working order. This includes the
cleaning of the dungeon. No food or drinks will be allowed in the dungeon.

EVENT SERVICES
Bldg. 6-170 | (909) 274-4797

Event Services provides assistance for the use of facilities on campus. Please follow
the steps outlined below to reserve campus facilities or equipment:

1. Contact Event Services to check location availability (if you need to use
the 9C Kitchen — also check with the Student Center Specialist for
availability)

2. A “Use of Facilities” form (available in Student Life, Bldg. 9C-1) must be
filled out and signed by the club advisor, (advisor must attend the event).

3. Submit the form to the Student Life Office for approval twelve (12)
business days prior to the event with a copy of your event flier and any
other forms (i.e., Kitchen Request, BBQ Request)

4. Your advisor will be notified when the “Use of Facilities” form is ready to
be picked-up and delivered to Event Services. You must deliver this form
to Event Services at least ten (10) working days prior to the event.

Please note that a club advisor must be present at all events. Be sure to read the rules

and regulations printed on the back of the Use of Facilities form.

FINANCIAL AID
Bldg. 9B 2" Floor | (909) 274-4450

The College offers a variety of financial aid programs funded by federal, state, and
private sources. These programs are available to eligible students to help meet the cost
of attending college. Aid programs include grants, work-study opportunities, loans, and
fee waivers. All students may be eligible for some form of assistance based on their
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financial need and may apply for aid by filing a Free Application for Federal Student Aid
(FAFSA) form. The FAFSA worksheet is available in the Financial Aid Office or online
at www.fafsa.gov.

FOUNDATION
Bldg. 12-1270 | (909) 274-4215

The Mt. SAC Foundation raises funds to support scholarships, campus projects and
capital campaigns for Mt. San Antonio College. The Foundation is an IRS designated
tax exempt, 501(C)3 charitable organization and operates independently but in
conjunction with the college as a nonprofit corporation. As such, the Foundation is the
clearing house for ALL campus fund raising (with exception for the Grants Office and
the Faculty Association 501(C) 3 charitable organization) for Mt. SAC.

Campus Guidelines for Fundraising:

1. All fundraising and/or solicitation OFF CAMPUS for support of any project
must be coordinated with the Mt. SAC Foundation. Do not contact stores,
businesses or individuals off campus for any donation or solicitation without
first checking with the Foundation office.

2. Fundraising ON CAMPUS does not need coordination with or approval from
the Foundation. Coordinate these events with Student Life.

3. Raffles are illegal in California. For questions call (909) 274-4215.

PRINTING SERVICES
Bldg. 4 | (909) 274-4255

The Printing Services Team is committed to providing unsurpassed excellence in
customer service while delivering the highest quality copying and imaging services.
Black & white printing is FREE while color printing fees are based on the type and
guantity of the request. All print jobs must be approved by the Student Center
Specialist located in building 9C and bear the Student Life Office approval stamp prior
to printing.

The print services provided include: Photocopying (24 hour turnaround), binding, color
printing, laminating, drilling, cutting, folding, offset printing, forms, envelopes and color
posters (11x17). Club advisors can also submit job requests using the print shop
website. This process allows college employees to send electronic documents to
Printing Services electronically. Web jobs submitted in the evening should be done by
noon the following day. Club advisors can visit http://docuweb.mtsac.edu for more
information on the electronic submission process.
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PUBLIC SAFETY
Bldg. 23 | (909) 274-4555

The Public Safety Department’s primary responsibility is the safety and security of all
members of the College community. Every effort is made to inform students and staff of
criminal activity or any other concern that may be an immediate threat to the safety and
security of those on campus. Information and workshops on crime prevention are made
available to College students and staff throughout the academic year. The Mt. San
Antonio College Public Safety Department has the authority to enforce the Student
Discipline Code of Conduct under the Education and Penal Codes of the State of
California.

Reporting Crimes & Emergencies: Students and staff should report serious
crimes and emergencies, i.e., fire/medical, etc. that occur on campus to the
Public Safety Department or call 911 (dial 9-911 when using a campus phone).
Incidents may be reported to Public Safety 24 hours a day by calling (909) 274-
4555.

Witness to a Crime: Mt. SAC encourages anyone who witnesses or has
knowledge of a crime to report the information to WeTIP (http://www.wetip.com)
by calling (800-78-CRIME). Reports are taken 24 hours a day, 7 days a week,
and are completely anonymous.

Escort Service: To enhance security, Mt. SAC offers an evening Campus Escort
Service: Monday-Thursday from 6:30-10:15 p.m. Escort stations are located at
various campus locations. Escorts can be identified by their yellow jackets and
I.D. badges. Call (909) 274-4233 to arrange for an Escort.

PUBLICITY
Bldg. 9C | (909) 274-5959

Publicity, publications, and information to be disseminated shall be printed material,
devices, or actions designed to advertise events or ideas by the use of handbills, fliers,
publications, posters, banners, publicity stunts, tags or other means that have received
approval from the Associated Students.

Before publications, fliers, or literature are reproduced, they must bear the A.S. stamp
and signature of the Student Center Specialist or designee. This is necessary for
authorized posting. Refer to the Associated Student Publicity Directive for detailed
information, including where posting is allowed. Please contact the Student Center
Specialist for more details.
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SCHOLARSHIP INFORMATION
9B 2" Floor | (909) 274-4457

Visit the Scholarship Program Office for assistance with scholarship opportunities,
including scholarship research, personal statement advisement and workshops. The
Mt. SAC Scholarship Program Office administers more than $200,000 in scholarships
each year. Visit www.mtsac.edu/students/finaid/scholarships, for a current application
and eligibility information.

STUDENT CENTER
Bldg. 9C | (909) 274-5959

The Center is open to all registered students and provides a relaxing and enjoyable
environment that includes Nintendo Wii, board games, table tennis, foosball, a big
screen TV, free wireless Internet, and a housing referral program. Take a quick nap or
clear your mind between classes. Student must present their current Student Activities
sticker in order to check-out equipment.
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If you have any questions, comments, or ideas about how we can improve this guide

please contact the Inter-Club Council Advisori®
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