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In this handbook, we have tried to outline and simplify the guidelines 
that club members and sponsors handle most often.  Use it as a 
resource whenever you plan meetings or activities.  If you have 
questions, please contact the Office of Student Life.

We have what you 

need to succeed.

Student Life Services
Meeting Space  |  Telephone
Computers  |  Pay for Print

Fax Machine  |  Copier  |  Mailboxes
and all the forms you need!

The Office of Student Life
972-860-4115  |  Building S, Room S201

E-mail:  bhcStudentLife@dcccd.edu
Educational and employment opportunities are offered by Brookhaven College without regard to race, color, age, religion, national origin, 
sex, disability or sexual orientation. Brookhaven College is one of the seven colleges of the Dallas County Community College District.
Brookhaven College is accredited by the Commission on Colleges of the Southern Association of Colleges and Schools to award the associate's 
degree. Contact the Commission on Colleges at 1866 Southern Lane, Decatur, Georgia 30033-4097 or call 404-679-4500 for questions about 
the accreditation of Brookhaven College.
The three-fold purpose for publishing the Commission's address and contact numbers is to enable interested constituents (1) to learn about 
the accreditation status of Brookhaven College, (2) to file a third-party comment at the time of Brookhaven College's decennial review, or (3) 
to file a complaint against Brookhaven College for alleged non-compliance with a standard or requirement.
Normal inquiries about Brookhaven College, such as admission requirements, financial aid, educational programs, etc., should be addressed 
directly to Brookhaven College and not to the Commission's office.
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PAPERWORK: 
• Petition/Recognition for   
    Student Club form 
• Roster of Members 
• Club Constitution 
• Proposed Budget 
• Club Activities Log 

HOW TO START A STUDENT CLUB 
 
Brookhaven College clubs and organizations should be formed for the purpose of social, 
educational and leadership development and must relate directly to the mission, goals, and 
objectives of the Dallas County Community College District and Brookhaven College. 
Here’s the process step by step. 
 
1. Obtain the necessary forms and a sample  
 constitution from the Office of Student Life. 
 
2.  A minimum of eight members is needed to form a 

club or an organization. 
 
3. Discuss the goals and objectives of your group 

with the Director of Student Life and read over the 
General Responsibilities. 

 
4. Find a faculty member willing to sponsor your proposed organization and whom 

you feel can best organize your club.  Review the Sponsor’s Guidelines  with the 
faculty member and discuss his/her role in your organization. 

 
5. After completing your Petition/Recognition for Student Club/Organization form 

(Exhibit A) and Roster of Members with student ID numbers (Exhibit B), return forms 
to Student Life for approval to continue meetings to organize and to write your 
constitution and goals. 

 
6. Upon completion of your group’s constitution and goal, your request for 

organizational status will be subject to the approval of the Director of Student Life 
and the Vice President for Enrollment Management and Student Success.  When 
approved, you are eligible to assume status as an officially recognized Brookhaven 
College organization. 

 
7. If Student Life denies organizational status, club members may appeal to the Vice 

President of Student Services. 
 
8. The registration deadline for forming a new club is March 15. 
 
 
 
 
 
 
 
 
 

Note: All previously approved organizations are required to register with the Student Life 
Office each fall to retain official status. 
 
Paperwork:  Petitions/Recognition form, Roster of Members with student ID numbers 
and club constitution. Each year clubs may submit a Budget Request for College Funds. 
Club Activities Logs are due at the close of each semester. (See Exhibits A-D) 
 
New Requirement:  State law mandates that all sponsors and club officers must view 
the RRisk Management Strategies for Student Organizat ions Training at least once 
during the academic year and provide signed documentation to the Student Life office. 
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GENERAL RESPONSIBILITIES 
 
Policies and Purposes 
All organizations must adhere to the policies and purposes of the DCCCD.  If questions arise 
regarding college policy, your faculty sponsor and the Student Life director have access to 
district policy and procedure manuals. 
 
All organizations are expected to uphold the goals as stated in their constitutions.  
Constitutional amendments are subject to the approval of the Student Life director. 
 
Membership 
There shall be no discrimination on the basis of race, color, national origin, religion, sex, 
disability or sexual orientation.  Other than honors organizations, no club or organization 
may restrict its membership.  Organizations must have at least eight members. 
 
Membership should be composed only of credit students or staff of Brookhaven College.  
Non-students may not hold office or be responsible for any activity. 
 
Students on disciplinary probation or suspension from college cannot hold office or be 
involved in a club, organization or special interest group on campus, nor can they actively 
participate in the activities or functions of the above mentioned student groups. 
 
Leadership development is encouraged.  Hazing in any form is not permitted. Standards of 
performance for members should be clearly stated in the organization’s constitution. 
 
Faculty Sponsor 
All organizations must have at least one faculty or staff member as a sponsor.  Sponsors 
should be present at all activities of the organization.  (See Sponsor’s Guidelines.) 
 
Facility Reservations and Requests 
Rooms for club meetings and functions on campus are reserved on a first come, first served 
basis.  Sponsors must make room reservations .  The campus Room Coordinator at 
972-860-4725 reserves rooms on campus.   However, there are different procedures for 
reserving Performance Hall, Arena Theatre and Performance Hall Lobby.  Contact Student 
Life for help. 
 
Organizations are responsible for keeping rooms clean, leaving on time and conducting 
themselves in accord with college regulations.  Failure to do so can result in loss of 
opportunity for future use of college facilities. Requests for assistance by Food Service or 
Facilities Services must be made on proper forms at least two weeks in advance of the 
club’s meeting or function. 
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Responsibilities for Functions 
Activities should be in line with the goals of the club’s constitution.  Club members have 
the responsibility of upholding the name of Brookhaven College and their organization in 
any function in which they participate.  All college approved activities, whether held on- or 
off-campus, must conform to the college’s Student Code of Conduct. 
 
Social gatherings involving intoxicants cannot be associated with the college name nor can 
intoxicants be purchased with funds from the organization’s budget.  
 

 
 
Supplies and Materials 
Any supplies or materials purchased in the name of a Brookhaven College student 
organization will remain the property of the organization and college. Violations will result 
in disciplinary action prescribed in the Student Code of Conduct. 
 
Responsibilities of Organizations to Sponsors 
Members should recognize that sponsors are obligated to give counsel and advice in areas 
of experience and in regard to good taste and conduct.  Be sure to notify sponsors of all 
meetings.  Sponsors are entitled to consult with the officers and members of the 
organization at any time.  An organization should consult with its sponsor before any 
program is undertaken or before any change in policy or purpose is made.  Members are 
obligated to consider the advice of the sponsor and shall be responsible to the college for 
action taken without written approval of the sponsor. 
 
Risk Management Strategies for Student Organizations 
Training  
State law mandates that all sponsors and club officers must view the Risk Management 
Strategies for Student Organizations Training at least once during the academic year and 
provide signed documentation to the Office of Student Life. 
 
Mail Boxes for Clubs 
Mail Boxes for student clubs are available in the Student Life Office.  If your club wishes to 
use one, contact Student Life. 

More importantly:  Before you plan any club activity that involves money—
fundraising, collecting dues, spending club funds, using college funds, getting 
reimbursements, etc. — review the Money Matters Section in this handbook.  
Likewise, before you plan any club-related, off-campus activity or if you wish to 
participate in any off-campus event as a club representative — review the Student 
Travel Section in this handbook. 
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SPONSOR’S GUIDELINES 
 
During the course of the year, you may be asked to become a faculty sponsor.  Becoming a 
sponsor of a club, organization, or special interest group requires voluntary time outside 
your contractual obligations.  However, sponsorship will enable you to meet with students 
more informally and advise them on social issues pertinent to their development.  
Sponsorship should not require more time than you can spare, rather you should discuss 
with the group the amount of time you can give and consider the kind of relationship you 
want to build. 
 
An organization must submit the name of at least one faculty sponsor in order to be 
approved.  If a sponsor resigns, organizations have one month to recruit a new sponsor 
unless the Student Life director approves additional time. 
 
Sponsor’s Responsibilities 
1. Sponsors are expected to give guidance to their organization and to act as an 

advisor to the officers in planning activities.  Sponsors should feel free to offer the 
organization constructive criticism when necessary. 

2. Sponsors should make sure that plans for any activity conform to general college 
policy.  Speakers, entertainment, and other programs should not be presented unless 
the sponsor has full knowledge of the content and manner of presentation.  If a 
group takes action inconsistent with its purpose and procedures, or if a group 
conducts an activity not approved by its sponsor, the sponsor should report the 
action to the Student Life Director. 

 

 

 
3. Sponsors should not permit students to undertake projects that will consume an 

undue amount of time.  Scholarship standards, workloads, and the health and safety 
of the students should take precedence over any student activity. 

4. It is the responsibility of the sponsor to be present at all events scheduled by the 
group or to secure another faculty member or sponsor to be present in his/her 
absence.  This is essential when the activity involves travel. 

5. The sponsor should be aware of all monetary transactions of the organization. 
Examples of these include incurred costs, collection of dues, fundraising activities or 
charging admission to events. 

6. Periodically, the sponsor will be asked to meet the Student Life director to review 
and discuss any problems, ideas or suggestions. 

Please Note:  Films used for public consumption by clubs and organizations, 
even if no charges are being made to participants, must have written permission 
from the copyright holders of such films, videos, etc.  Additionally, others may not 
use for public display or films purchased by college media centers, when requested by 
specific faculty for specific curricular use in a specific class, without permission from 
entities who hold copyrights to these films, videos, etc. 
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CLUB ACTIVITIES LOG 
 
In an effort to recognize and track the accomplishments of student organizations, all clubs 
are required to complete a Club Activities Log (Exhibit D) each semester.  Forms will be 
e-mailed to club sponsors at the beginning of each term.  The log should reflect 
information about the activities your club has sponsored or your members have 
participated in.  Include the following types of activities. 
 
CLUB MEETINGS:   List dates of regular club meetings held during the semester 
and how many members usually attended. 
 
SPECIAL ACTIVITIES:   List any special activities club members participated 
in --conferences, workshops, performances, field trips, special events, etc. 
 
FUNDRAISING ACTIVITIES:   List any activities that generated income 
for club. 
 
COMMUNITY SERVICE PROJECTS:  List any volunteer efforts 
members participated in, any collection drives for a social service agency (food, clothing, 
toys, etc.) or any monetary donations your club has made to community agencies or 
groups. 
 
CLUB AWARDS or SCHOLARSHIPS:  List any scholarships or club 
awards that your club presented to members; include the total number and amount. 
For example:  3 club awards for a total of $125 and 2 scholarships for a total of $200 

 
CAMPUS ACTIVITIES:  List any campus activities you hosted, how many 
members participated and how many other people attend. 

 
 

 
 
 
 
 
 
 
 
 
 
 

THIS INFORMATION IS VERY IMPORTANT! 
 

 Save time by updating your log as activities occur. 
 

 The log is due to Office of Student Life at the end of each semester 
 

 Club Logs are required for any club that requests college money.  
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LEADERSHIP OPPORTUNITIES 
 
All students are invited to take an active role in their college experience and become 
involved in the decision-making processes for the campus. You can participate in 
ambassador activities, serve on college committees, give your suggestions for 
improvements (facilities, services, instruction, etc.), provide input on programming and 
special events, participate in student disciplinary hearings, help with surveys, and more. 
Contact the Office of Student Life — we can help you get involved. 
 
Community Service Projects 
Student clubs are strongly urged to cultivate their leadership potential by adopting a 
community service project. Volunteering your time and talent can enrich the lives of others 
and provide your members with a valuable opportunity to expand your influence and role 
as campus leaders. In previous semesters, Brookhaven College students have contributed 
vitally to the campus and the community in a variety of ways. 
 

• The Flute Club performed in the community and provided scholarships. 
 

• Phi Theta Kappa donated Easter Baskets to the Family Place. 
 

• Student Government sponsored a Christmas tree for a local elementary school. 
 

• BNSA nursing students gave immunizations at an area clinic. 
 

• Several organizations were involved in collecting food and clothing for flood 
victims  

 
Explore the possibilities.  Discover the rewards of helping others.  Brookhaven’s Service-
Learning Program can help your club choose or design a special project that matches the 
needs of the community with the interests, skills and goals of your members.  Contact the 
Student Life office. 
 
Student Leadership Institute 
Designed especially to meet the needs of community college students, the Student 
Leadership Institute offers a variety of training sessions that encourage you to make new 
friends, discover your personal leadership style, reflect upon your values and celebrate your 
accomplishments. You will learn the skills needed to make a real difference in your club, on 
campus, in your community and throughout your career.  Club officers and members are 
encouraged to join SLI. For information, contact the Student Life office. 
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PLANNING ACTIVITIES 
 

W5HM Planning Formula 
 

The first step in any successful program or event is planning ahead!  Think through your 
project using the following questions:  
 

What: Why Who 

...do you want to accomplish?  

...are the benefits, liabilities, 

advantages? 

...is your motive?   

...are the obstacles?  

...information, materials, assistance 

will you need? 

 

...will this help you meet the mission of 

your club?  

...is this a priority at this time?    

 

...do you have in mind to work on this 

task?  

...will it benefit?  

...has done something like this before 

successfully?  

...on your team knows how to do this? 

 

Carrying Out Your Plans 
The Program/Activity Check List (Exhibit E) can help facilitate your activity. 
Copies are available in Student Life. In addition, the following areas may help you 
organize your tasks. 
 
Plan & Goals:  Establish the nature of the activity, whether educational, social, 
service, fundraising; the participants including members, campus, community; and outcome 
or program objective. Decide how the group will accomplish the various tasks. 
 
Arrangements:  Decide on the date, time and location. Get approval from Student 
Life and other departments. Ask your sponsor to reserve the space with Room Coordinator 
at 972-860-4725.  If on campus, determine the set-up and ask sponsor to complete a 
FaciltiesMax work order (Exhibit F) for tables, chairs, etc. Complete the initial paperwork: 
Fund Raising Form, Professional Services Contract, Student Travel Form, 
etc. Determine any special arrangements such as lighting, security. 
 
Finances:  Estimate expenses. Identify sources of funding (members, club funds, 
college funds, donations or combination). If it’s a fundraiser, consider all the costs and 
what would be a realistic profit from it.  Save all your receipts. 
 
Supplies & Services:  Make a detailed list of what services and supplies will be 
needed: food, drinks, media equipment, programs, ice, decorations, extra trashcans, cash 
box, etc. Review the list of Campus Resources on the next page. Complete the 
necessary paperwork. Forms for on-campus services need to be submitted well in advance 
of your event. Be sure your expenses are in line with your budget. Remember you are 
responsible for the clean up after the event, so be sure you have several people on the clean 
up team. 
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Publicity: Decide on the types of promotion you will need based on who will attend or 
participate. (See Publicity/Advertising Section) Notify the appropriate 
department and submit any request forms. The Copy Center can print materials such as 
fliers, memos, invitations, etc.  Make arrangements for distribution or posting. 
 
Before the Activity: Check to see that the room is set up as requested; that 
all refreshments, equipment, supplies, resources etc. have arrived; and that plans for 
evaluation are in place. Be sure those responsible for clean up know what needs to 
be done. 
 
Evaluation & Follow Up: Record attendance and complete entry on 
Club Activities Log. Evaluate your efforts—what did your participants and 
audience think, what worked well, and what would you have changed. There is 
space on the Program Check List to write a brief summary evaluation.  Take care of 
money matters—deposit money, return cash box, complete all paperwork for 
reimbursements, payment of invoices, etc.  Send thank you notes to resource people 
and participants. 
 

Campus Resources  
Cash Box Business Office (S060) 972-860-4812 
Facilities: Room Reservations 972-860-4725 
Room Set up: 
(tables & chairs) 

E-Mail work order to Facilities Services --
provide a diagram if necessary 

Facility Max Request 
972-860-4798 

Food Service Contact Subway (Exhibit G) 972-860-4544 
Media Equipment *Media Distribution Request (L252) 972-860-4860 
Postage: *Postage Charge Slip Mailroom (T108) 972-860-4387 
Copying *Copy Center Request (T108) 972-860-4387 
Publicity: *Public Information Form(S241) 

The Courier Student Newspaper(B212) 
972-860-4827 
972-860-4787 

Reimbursements *Check Request forms in Student Life  
*Form is required for this service. See Exhibits in Sample Forms Sect ion. AAl l  forms are 
avai lable in S tudent Li fe,  Room S201.  
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FUNDRAISING ACTIVITIES 
 
Policies and Procedures 
The Texas Legislature requires student clubs and organizations to pay taxes on income 
above $5,000 in a calendar year from fundraising activities.  As a result, all colleges in the 
DCCCD adhere to the following policy. 
 
Brookhaven   
College Policy: Student clubs and organizations are permitted to hold fundraisers 

throughout the year, provided that the total amount for the sales does 
not exceed $5,000 in a calendar year. 

 
  Clubs are permitted to hold one food sale per month. 
 
The Texas Legislature does permit student organizations to hold raffles. Clubs are 
permitted to hold one charitable raffle per month. 
 
All the forms you will need to hold a fundraising activity on campus are available from 
Student Life and the staff will help you through the process.  
 
Fundraising Tips 
 
Lead Time FUNDRAISING ACTIVITIES REQUIRE ADVANCE PLANNING!  
  
3-4 weeks Discuss your plans with your sponsor and reserve the space.  

Fill out a Fund Raising Application form (Exhibit I) -- because you 
need prior approval from the Student Life Director and other college 
administrators.  Food sales require more lead-time. Review the 
Activities Involving Food Section in this handbook 
(pages 11-12) 
 

2-3 weeks Submit other forms for campus services that you may need.  Tables 
and chairs set up – your sponsor needs to e-mail a Work Order to 
Facilities Services through the work order system FacilitiesMax. 
Indicate what you need, where on campus and when–the date and 
time. For posters or banners, complete a Public Information Work 
Order Request form (Exhibit N).  Forms available in Student Life. See 
the Publicity /Advertising Section for other ways to 
promote your event.  
 

1-2 weeks Cash box can be arranged through the Business Office (Room S060). 
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FUNDRAISING FORM PROCESS 
 

1. Complete the Fund Raising Application Form (Exhibit I). 

2. Sponsor and Club President and Treasurer need to sign form. 

3. Next stop, Director of Student Life needs to approve and sign form. 

4. Final approval signature is the Vice President for Business Services. 

5. After all signatures are complete, the form will come back to Student 

Life.  

6. The form then goes to cashier in the Business Office. 

7. Business Office will complete the Financial Information Section of the 

form when deposits are made. 

8. When the sale is over, the Business Office will retain the white copy and 

send the other copies to Student Life along with copies of the deposit 

receipts.  

9. Student Life will forward the pink “Club/Accounting” copy to the club 

sponsor. 

 
TIPS TO REMEMBER ON THE DAY OF THE FUNDRAISER 
 

 Conduct business in a non-solicitous manner. 
 

 Remember all checks must be made to Brookhaven College and include a Texas Driver 
License number and date of birth-unless the person is a student, and then include the 
student ID number. 
 
Please Note:  Any fees resulting from checks returned for insufficient funds will be 
charged to the club account. 
 

 Deposit the money you raised into your club account at the college Cashier’s Office 
within 24 hours of receipt. 
 

 The cashier will complete the Financial Information Section on the Fund Raising form. 
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For Heal th Permits , contact : 
Ms. Louise Manazana 
City of Farmers Branch 
Environmental Health Division 
1300 William Dodson Pkwy. 
Phone #:     972-919-2536 
FAX #:       972-919-2544 

ACTIVITIES INVOLVING FOOD 
 
Food Handling Policy 
To protect persons on the Brookhaven College campus who sell food, give food away, or 
consume food items outside the contracted food service operation, the college has 
established food-handling requirements, which comply with the Food Codes regulated by 
the City of Farmers Branch. A complete list of City Food Handling Requirements (Ordinance 
1281 and 1655) can be obtained from the City of Farmers Branch Environmental Health 
Division. A copy also is available in Student Life.  
 
Health Permits 
A student organization must obtain a Health 
Permit from the City of Farmers Branch when 
selling food as a fundraiser or giving food away to 
anyone outside the membership of his or her 
organization. Clubs do not need health permits if 
they provide food to their own membership at a 
meeting or if they use the on-campus Food Service 
operation or the authorized cater. Health Permits 
for temporary use are free.  
 
To procure a Health Permit, contact Louise Manazana with the City of Farmers Branch, 
and discuss your plans at least three weeks in advance of your activity. Complete the 
Application for Health Permit form (Exhibit J) and deliver or fax it to Ms. Manazana. A 
Health Permit is required for each event and must be submitted with a Fund Raising 
Application form (Exhibit I). If you give food away to the public, a health permit is required 
along with a Food Distribution Approval form. Forms are available in the Student Life 
office. 
 
Health and Safety Requirements 
 
• Disposable gloves must be worn. Food items must be individually wrapped with plastic 

wrap, tin foil or waxed paper. (Student Life keeps some supplies on hand.)  
 
• When dispensing food, designate a food handler separate from your cashier.  You 

should never handle food and money without washing your hands between each 
transaction. 

 
• The ability to wash hands often must be available at the food distribution/sale site.  

(Student Life has portable hand washing equipment available for checkout to meet this 
requirement.) 

 
• Your approved Health Permit must be visible at the food distribution/sale site. 
 
• Your group is responsible for keeping the food distribution area/sale site clean during 

the event and at the conclusion of the event. 
 
• Pre-packaged food items (boxed candy, popcorn), which do not require refrigeration or 

hot holding, are exempt from these requirements. 
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• Failure to comply with the campus or city regulations will result in the cessation of the 
activity and is enforced by the campus and/or the City of Farmers Branch. 

 

Process to Obtain Approval to Sell Food Items 
 
1. Discuss your event/activity with your Sponsor to select date, location and purpose of 

your event. (Minimum of four weeks before the event.) 
 
2. Discuss the particulars of your event with Ms. Manazana over the phone or in person. 

When both parties reach agreement, complete the Application for Health Permit form 
(Exhibit J). Deliver or fax it to her. Health Permits for temporary use are free. (Minimum 
of three weeks before the event.) 

 
3. When the Health Permit is approved, submit a copy of it along with your Fund Raising 

form (Exhibit I) for campus approval. No food sales will be approved without a Health 
Permit. (Minimum of two weeks before the event.) 

 
5. Upon receiving campus approval, proceed with promoting and publicizing your event. 

Make arrangements to get any equipment or supplies you will need for the food sale. 
 
6. On the day of the event, remember to place your Health Permit in plain view at the 

food distribution site. When the food sale is complete, clean the area, and deposit the 
proceeds with the college cashier within 24 hours. 

 
 
Process for Food Distribution (Not a Food Sale) 
 
Follow the basic procedures listed above to schedule your activity and obtain a Health 
Permit.  

1. Complete a Food Distribution Approval form, available from Student Life.  
2. Submit a copy of the Health Permit with a Food Distribution Approval form to 

the Student Life.  
3. Observe the Health and Safety Requirements.  
4. Remember on the day of the event to display the Health Permit at the food 

distribution site. 
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GUEST SPEAKERS 
 
Over the course of the year, your organization may wish to invite a guest speaker to 
campus.  If so, you must notify the Student Life director of your plans at least four weeks 
PRIOR to issuing the invitation. 
 
Payment Process When Using Club Funds: 
If you are paying the speaker using only club funds, complete a Check Request form 
and attach an invoice, written quote or pro-forma invoice from the speaker, which 
indicates the fee.  
 
POLICY AND PROCEDURES FOR CONTRACTS 
 
If the speaker is to be paid using any or all college funds, a Professional Services 
Contract form (Exhibit L) must be completed and approved prior to the scheduled event.  
The social security number and complete mailing address of the speaker are required on 
this form. Speaker also must complete a W9 form (Exhibit K) to the Business Office. 
 
According to the policy, you must submit justification for why you want to bring a 
particular speaker or performer to campus.  This documentation must include a rating sheet 
and information on at least two other speakers or performers, who present a similar 
program.  A statement of explanation as to why you chose the speaker or performer and 
pricing information also must be included. 
 
Approval Signatures:  The policy requires that the signatures of the Director of 
Student Life and Vice President for Enrollment Management and Student Success be 
obtained BEFORE the speaker signs the contract.  After the speaker signs, the contract 
goes to Vice President for Business Services, who has the final approval.  Contract then 
goes to the Business Office for processing. 
 
Meetings that feature guest lectures must be open to the entire campus. 
 
If an invited speaker is known to represent controversial or extreme views or to reflect a 
particular political philosophy, it is extremely important that time be allowed for a rebuttal, 
debate, question/answer period, or some similar procedure in order to ensure that opposing 
views can be heard. 
 
Likewise, if candidates for public office are invited to speak on campus, members should 
provide opportunities for opposing candidates to appear on campus under similar 
conditions. 
 
Meetings which could conceivably have an adverse effect on the welfare and reputation of 
the college must be discussed with the Vice President for Enrollment Management and 
Student Success, who will determine these cases and will inform the organization of his/her 
decision before the event is scheduled. 
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MONEY MATTERS 
 
Anything that involves money—spending club funds, getting reimbursement for purchases 
a club member or sponsor has made, holding a fund raising event, etc., must have prior 
approval by the Student Life director and all paperwork must be processed through the 
Office of Student Life. 
 

Collecting dues, conducting a fundraiser or receiving a donation–all require a 
fundraising form, which must be completed and approved BEFORE you can deposit the 
money. 
 
Checks 
All checks deposited into your club account from membership dues, fund raising, etc. must 
be made to Brookhaven College, not the club, and must include a Texas Driver License # 
and date of birth. Include the student identification number if a check is from a 
Brookhaven College student. 
 

Financial Accounting for Student Organizations 
Any organization that raises funds, collects fees or incurs expenses must open an agency 
account at Brookhaven College. All monies must be deposited and withdrawn through this 
account. Off-campus bank accounts are not permitted. Money collected or raised must be 
deposited with the college cashier within 24 hours of receipt. 
 
Each organization will designate a member to act as treasurer who is expected to maintain 
accurate records. The following records must be kept: 
 
1. A journal-ledger in which all deposits and expenditures are recorded and show a 

current balance after each transaction or group of transactions. 
2. A file of receipts for all money deposited. 
3. A file of check requisitions for all money spent. 
4. A copy of fundraising/financial report forms submitted to the Office of Student Life 

from fundraising activities. 
 
The organization must keep Student Life apprized of all transactions since this office 
maintains a duplicate set of books.  Each month the Office of Student Life receives a copy 
of the General Ledger Report from the Business Office, which reflects the transactions in 
your club account. If you need to verify your club balance, contact Student Life. 
 
Scholarships and Club Awards 
If your club is awarding a scholarship to a member, the sponsor will send an e-mail to 
Deanie Martin in the Business Office and Charmel Taft in the Financial Aid Office with the 
student’s name, ID number, scholarship amount and club account number.  If the club is 
giving a cash award, complete a Check Request with the student name, ID number, 
amount and club account number and attach a back up memo from sponsor that explains 
the club award and includes the sponsor signature and the signature of the club president 
and/or other officers. 
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Expenditures 
Before your club does anything involving money, discuss your plans with Student Life 
staff. We can help guide you through the policies and procedures. 
 

USING COLLEGE FUNDS  USING CLUB FUNDS 
 
All Campus Purchase Orders (Exhibit 
M) and Check Requests (Exhibit N) 
involving club or college funds must be 
approved and handled through the Office of 
Student Life. 
 
All requests for Campus Purchase 
Orders over $500 must have three bids for 
each item or service and must include one bid 
from a minority-owned business and one bid 
from a female-owned business unless a 
vendor has a district contract. Contact Student 
Life for assistance. 
 
Cash advances for purchases are not 
permitted.  

 
Campus Purchase Orders will not be 
issued to clubs. 
 
All expenses are handled on Check 
Request forms (Exhibit N) and 
documentation must be attached–original 
receipt, invoice and or quote from vendor. 
 
Clubs are not tax exempt and must include tax 
for items purchased. Clubs will be reimbursed 
for taxes paid. 
 
Clubs can choose any vendor and do not have 
to submit comparison bids. 

 

Reimbursements 
The Student Life director must approve reimbursements from your club account or college 
funds.  Receipts must be provided. Please be advised that tax on purchases will not be 
reimbursed. Cash reimbursements for requests less than $50 can be obtained from Student 
Life. Other reimbursements are processed on Check Request forms. If college funds are 
used, checks will be made payable to the sponsor. The process takes about three weeks. 
 

Requesting College Funds 
Each fall, registered Brookhaven clubs have the opportunity to submit an Annual Budget 
Request for College Funds (Exhibit C).  These funds may be used to help cover the 
cost of supplies or activities that directly relate to your organization’s mission and goals. 
Because college funds are scarce, clubs will be asked to contribute their fair share of 
financial support to club activities.  
 

Student Life must receive your budget proposal by the fall club deadline, usually in early 
October. Then, a student finance committee will review all the club budget requests and 
make recommendations to the Student Life director regarding the allocation of available 
college funds. If you would like to serve on the Finance Board, contact the Student Life 
director. 
 
College funds that have been allocated to your club will not be transferred into your club 
account. 
 

Instead, Student Life will underwrite approved club expenditures and process through its 
division accounts.  All transactions involving allocated college funds must be processed 
through the Office of Student Life and completed by the end of the spring semester. 
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PUBLICITY & ADVERTISING 
 

Banners and Printed Signs 
Student organizations may request banners and printed signs to advertise club events from 
the Marketing and Public Information Office.  Marketing & PI Work Order/ Services 
Request forms (Exhibit O) are available in the Office of Student Life.  A Student Life 
staff member must sign and approve your request before it goes to M&PI.  Requests must 
be submitted at least 10 working days in advance.  Banners will be posted three days 
prior to the event and signs will be posted one week prior.  If you would like to retain your 
posters, make arrangements with Student Life. 
 
Fliers 
Student organizations wishing to distribute fliers to advertise an event may have access to 
college resources such as the Copy Center for printing (Exhibit P).  The Marketing and 
Public Information Office may be able to help with artwork design, depending on the 
availability of the staff and the number of projects in progress or scheduled.  InHaus 
Grafix, a program that utilizes Visual Communications students, also may be able to assist 
with artwork design.  Lead-time is critical; allow at least three to four weeks when using 
these resources. 
 
Flyers may be posted on bulletin boards designated for “Campus Activities.”  Flyers cannot 
be posted on windows, painted walls or other surfaces of the college or attached in any 
way to automobiles in the parking lots. 
 
Other Publicity Resources 
 
• The Courier Student Newspaper, with offices in Room B212, may be able to run an 

advance story or cover your event. Beware of their deadlines. Contact: 972-860-4787 
 
• Marquee Requests (Exhibit Q) are submitted to Marketing and Public Information 

Office, Room S241. They are prioritized and processed in the order received. Forms are 
available in Student Life. 

 
• You may want to distribute memos with club information to sponsors or faculty 

members through the mailboxes at the division offices.  
 
• Information also can be displayed on the electronic signboards. Submit information to 

the Office of Student Life.   
 
• News releases can be requested for off-campus promotion through the Marketing and 

Public Information Office in Room S241. Forms are available in Student Life. 
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Bulletin Boards 
Please note the following guidelines for posting notices on bulletin boards. 
• Posted notices are approved in the Student Life office. 
• No commercial advertisements are allowed on campus. 
• Notices must not exceed 14" x 22" and may remain posted up to one month. 
 
Bulletin boards are designated for specific kinds of information: 
 
BSGA Student Books for Sale  – Flat boards inside and outside the Office of 
Student Life.  
 
Campus Events - Three-sided kiosk bulletin boards are reserved for publicizing 
Brookhaven College events and club-sponsored activities. 
 
Off-Campus Activities - A flat board in the Building T Lobby across from the 
gym is reserved for educational activities not held at BHC—events at other colleges and 
universities, international studies programs, or cultural events. 
 
Roommate Exchange  - A flat board outside Room T213 is reserved for housing 
information — roommates wanted, rooms for rent, apartments in the area, etc. Apartment 
finder books also are located near this bulletin board. 
 
Student Government Activities – Flat board inside Student Life is reserved 
for displays and information about Brookhaven Student Government Association. 
 
Student Clubs - Two flat boards outside the Office of Student Life are reserved for 
student clubs to post notices announcing meetings/club events. 
 
Volunteer Activities - A flat board inside Student Life is reserved for the service-
learning opportunities. 
 

Student Life office also keeps a resource notebook that contains notices regarding 
roommates, housing information and typing services. 
 

 
Distribution of Literature/Public Demonstrations 
The college has guidelines regarding the distribution of literature and public 
demonstrations on campus. A copy of the Free Speech policy is available from the Office of 
Student Life.  For scheduling purposes, individuals or groups need to complete a Request 
for On Campus Distribution form (Exhibit R).  Forms are available in Student Life. 
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STUDENT TRAVEL 
 
NEW TRAVEL POLICIES 
All travel requests and forms must be submitted 30 working days prior to departure or two 
weeks prior to the date when registrations are eligible for a reduced registration fee, 
whichever comes first. 
 
The Vice President for Enrollment Management and Student Success must approve all 
travel.  This includes any travel using college or club funds. 
 
NEW REQUIREMENT: Student Organization Travel Approval form 
(Exhibit Z) – must be completed and submitted with all other travel paperwork.  This form 
includes the purpose of the travel, benefits for the students and plans for sharing 
information with other members of the organization or other groups. Approval signatures 
include: sponsor, supervisor of sponsor, Student Life director and Vice President for 
Enrollment Management and Student Success. 
 
NEW REQUIREMENT: Risk Management Strategies for Student 
Organizations Training and Documentation -- State law mandates that all 
sponsors and club officers must view the Risk Management Strategies for Student 
Organizations Training at least once during the academic year and provide signed 
documentation to Student Life.  "Risk Managment Strategies for Student Organizations" 
 
Student travel paperwork must include: 
• New Student Organization Travel Approval form (Exhibit Z) – must be 
completed and submitted with all other travel paperwork. The Vice President for Enrollment 
Management and Student Success must approve all travel.   This includes any travel using 
college or club funds. 
 
• Student Travel Advance and Approval Request form (Exhibit T) -- Sponsors 
are responsible for completion of this form along with all supporting documents.  
 
• Field Trip Roster (Exhibit U) is required for off-campus activities. 
 
• Professional Leave form is required for club sponsors participating in off-campus 
activities. 
 
• Field Trip Participation Consent form (Exhibit V & W) 
Sponsor or faculty member must inform students in writing if any known hazards exist for 
any or all trips listed.  (Note: A student must sign the Field Trip Participation 
Consent form or be denied travel participation.) 
 
MORE NEW TRAVEL POLCIES 
If the sponsor wishes to extend travel prior to or after conference/meeting/event dates, the 
sponsor must provide a copy of the itinerary of the events planned along with the 
submitted travel paperwork.  The Director of Student Life and Vice President for Enrollment 
Management and Student Success or designee must approve the plans. 
 

http://video.dcccd.edu/Risk_Management/Risk_Management_for_Student_Organizations.wmv
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Sponsor MUST stay in the same location as the students and unless justified.  Youth hostels 
are not an acceptable substitution for hotel accommodations.  The sponsors MUST NOT 
share a room with any student at any time. 
 
GENERAL INFORMATION 
 
Note to sponsors: Detailed information on Field Trip procedures and travel forms are 
available via Intranet using the following path: DCCCD Homepage — Employee Services — 
Business Procedures Manual — Section 9, Travel. 
 
Sponsors are responsible for completion of the Student Organization Travel 
Approval form, Student Travel Advance and Approval Request form, Field 
Trip Participation Consent form, Professional Leave and Travel Request 
form and all support documentation. 
 
A sponsor must be present at all off-campus activities and accompany members during 
travel.  
 
Travel by ground or by air is permissible, but the district will pay only the lesser cost of the 
two.  College vans driven by the sponsor may be used to transport students if the sponsor is 
an approved district driver.  Procedures for becoming an approved driver are available on 
the Intranet – DCCCD Home Page – District Service Center – Risk Management – Student 
Travel Brochure.  Sponsors should not transport students in their personal vehicles.  District 
police prohibits faculty or staff members from organizing or assigning students to car 
pools. 
 
The Brookhaven College Student Code of Conduct is in effect at all off-campus activities. 
 
IMPORTANT TIMEFRAME INFORMATION:  If advance funds for travel are 
requested, all paperwork must be submitted to Student Life at least 30 working days prior 
to the event. If no advance is requested, paperwork must be submitted at least 14 days prior 
to the trip. 
 
Students and Sponsors Must Plan Ahead … 
 
• Discuss your plans with the Student Life director well in advance of the proposed 

activity. Keep in mind off-campus activities must be relevant to the organization’s 
goals. 

 
• Prior to the activity, complete the estimated section of the Student Travel 

Advance Request form (See instructions in next section) and attach a Field Trip 
Roster (Exhibits T & U) including the names and student ID numbers of all 
participating students. Be sure to attach all supporting information listed under the 
section “What You Should Know about Expenses.” 

 
• Sponsors must submit a Professional Leave and Travel Request form to their 

supervisor for approval.  
 
• When approved, the sponsor must collect signed Field Trip Participation Consent 

form (Exhibit V & W) from each student prior to the activity. The Student Life director 
will retain a copy of the form for use in subsequent trips during the same semester.  
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• Following the activity, complete the ACTUAL section of the Student Travel 

Advance Request form and resubmit to Student Life along with the list of 
participating students, the Field Trip Participation Consent form and 
documentation to include all ORIGINAL receipts. 

 
Remember: you must reconcile actual travel costs within 10 days after the 
activity! 

 
Sponsor: How to prepare and process the Student Travel Advance and Approval 
Request form 
 
This form must be submitted twice – once prior to the trip reflecting estimated costs, and 
then again following the trip confirming actual costs. 
 
• Fill out the very top of form to include sponsor name, name of organization, today’s date, 
purpose of activity (conference, meeting, game or other), destination city and state, and 
sponsor employee ID#. 
 
• Fill in boxes indicating estimated date and time of departure and return. 
 
• Enter estimated costs on lines 1-8. If you choose to drive to your destination, a 
destination serviced by airplane, the District will only reimburse the lesser cost: either that 
of flying or driving. To estimate the cost of airfare you will need a “ResMAIL” quote 
available National Travel Systems. Describe the type of vehicle you will be using (car, van, 
etc.) on line #7.  Be as accurate as possible in your estimations, and include any support 
documentation to include quotes. 
 
• Attach the list of student participants, including names and student ID numbers. 
 
• Sponsor, Director of Student Life, the Vice President of Student Services and the Business 
Office must approve and sign the form. 
 
Student Travel with Group of 10 or More 
If student travel involves a group of 10 or more, additional lead-time is required.  The 
Business Office must send out the airfare and hotel accommodations for bids.  Contact 
Student Life for the additional travel forms and processing information. 
 

What You Should Know About Travel Expenses  
Registration 
Fees 

This item can be prepaid. 

Lodging Indicate total amount of this expense and number of days. Attach 
supporting information regarding number of rooms, room rates, 
and tax rate -- brochure, conference literature or how sponsor 
determined room cost. Be sure to include tax-exempt status 
information for hotels in Texas when reserving rooms and when 
calculating the amount to be advanced. 

Meals Meal allowance for students is $39 per day. The number of 
students, number of days and time of departure and return will 
determine the total expense. If travel is less than one full day, per 
diem for meals will not be advanced or reimbursed. 
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Air 
Transportation NOTE:  Contact Office of Student Life

before making travel arrangements.
 

Traveling by 
Car

Mileage is determined by using MapQuest, to get the mileage 
traveling from Area A to Area B (Exhibit X). Note: Refer to Exhibit 
Y to determine mileage traveling campus to campus. Mileage will 
be paid at the DCCCD rate, currently $.55 per mile. Car travel 
advance is available ONLY to students driving.

You must investigate the best way to travel. If the normal coach round-trip airfare is less 
than the cost of travel by car, the district will pay the lesser amount! 
Other 
Expenses

Estimate costs for taxi or bus travel and other expenses. No money 
will be advanced for these items.

Prepay/Advance Request Procedures 

Registration Fees: To request prepayment; indicate the total amount in the 
“prepay/advance” column of the travel form.  Attach registration forms and supporting 
information.  The Business Office must receive the request at least 15 working days PRIOR 
to registration deadline.  Checks will be made payable to the hosting organization ONLY. 
 
Advance Request:  Advance money for lodging and meals is available for students ONLY 
on the student travel form.  Indicate the total amount for lodging and meals at the meal 
allowance rate in the “prepay/advance” column.  Attach information on room rates and 
percent of room tax.  The sponsor can call the hotel and get quote on room rate and tax — 
note name, phone number, and when you talked to the person.  The sponsor is responsible 
for making lodging reservations.  If traveling within Texas, the sponsor must provide the 
hotel with a Texas Hotel Tax Exempt form (Exhibit S). 

Note: Rooms are to be reserved by the sponsor and are to accommodate two same sex 
students per double room with two separate beds.  If more than two students are to share a 
room, all students sharing the room must sign the Student Lodging Waiver (Exhibit 
S1).  If traveling by car, ONLY students driving their cars can receive advance expense 
money.  This will be determined on a full-car basis and the official mileage.  

Distribution of Money: The advance check will be made out to the sponsor and must 
be cashed prior to the departure date.  The sponsor must have each student sign the
Student Travel Meal Arrangement Acknowledgement form (Exhibit S2) for the 
money the student received.  This completed form is submitted along with travel paperwork 
following the trip.

BEFORE TRAVEL 
Prior to departure the sponsor must provide at least one orientation for all participants.  
The sponsor should reiterate that participants are representing the college and that the 
Student Code of Conduct is in effect during the trip. Orientation should include all 
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behavioral expectations, appropriate clothing, travel arrangements, a schedule of events, as 
well as distribution of the college contact information below in the event of an emergency. 
 

DURING TRAVEL YOU MUST KEEP: 
• Airline ticket stubs indicating amount, itinerary, and dates. 
• Registration fee receipts. 
• Original receipts for lodging. 
• Original receipts for ground transportation, parking, and other expenses. 
• Original receipts for meals if expenses exceed meal allowance. 

 
 
 
 
 
 
 

 

 

 

 
AFTER TRAVEL:  The Student Travel Advance Request form must be 
submitted to the Office of Student Life within 10 days of your activity or trip.  Complete 
the Actual Section (the shaded areas) of the form and attach ALL receipts for money 
spent.  ALL expenses must be documented for reimbursement. Failure to provide the 
required receipts will delay processing your travel reconciliation. Student Life can help you 
complete the actual expense amounts, deductions, and appropriate account and division 
numbers. Any unused funds must be returned to the campus cashier. Reimbursement for 
money spent over the advance will be issued in the form of a check to the sponsor. The 
process takes about three weeks. 

IN THE EVENT OF AN EMERGENCY 
Monday – Friday, 8:30 a.m.–5 p.m.: 

Call 972-860-4837 
(Administrative Assistant to Vice President  

for Enrollment Management and Student Success) 
After 5 p.m. Monday – Friday and Weekends: 

Call 972-860-4290 
(Brookhaven Police Department) 

The Police Department will contact college administrators. 
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ORGANIZATION TERMINATION 
 
Official organizational status will be revoked when: 
 
1. The group engages in acts contrary to college regulations, local, state, or federal 

laws. 
 
2. The organization’s purpose, objective, or activities conflict with the mission, goal, 

and objectives of the District. 
 
3. Members engage behavior that does not adhere to the Student Code of Conduct or 

the organization does not uphold the “General Responsibilities” of student 
organizations. 

 
If organizational status is denied to any group by the Office of Student Life, appeal may be 
made to the Vice President of Enrollment Management and Student Success. 
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Sample Forms Index  
Referenced 
on page 

FORM EXHIBIT 

1 Petition/Recognition for Student Club / Organization A 

1 Roster of Members B 

1 & 15 Annual Budget Request for College Funds C 

1, 5 & 8 Club Activities Log D 

7 & 8 Program/Activity Check List E 

7 - 9 FacilitiesMAX Request for Services form F 

8 Media Equipment Request G 

9 - 12 Fund Raising Application H 

11 - 12 Application for Health Permit I 

13 W-9 Taxpayer form J 

13 Professional Services Contract K 

8 & 15 Campus Purchase Order Request L 

13 - 15 NOPO Check Request form M 

8,9 & 16 Marketing & Public Information Work Order / 
Services Request  

N 

8 & 16 Copy Center Request for printing 
 

O 

17 Request for On Campus Distribution P 

21 Texas Hotel Tax Exempt form Q 

19 Student Lodging Waiver R 

22 Student Travel Meal Arrangement Acknowledgement S 

18 - 22 Student Travel Advance and Approval Request T 

18 - 22 Field Trip Roster U 

18 - 22 Field Trip Participation and Consent form V 

18 - 22 Back of Field Trip Participation and Consent form W 

21 MapQuest sample X 

21 Official DCCCD Travel Mileage Chart Y 

8 - 22 Student Organization Travel Approval form Z 
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