
9/11/2025

1

Student 
Organization 

Officer & Advisor 
Training

CENTER FOR STUDENT INVOLVEMENT 
Oversees Student Life, Student Government and Student Organizations

(671) 735-8887
ext. 5518/9

Room 5101
Student Center -

Bldg. 5000
First Floor

csi@guamcc.edu

COPSA-Guam 
Community College

@copsa.guamcc
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1 Access to COPSA funds 

2 Access to GCC campus meeting facilities 

3 Mailbox in the CSI Office 

4 Access CSI bulletin boards 

5 Assistance from CSI, COPSA, and the BOT Student Member 

Privileges of Student Organizations 

1 Local and Federal Laws 

2 GCC policies, procedures, and requirements

3
Procedures and regulations pertaining to student organizations (By-Law & 
Constitution) 

4
Guidelines / procedures outlined for the Plan of Action and Student 
Organization Forms 

5 Attend and participate in student organization and COPSA functions

Responsibilities of Student Organizations 
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1
Advisors are expected to be present during student organization activities 
both on-campus and off-campus. 

2 Advisors shall sign appropriate documents and financial requests.

3
Advisors are to provide advice and guidance regarding college policies and 
rules and regulation.

4 Co-Advisors do not have the authority to approve or sign any documents. 

Responsibilities of Advisors

Create a greater 
commitment to 
making GCC and their 
community a better 
place

Through active involvement in the 
campus community, students will ...

Expand their 
circle of 
influence

Achieve a sense of 
ownership over their 
educational 
experience

Gain an 
understanding 
of diversity
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Overall ... 
Be Active Be Available Be Knowledgeable 

Remember: CSI IS A RESOURCE!

1 Promotes efficiency and order 

2 Provides a clear process for decision-making

3 Allows all members to participate in decision-making

4 Allows all members of an organization have a voice

5 Provides a verifiable record of decisions

Why do we use Robert’s Rules of Order?
Robert’s Rules of Order are parliamentary procedures that provides a  framework 
for conducting orderly, fair, and democratic meetings. 

Standard Order 
of Business

Motions
Meeting Roles & 
Responsibilities
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•Ensures student 
organizations to 
stay on topic 

•Distribute the 
agenda days prior 
to meeting 

AGENDAStudent Org GM Meeting 
Wednesday, August 13, 2025 

1. Call to Order 

2. Roll Call

3. Approval of Last Meeting 

Minutes 

4.Treasurer’s Report 

5.Old Business 

6.New Business 

7.Next Meeting Date & Time 

8.Announcements

9.Adjournment 
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The presider of the meeting makes a call for 
a motion:

First 
Motion

Second 
Motion Call for VoteDiscussion Discussion

Presider (president) 
can NOT make a 

motion.

Only GCC student 
members can make 

motions.

Be sure to record 
motions in 
Minutes.

Keep in mind:

Announce 
result

• Written record of all business conducted 
• Clearly defines the decisions made 
• Archive all your minutes 
• Parliamentary procedures
• Motions of appropriations must be identified (be 

sure to indicate what will be purchased) Be 
specific or detailed.

MINUTES
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MINUTES
First Motion Second Motion 

Discussion, Vote, Outcome

Fund Accounts

Approval of Event

Signed Minutes
Detail Purchases

Presider - Call for a Motion Presider - Call for a Second Member #1 - First Motion Member #2 - Second Motion

Presider - Call for Vote “Aye” Presider - Call for Vote “Nye”Group - Votes yes or no Presider - Motion Outcome

Presider – Call for any 
discussion 

The group will have a discussion 
or no discussion at all
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Student Organization Forms
Plan of Action Activity 

Request
Fund Voucher Deposit 

Form

STUDENT ORGANIZATION FORMS

csi@guamcc.edu 

Center For Student 
Involvement 

Room 5101, Student Center, 
Bldg. 5000, First Floor

guamcc.edu/csi

Under 
STUDENT ORGANIZATIONS

Online Visit Us Email Us
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PLAN OF ACTION 
(POA) 

1. Supplemental / Seed funding  

2. Outlines the activities and 

events for the academic year

3.Keeps student orgs on task 

with fundraising goals

Estimated COPSA Appropriation 
AY 2025-2026

$600.00
• Fall Festival $100
• Spring Festival $100
• Sashes $150
• Other $250

POA
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POA

POA Deadline
Friday, September 19, 2025 

3:00 P.M.

Last Day to Use POA Funds
Friday, April 10, 2026

3:00 P.M.

ACTIVITY REQUEST
REQUIRED DOCUMENTS 

• Approved signed meeting minutes

• Liability Waiver Forms: Must be submitted for off-
campus activities BEFORE and AFTER the event

Contracts can ONLY be signed by the GCC President 

For Large Scale Activities: 
• Invitations/Programs/Agenda/Scripts must be 

approved by CSI and the TSS Dean (Approved 4 
weeks prior. VIP guest invites must be distributed at 
least 2 weeks prior.)

Travel: Information must be submitted 4-6 months prior 
to travel for PRE-APPROVAL

Activity Request must be turned in at least TWO 
WEEKS prior to the start date of the event
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IMPORTANT REMINDERS

The Center for Student Involvement must be notified if an 
activity is cancelled. 

Student organizations MUST NOT PROCEED with their 
activity UNTIL AFTER THEIR ACTIVITY REQUEST HAS 
BEEN FORMALLY APPROVED by CSI AND the Dean of 

TSS. 

REMEMBER: CSI IS A RESOURCE!

PROMOTING 
ACTIVITY

WHERE DO YOU WANT THIS 
POSTED

• MyGCC Portal 
• GCC Website
• Social Media
• Bulletin Boards

WHO IS YOUR 
TARGET AUDIENCE

• Campus Wide
• Students 
• GCC Employees 

TITLE DESCRIPTION

Name of your event / 
activity?

• Who?
• What/Purpose?
• When
• Where/Location?
• Who’s allowed to participate? 
• Other Information

Email the Office of Communications and Promotions 

(gcc.pio@guamcc.edu)

1-2 weeks in advance. 

Activity Request must be approved! 



9/11/2025

12

gcc.pio@guamcc.edu

Posting of Announcement 

Hafa Adai! 

The MBAC Student Organization would like to post the following information 
on the MyGCC announcements for to the GCC community. 

Grab your BOOgieman Grab Bags with MBAC Student Organization! $5.00 for 
small and $8.00 for a large. Come down to the Student Center Canopy on 
Thursday, October 31, 2024 from 12:00PM – 2:00PM or until it’s sold out!
For more information, students can contact Jennette Cruz, MBAC President 
at jennette.cruz2@guamcc.edu or at (671) 555-5555

FUND VOUCHER
REQUIRED DOCUMENTS

• Approved signed minutes
• Quote(s) attached 

*>$499 – 1 Quote / <$500 – 3 Quotes 
• Business License 

*Ensure the vendor accepts GCC checks 
• Proof of design approved by the Communications & Promotions Office  

(Promotional Items) 
• List of names (Promotional Items / Food) 
• Other documents 

Any travel expense must be done 4-6 months prior.

Reimbursements are not authorized and will not be accepted.

All purchases must comply with the Student Organization Restrictions & 
COPSA Funding Guidelines

Fund Vouchers must be turned in at least TWO WEEKS before funds are 
needed. 
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Last Day to Use Fundraising Account
and Last Day to Submit FV for Sashes

Wednesday, April 22, 2026
3:00 P.M.

IMPORTANT REMINDERS

Fund Vouchers must be completed for ALL fund disbursements at 
least TWO (2) WEEKS BEFORE the date of when funds are needed.

Original receipts for every Fund Voucher purchase MUST be turned 
in to CSI within ONE WEEK after the event/purchase in order for 

Business Office to close the file.

Reimbursements are not authorized and will not be accepted.

CSI IS A RESOURCE!
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DEPOSIT FORM
Fundraising money should ONLY be deposited in your 
Fundraising Account. 

Any large amount of coins must be sorted and 
wrapped. 

All checks to be deposited are made out to: Guam 
Community College. 

A copy of the completed Deposit Form AND Receipts 
of deposit is submitted to the CSI within two (2) 
business days after the deposit has been made. 

GCC student organizations SHALL NOT open a bank 
account outside of the account expressly approved by 
the Vice President for Finance and Administration. 

IMPORTANT REMINDER

ALL ACTIVITIES AND 
FUNDS MUST BE 
PRE-APPROVED
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guamcc.edu/csi

CSI is a 
resource!

Reminder!
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Follow Us!
@copsa.guamcc

COPSA - Guam Community 
College

Have a great semester!


