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Privileges of Student Organizations

Access to COPSA funds

Access to GCC campus meeting facilities

Mailbox in the CSI Office

Access CSI bulletin boards

o A O DN

Assistance from CSI, COPSA, and the BOT Student Member

Responsibilities of Student Organizations

Local and Federal Laws

GCC policies, procedures, and requirements

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

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

Attend and participate in student organization and COPSA functions
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Responsibilities of Advisors

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.

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.

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

Expand their
circleof ®g
influence (é“j—@

Achieve a sense of
ownership over their
educational
experience

Create a greater
commitment to
( making GCC and their
il J community a better
““—" place

/' Gainan
(@) ‘understanding
of diversity
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Overall...

Be Active Be Available Be Knowledgeable

Remember: CSIIS A RESOURCE!

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 Motions Meeting Roles &

of Business Responsibilities

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
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Callto order

Order of
Business s memng )

(_... é"—;} r—...

Old Business

Business

Items from
previous meeting
ongoing or not

completed.

Introduce new
items or topics
for discussion or
action.

Roll Call/ Approval of
Attendance Minutes

Motion made and
seconded to approve
minutes with or
without corrections.

Members, attendees
and/or organizations
must sign in.

Announcements

News and upcoming
events relevant to the
nization.

orga

Student Org GM Meeting
Wednesday, August 13, 2025

1. Call to Order

2. Roll Call

3. Approval of Last Meeting
Minutes

4 Treasurer’s Report

5.0ld Business

6.New Business

7.Next Meeting Date & Time

8.Announcements

9.Adjournment

AGENDA

*Ensures student
organizations to
stay on topic

Distribute the
agenda days prior
to meeting
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The presider of the meeting makes a call for
a motion:

©» &0 0 0 0 &

First Second . . ) ) Announce
Motion Motion Discussion Call for Vote Discussion result

Q Keepinmind: Q

Presider (president) Only GCC student Be sure to record
can NOT make a members can make motions in
motion. motions. Minutes.

General Membership Meeting Minutes
Guam Communiry College
MBAC Student Organization

Frday, August 22, 2025

Call to Order
Joseph Cruz called the meeting to order at 10:00 . in Room A-26.

Roll Call
Officers: Joseph Cruz, President; Daviana Cruz, Vice President; Tristan Cruz, Secretary; Joida Cruz,

Treasurer; Maria Cruz, Parliamentarian; Julia Cruz, Public Relations Officer; John Cruz, Social Media
Officer. Members: Joseph T. Cruz, Lanieann Cruz, Renz Cruz, Faith Cruz, Ryae Ann Cruz, Angel
Cruz, Jovonnie Cruz, Joy Cruz, Tara Cruz. Advisors: Melissa Cruz, Sally Cruz, Gerald Cruz

Approval of August 22, 2025 Meeting Minutes
Maria Cruz moved to approve the meeting minutes with no corections. Ryae Ann Cruz seconded

the Exoticn. There was i discussion, unaimous vots, motion carisd e Written record of all business conducted

Trluun-r 's Report: as of August 22, 2025
MBAC Student Organization COPSA Account #2252 balance to date is $500.00

3 VBAC Sdent Orpanizanion Fundsassng Accoust +3001: blanas 1 date 1 $5.000.00 . C[ear[y defines the decisions made

Old Business
2 MBAC Officer and Advisor Elections — Congratulations to the newly elected officers and

advisors for AY25-26 N b ArChive all your mlnuteS

New Business

Fall F val & T¢ f the Pacific - Faith C; d ve MBAC: the 1
T itk o » Parliamentary procedures

account to purchase supplies needed for the traditional wear. Joseph T. Cruz seconded the motion.
No d.\scussxon.\maumm\au motion carried. . M - - . - L b

ry/aland: Havai irs, fabric, g d stk t f pp p t tb d tf d(b

il e ), S otions oT appropriations must be iaentitie e
towards the MBAC Emiol(he Year Celebration. Jovonnie Cruz moved to approve MBAC's . . .
fundr: Octobes 2025 at 10:00 der the Student Center C: d
et S o AR o o s 881 sure to indicate what will be purchased) Be
account to purchase supplies; such as candy, bags, and small trinkets. Tristan Cruz seconded the
motion. No discussion, unanimous vote, motion carried.

Next meeting date and time SpeCifiC Or detailed-

* September 5, 2025 at 10:00 am. in Room A-26.

Announcements

» COPSA GM Meeting — September 12, 2025 at 12:00 pm. in Training Room 5108
Adjournment

Lameann Cruz moved to adjourn the meeting at 11:00 am. Renz Cruz seconded the motion. No
discussion, uwnanimous vote, motion camm

Minutes taken by:

Tristan*@ruz
MBAC Secretary
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MINUTES

First Motion

Second Motion

Call to Order .
The meeting was called to order at 9:30am in Room A-26.

Roll Call
Officers: Jennette Cruz, President; Daniel Cruz, Vice President; Kaffy

Joseph Cruz, Daviana Cruz, Tristan Cruz, Joida Cruz, Maria G
Cruz. Advisors: Carl Cruz, Sally Cruz

Approval of August 14, 2024 Meeting Minutes

Maria Cruz moved to approve the meeting minutes with no correction{ Joseph Cruz seconded the]
| motion. I'l here was no Escusslms. UNamnious vote, motion carned. |

Treasurer’s Report: as of August 28, 2024

a. MBAC Student izati

ition COPSA Account #22
b MBAC Student Organization Fundraising Account #X

2: balance to date is $500.00
1: balance to date 15 $4.000.00

Old Business
MBAC Officer and Advisor Elections — Congratulations to
advisors for AY24-25.

newly elected officers and

a

Discussion, Vote, Outcome

Approval of Event

New Business
a.  Fall Festival & Tour of the Pacific - Joida Cruz moved to approve MBAC g/participation in the
Fall Festival & Tour of the Pacific and to appropriate no more than $500 fyom the fundraising
account to purchase supphes needed for the festival. Katarina Cruz secon
discussion, unanimous vote, motion carried.
+  Country/Island: Hawaii (grass skirts, fabric, glue gun, glue sfti
Halloween “BOOgieman” Grab Bags - MBAC organization will be sefli

go toward bra

ea

Next meeting date and time
o  Wednesday, September 18, 2024 - 10:00a.m. in Rogm A-26

Announcements
*  College Assembly — Campus closed from 8:00AM — 3:
Classes resume at 4:00PM

ay. November 5, 2024.

Adjournment
Daviana Cruz moved to adjourn the meeting at 10:30am. Maria Cruz seconded
unammous vote, motion carried.

the motion. No discussion,

Minutes taken by: Detail Purchases

Signed Minutes

atnina Lin Cruz

MBAC Secretary Fund Accounts

-

Presider - Call for a Motion

li

Member #1 - First Motion

VT ——

|
Presider - Call for Vote “Aye”

The group will have a discussion
or nodiscussionat all

Presider - Call for a Second

Liiif ) el

o\

Presider - Call forany
discussion

™

Member #2 - Second Motion

B L |

|

Presider- Call for Vote “Nye” Presider- Motion Outcome
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STUDENT ORGANIZATION FORMS

Visit Us Email Us

PN

Online

guamcc.edu/csi

Under
STUDENT ORGANIZATIONS
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COPSA PLAN OF ACTION FOR AY 2025-2026
Student Organ Total Req
Date of

STUDENT ORGANIZATION PURPOSE

for Student O,
= Student organizations m lhold 2 meeting to authorize any activity andior The izati
mmmwnmpmmmm s needed to conduct this s ctity andior spend funds.
d submit. approval

10 Secure their services and begin pr

= Organize and obtain 2ll materials { supplies needed
= Organce and recrut necessary volunteers
- MMLﬂMg be signed by students attending any OF F-CAMPUS activity and submitted with the Activity
Request Form
=L
- Invite VAP guests at prior 10 event
Suberit 2 Program o far spproval friem CSH and he Dean ot east 2 weeks pricr io evert
= Complete and vmm oms bmdmw-maﬁhrapprm at least 2 weeks prior to event
- Auach vendor se (verdy they accept GCC checks)
~H3quotis )mmasm —n Eund Voucher The
o-;\maumlbemm Mﬂdum(i)wm:'m
-H 3 quote is expired, the ‘organization is responsible for renewing or getting new quotes.
-Receipts me 'Sl aher the check is paid 1o the vendor to close out the Fund Voucher.
= Reimbursement mmmmmmmumammuﬂlmumm
=} i Sashes & Other
.

All requ v«mﬂudlhl?nd Voucher form must be satisfied. For these purchases, two fund vouchers will ba
submitted:

= 50% DEPOSIT for the total balance / cost of the promotional item. This will be paid to the vendor
roduction

e 50% BALANCE for the g / cost of items. This will be paid to the
vendor once the items are complete & ready for pick-up.
Student organizations need 1o ensure the: ﬂsﬂrl adheres 1o the GCC standards and must seek approval from the:
c«mmmmmmmommacc 1C) at gee pio@guamee edy
aresource for Fot any g any activity or spending. please visit CS1.

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

e Other

e Sashes

Estimated COPSA A groprlatlon
AY 2025-2

$600.00

* Fall Festival

$100

 Spring Festival  S100
S150
S250
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POA

IMPORTANT DATES

POA Deadline

Friday, September 19, 2025
3:00 P.M.

Last Day to Use POA Funds

Friday, April 10, 2026
3:00 P.M.

——
@ C. @ Student Organization Activity Reguest FORM

commymrrr
Student Organization: Date of Request
Propesed Date of Activify: Time: From To

Trpe of Activiey: [IEducational Fundraicer Recreational CTravel

i REQUIRED DOCUMENTS
e, » Approved sighed meeting minutes

‘Whois invited? (check all that apply): (1 Student Org. Members  [1 GCC Communaty (1 General Public [ Guest List

Will you be collaborating with another student organization or some other group to host this event” 11 Yez  [1No
If Yes. Name of Organization: ConmtacePerson: . - - -
On-Campus location o be reserved? CIVES (Complere Steps 18 2) _TINO (Skip Steps 1.& 2 . Llablllty WaIVer FormS: MLISt be Submltted for Off-
STEP 1: Obtain SAFETY appreval STEP2: Obtsin LOCATION approval g
| campus activities BEFORE and AFTER the event

Contracts can ONLY be signed by the GCC President

Dot activity involve ase of amplified 10ua:
Saudent Suppart Services Office el
Reom Utilization Request Confirmed:

= ————————  ForLarge Scale Activities:

B ! ! * Invitations/Programs/Agenda/Scripts must be

E e — |‘ — I approved by CSl and the TSS Dean (Approved 4

B f ] weeks prior. VIP guest invites must be distributed at

F or dciivic

iroc 10 this Form! least 2 weeks prior.)

cheperone and be present for th
sthorizing this Activity MU:

“Suncil On Postiecondary Srudent ATfair: (COPSA)

COFSA OFFICER NAME COPsA OTFICER SIGNATURE DATE

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

RUZ, Asseciate Dean DATE

For NOT PROCEED with their activity UNTIL AFTER THEIR ACTIVITY HAS

Nt e o S b et o e S ot e 5, ST Activity Request must be turned in at least TWO
he Center for Student Involvemant must be notified if an activity is cancelied. .
et 1 WEEKS prior to the start date of the event

10
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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

Email the Office of Communications and Promotions

(gcc.pio@guamcc.edu)
1-2 weeks in advance.

TITLE

Activity Request must be approved!

Name of your event /
activity?

11
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New Message
gcc.pio@guamcc.edu

Posting of Announcement

Hafa Adail

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

——— R
@@@ Student Organization FUND VOUCHER FORM

Account No.

Date: Student O HName:

tem Quantity] Price | Amount

:'_'(""'AM uthorized by student minutes dated: D thny FX?’TGQ:T *
- 5499 - 1 Quote /<S500 - 3 Quotes
Justification:
» Business License
Mk Clioek e “Ensure the vendor accepts GCC checks
[Piease type or PRINT dlearly) . . . . .
. * Proof of design approved by the Communications & Promotions Office
na - F.0. Box/ Sree! Address Shaie Zip Code 3
" <. (Promotional Items)
and any other . .
Special Instructions for the Business Office (Room 2107, Bldg 2000, 671-735-5550 ext. 5559) * LISt Of names (PromOtlonal Items / FOOd)
O MAIL TO: e 01 HOLD FOR: e . Other documents
OR
Ptdress: e .
r | Any travel expense must be done 4-6 months prior.
[Email Address:
AUTHORIZING SIGNATURES . . .
'STUDENT ORGANIZATION Reimbursements are not authorized and will not be accepted.
PIRINT NAME OFFICER SIGNATURE. e gall\:l%t\ B. :auz','dmsmu- Dean  Date
Y — SORS—— . All purchases must comply with the Student Organization Restrictions &
School of Technology and Student . . .
COPSA Funding Guidelines

COMMENTS:

Business Office
Check Number:

Verified by:
Date:

Updated: 81142025

Fund Vouchers must be turnedin at least TWO WEEKS before funds are
needed.
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IMPORTANT DATE

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 CSIl 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.

CSIIS ARESOURCE!

13
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——
@ C. C. Student Organization Depasit FORM

GUAMCOMMUNITYCOLLE Ok

Date of Deposit: Account No:

Activity the Funds were generated from:

Date(s) of Activity:

Deposit Form Prepared by:

Studens Orgenization Officer (Print Neme & Signenure)

Deposit Form Verified by-

Smdent Organizarion Advisor (Print Name & Signapure)

Total Cash: 3
Total Coins: | §
Total Checks: s

s

TOTAL DEPOSIT:
Quansity | CASH Total
$100 Cashier Date STAMP & Signature
550 (Print Name & Signanure)
520
slo
55
1
Quazsity | COINS Total

Quannty | CHECKS Total

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.

ALL ACTIVITIES AND
FUNDS MUST BE
PRE-APPROVED

14
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guamcc.edu/csi

Center for Student Involvement

Home » Student Life » Center for Student Involvement
> Previous Page

Center for Student Involvement

s (671) 735-8887 Ext. 5518 / 5519
&2 csi@guamcc.edu

© Room 5101, Student Center (Bldg. 5000) The Center for Student Involvement (CSI) oversees:
(Campus Map)
. Student Orientation,
. Leadership Training and Development,
. Service-Learning,
. Student Governance (COPSA), and
. Student Organizations and Athletics

/1N

Reminder!

4 N

CSlisa
resource!

15
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