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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL
This procedure applies to technical colleges and system office

Student Clubs and/or Organizations
General

All funds for student clubs and/or organizations are to be maintained in Trust Funds.  These funds belong to the student club and/or organization and the student club and/or organization must approve any receipts or expenditures.  
Establishment

In order to establish a new student club and/or organization, a copy of the charter from the regional or national level of the organization and/or an application letter or form must be submitted to the President or designee for approval. Once approved, a faculty/staff advisor will be assigned and they must provide the application letter or form to the accounting office.  At that time, an Agency Fund program number will be established for the student club and/or organization.  This documentation should be maintained for audit purposes.
Organization of Student Clubs and/or Organizations

Unless otherwise specified in the charter or by-laws the following applies:

Committee members shall elect from their numbers a chair, vice chair, and secretary/treasurer. Officers shall be elected upon organization of the student club and/or organization and annually thereafter. Officers and members of the student club and/or organization shall serve for terms of one year and may be re-elected for one additional year. Positions which become vacant may be filled at the next scheduled meeting for the remainder of the original term.

Sources of Funds

In addition to revenue received from fundraising activities, the student club and/or organization may receive funds from the student activity trust fund. If these types of funds are deposited in the club’s account, their use will be subject to the approval of the student club and/or organization and faculty/staff advisor. All deposits and/or records of deposits shall be maintained by Administrative Services.

Use of Club Funds
Any disbursement from the club’s funds must be approved at the student club and/or organization meetings according to that specific club’s bylaws.  The advisor or club representative shall submit a purchase requisition or a request for payment with appropriate signatures to the accounting office along with the copy of the minutes from the meeting in which the expenditures were approved.  The regional and national bylaws of the student clubs and/or organizations shall govern the appropriateness of any disbursement of funds.   The accounting office shall follow all state guidelines for purchasing and travel for any purchasing/travel done by the student clubs.
Recordkeeping

All records of disbursements in any student club and/or organization account shall be retained by the Business Office and recorded in the accounting system supported by the state of Georgia.  Each month, or upon request, a statement of the clubs’ accounts shall be given to the club advisors.  The Technical College administration shall provide the committee with the amount of funds which has been collected each quarter (semester); the committee shall use this information to prepare an annual budget and amendments thereto as the year progresses. Each college shall maintain the documentation for receipts and disbursements for these Agency funds according to the record retention guidelines for the Agency.

