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Citrus College Office of Student Life Activity Request Process
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Supervisor of Student

Life reviews and signs /

4

Dean of Students

reviews and signs

¢

Activity
rejected for

cause then
given to OSL

Clerk OSL Clerk

1. Adds item to office master calendar

2. Places event on web calendar and
campus calendar

3. Sends copies of approved forms to club
and club advisor

4. Places eriginals in department file

N

Club, Campus Activities Board {(CAB), or ASCC Executive Board
1. Gets forms from Internet
2. Completes form online and prints out
3. Gets Signatures from Advisor and Food Services if necessary
4. Attaches minutes from meeting showing the discussion and approval of the activity.
This must have the advisor’s signature
5. Submits to OSL Administrative Clerk during business hours by Noon on Monday for
preliminary check and to receive Cash Box Requests
0OSL Clerk \‘ LT
contacts club ) "'
5 i) '3
contact (if not ¥ Incomplete Complete B OSL Clerk
present) and : assigns a
instructs them to 1 1 tracking # in
come in and : : notebook and
rectify the ’t - X places in pencil
problem P Inter-Club Council \ on master
P Tuesdays @ 11:30 a.m. ‘,‘ calendar
5.\‘. "l \‘
kK 1. ICC Secretary reads Activity Packet te ICC members, while checking for completeness S s
2. Clubs should be listening for conflicts with their own events
3. |CCvotes to approve packet as a whole or with certain items removed. They can only tegafly
not approve for those {tems wiich are o conflict with ancther activity of the same nature, are ifegaf, or
are a blatant violation of policies and procedures set forth by the college.
4. |ICC President signs at the end of the meeting, places those to be forwarded in the “box”
and those denied are given to O5L Clerk for follow up.
ASCC Executive Board
Tuesdays @ 2:45 p.m.
1.  ASCC Secretary picks up Activity Packet from OSL Clerk, and reads as part of his/her report
2. ASCCvoetes upon packet as a regular item of business either as a whoele or with certain
items removed. Rules for exclusion are same as those for |CC.
3. ASCC President Signs at end of the meeting
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Activity
approved then
given to OSL
Clerk to finish

processing

ASSOCIATED STUDENTS OF CIF

RS COLLEGE

.
L

- -
-

-

’

L
[



