
HOW TO SUBMIT 
AN A.S. PROPOSAL &

CHECK REQUEST
U P D A T E D  J U L Y  2 0 2 4  



What is an A.S. Proposal? 

A Proposal is used when you (A.S. Directors, clubs, campus
departments) want to Suggest, Recommend, Offer, or Propose
to: 

hold an event / activity / fieldtrip 

spend A.S. or ICC funds, which are public funds, and have
guidelines that must be followed.



What is an A.S. Proposal? 

A Proposal is an agreement between A.S. and the club, dept., etc.
Proposals must follow the A.S. Fiscal Policy guidelines, as well as,
BOT / AR policies, State & Federal guidelines.
Proposals for funds are NOT guaranteed; they can be approved,
denied, or partially approved, etc.
An approved proposal must be followed and adhered to, since it is an
agreement.
Proposals are considered a Public Document; therefore, they may be
available during a public meeting for viewing by all

https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Fiscal-Policy/a-s-fiscal-policy-15th-edition-revised-may-2021.pdf
https://www.smc.edu/administration/governance/board-of-trustees/board-policy-manual.php


Why is Prior Approval Important?

Since the Office of Student Life (OSL) oversees clubs, OSL must
approve all club activities and expenditures before they take place. 

No activities or expenditures will be authorized or allowed until prior
approval is obtained. This is to:

Protect SMC from any liability: injuries at our events, field trips,
contractor- services, etc.
Protect A.S. Directors, ICC Clubs, & SMC employees from any
liability: spending and documenting the use of Public Funds.



Proposals must follow the A.S. Fiscal Policy guidelines, as well as,
BOT / AR policies, State & Federal guidelines. 

Be sure to review both before submitting a proposal.

Proposals should be clear and specific in stating activity or event
details.

Every item that the club intends to purchase with the
requested funds should also be clear and specific. This
includes the name of the item, the quantity, the price per unit,
and the total cost of the items. 

 

Step #1: 
Review Proposal Criteria 

https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Fiscal-Policy/a-s-fiscal-policy-15th-edition-revised-may-2021.pdf
https://www.smc.edu/administration/governance/board-of-trustees/board-policy-manual.php


All proposals should be submitted on electronic form by 2pm the preceding Wednesday
of the meeting the club wants to be considered on.

Proposals that do not meet the posted deadlines may not be considered and/or may
be delayed. 

You can find the proposal dates and deadlines in 'Forms and Documents' webpage on
the A.S. Website (www.smc.edu/as)

No Retroactive Funding is allowed in the ICC Allotment Account. 
Please do NOT spend any money until your proposal has received FINAL APPROVAL
at an A.S. Board Meeting. Otherwise, you will not be reimbursed or worse yet, your
vendor will not be paid.

Step #2: 
Be Mindful of Deadlines and Timelines

https://www.smc.edu/community/office-of-student-life/student-government/forms-documents.php
http://www.smc.edu/as


Proposals for events and field trips that DO NOT require funding should be submitted 3
weeks before the event or field trip.

Proposals for events and field trips that DO require funding should be submitted earlier, 5-7
weeks before the event or field trip.

If requesting funding, and need the funds beforehand, plan on submitting the proposal at
least 6-7 weeks before the date of the event/activity. This is because it can take 20
business days for the club to receive the granted funds after the proposal receives
approval. 

All travel forms must be submitted to the Office of Student Life 7-10 days prior to travel for
verification and checks. Missing these deadlines may result in a trip being cancelled or
denied.

Step #2: 
Be Mindful of Deadlines and Timelines



Step #3: 
Submitting Your Proposal

You must submit your proposal via the electronic online Proposal Form. 
Read the directions on the form carefully!

All proposals must include the following:
A completed Proposal Signature form – Department Proposals are
not required to complete this step.
Supporting Documents for your Request 

https://app.smartsheet.com/b/form/b7fee8514f9444379fa473dcc64d4a5a
https://smcollege.na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhDzDQ9vg0QGAwWAXrjS6fns-XcqsbI0MrG9Rug7zWJUuUchDZC13ivU_oaIICs10EI


Other Forms You May Need to Upload to the Proposal Form

Event/Activity/Purchase proposals may also include:

If the event includes more than one day or location, Upload the Multi-Logistics form
If your event is being co-sponsored: Upload the Co-sponsorship form
If your event requires set-up. Upload a layout of your event
For contractors and services: Upload the Contract Packet
For any fundraising or donation collection: Upload the Collection of Funds Form

Step #3: 
Submitting Your Proposal

https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/MULTI-LOGISTICS%20Form.pdf
https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/2018%20AS%20Proposal-%20CO%20SPONSORSHIP%20FORM.pdf
https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/as-contract-fill-save-need-aux-office-dean-sig-to-be-valid.pdf
https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/FORM%20-%20SMC%20AUXILIARY%20OFFICE-%20Collection%20of%20Funds%20form.pdf


Other Forms You May Need to Upload to the Proposal Form

Field Trip proposals:
The following forms need to be submitted to the Office of Student Life in-person or via
email at osl@smc.edu. Forms must be submitted according to travel guidelines outlined by
the Office of Student Life upon receiving approval by Associated Students.

Individual Form or Day Trip Form
Signature Sheet
Advisor's Field Trip Responsibility Form
Field Trip Club Roster

Step #3: 
Submitting Your Proposal

https://mailto:osl@smc.edu/


PROPOSAL TIPS
The Proposal Form is not savable – so you need to submit it right after working on it! 

For Proposals that need funding, you can include a budget breakdown in the
Proposal Form, or you can attach the budget spreadsheet to the Proposal Form. 

When looking at your proposal budget, think of including a 10-15% contingency
for additional or unexpected costs.

Once your proposal is presented at the A.S Finance meeting, the amount in your
proposal can not be increased. Requested changes to the amount in a proposal
MUST be emailed to the A.S Finance Committee ahead of time.

A proposal to use funds from a club’s allotment to purchase club-themed clothing or
other items for promotional purposes should be submitted no later than the ninth (9)
week of the fall and spring semesters and should adhere to the price limit guidelines
established by the Finance Committee.



Step #4: OSL Reviews and
Club Presents the Proposal

Once a club has submitted a proposal, the proposal is reviewed by the Office of
Student Life

Once reviewed by OSL, the Club ICC delegate or President must be present at the
required meetings to have their proposal voted on. 

See Flow Chart to find which meeting(s) must be attended to obtain approval.
See Meeting Chart for Times and Dates 

The person presenting the proposal should be as familiar as possible with the
details of the event, including the budget, agenda, advertising methods, and
prior attendance of the event.

Make sure to check the meeting(s) agenda to confirm that your proposal item
is present on the agenda beforehand.

https://www.smc.edu/community/office-of-student-life/student-government/meetings.php








Step #5: Approved Proposals
Have Deadlines

For an Event / Field Trip: The deadline is the date on the proposal.

Undated proposals expire by the deadline stated on the A.S. Website:
FALL 2024 Proposal Deadline:  Wednesday, November 13, 2024
FALL 2024 last day for A.S./Club events: Sunday, December 1, 2024
FALL 2024 Check Request Deadline: Monday, December 2, 2024



Step #6: Check Requests &
Reimbursements

A.S. Check Requests 

An A.S. Check Request is a document to request a check to be paid from A.S. or ICC
monies. It is submitted electronically to the Office of Student Life. 

The amount of money and the purpose is stated on the approved proposal, which
can be: 

Vendor payment 
Reimbursement 
Budget Transfer (to SMC department only)

No Unapproved Purchases: Only items or services stated on the approved proposal
can be paid by A.S. or ICC funds



Step #6: Check Requests &
Reimbursements

There are 2 types of A.S. Check Request Forms:

A.S. Check/Purchase Request Form: Used to make a
payment/have a check sent directly to a vendor, contractor, or
an SMC department (do not use this form to pay an SMC
student or staff).
A.S. Reimbursement for SMC Employees/Students Form:
To Used to reimburse approved expenses. Includes student
stipends. Do not use this form to pay vendors or contractors.

https://smcollege.na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhAEEWqBIbDe22xEvZvijmvlxYqf9YiiROw_nMKbLkMzeQjneoBqK5799iTcPJCnbVs*
https://smcollege.na1.documents.adobe.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhDKSyZkNSf6fGJ4pl0y51-ebM6A3seZB-mA02u76NSZFvoKjdHHeY0fBW-XhZgMhh8*


Step #6: Check
Requests &
Reimbursements



Step #6: Check Requests &
Reimbursements

PURCHASE REQUEST: 
REQUIRED DOCUMENTS

REIMBURSEMENT: 
REQUIRED DOCUMENTS

A.S. or Club Minutes

Invoice

W9 Tax Form

For Vendor Payment

For Contractor

A.S. or Club Minutes

A.S Contract Form

W9 Tax Form

A.S. or Club Minutes

Invoice noting Department Transfer 

For SMC Department Transfer 

For SMC Student

For SMC Faculty & Staff

A.S. or Club Minutes

Itemized Receipts

A.S. or Club Minutes

Itemized Receipts

Authorized Signature 



MINUTES

•Make sure you include the correct Proposal
number in the Check Request Form.  

•You can locate the Proposal number in the
A.S Board Meeting minutes. 

•You must attach a copy of the meeting
minutes with your proposal approval
highlighted. 

•Only attach 1 page of the meeting minutes
– the page that shows your proposal. 

https://www.smc.edu/community/office-of-student-life/student-government/as-board-meetings.php
https://www.smc.edu/community/office-of-student-life/student-government/as-board-meetings.php


INVOICE (VENDOR PAYMENTS)

�Required to pay a vendor for items /goods
�You will need to submit a Vendor Invoice & W9 Form into the Check
Request Form
�The invoice must state that it is an ‘Invoice’ and contain the following
information:

�Invoice Number
�Company Name & Contact Info
�Sales Rep. Name
�List of Items to be purchased (Price & Quantity per item)
�Taxes, shipping & handling, & other fees
� Total amount 



�You will need to upload a W9 into the Check Request
Form when paying a Vendor or Contractor 

�The W9 tax form must have current year signature date

W9 TAX FORM



CONTRACT PACKET

�Needed when paying a Speaker, Performer, or a Vendor for
contract services 

�Will need to attach either the contractor / vendor's contract or a
completed A.S Contract Packet into the Check Request Form

�W9 Tax Form (blank copy included in Contract Packet)

https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/as-contract-fill-save-need-aux-office-dean-sig-to-be-valid.pdf


SIGNATURES

�Signatures are important, please make sure that the signatures
on the check request match the signatures OSL has on file

�The student payee and student officer cannot be the same
person on the form

You will need another club officer that is on the original Club
Signature Form to be listed as the Student Officer



RECEIPTS & REIMBURSEMENTS
��Try to pay with a credit card or debit card, to provide additional proof-of-
purchase for vague receipts.
�There is a possibility of extreme Vague Receipts may not be reimbursed.

Receipts (in-person or electronic) must show the following: 
�Vendor Name 
�Vendor Contact Info, at least one of the following:
�Address, phone #, website, or email.
�Date of Purchase 
�What was purchased - Itemized 
�Price of each item
�Quantity of each item 
�Total amount Paid 
�Form of payment (credit card, cash, or bitcoin, etc.) 



RECEIPTS 



RECEIPTS 

Example of Electronic
receipt with all required
information



VAGUE RECEIPTS
�Additional Proof-of-Purchase may be needed, if any of the required info  is
not on the receipt.
May need to submit credit card statement showing the total amount paid in
print.

�Credit card statement must have the following items printed and not
added:
�Name of purchaser
�Name of vendor
�Amount charged
�Last four-digits of the credit card:
�Must match the four-digits on the receipt 
�If four-digits are not available on receipt, we can use the vendor name
and date purchased on statement.



EXAMPLES OF VAGUE RECEIPTS 



CHECK REQUEST TIPS

All the instructions are on the form, start at the top and go through all
the steps. 

Remember to upload the applicable forms where it is stated on the
form:

Applicable forms: receipts, invoices, contracts, minutes page, etc.

Reimbursement tip: Try to have one person pay for all of the items listed
in the proposal, instead of multiple people purchasing items to make the
Check Request process easier. 



Step #7:
Update
Club
Balance
Sheet 











Have Questions? Contact Us! 

Smc.edu/as

Cayton Center, 2nd Floor,
Room #202

310.434.4250

Office of Student Life OSL Office Hours:
 

Fall 2024
Monday: 8 am-3 pm
Tuesday-Thursday: 8 am-5 pm
Friday: 8 am – 1 pm

OSL@smc.edu



Have Questions? Contact Us! 

310.434.4238

ICC Officers  

icc.chair@smc.edu 

ICC Vice Chair

310.434.4968

icc.vice.chair@smc.edu  

ICC Chair ICC Communications Officer

310.434.4270

icc.communication@smc.edu
 

smc.edu/icc

mailto:icc.chair@smc.edu?subject=
mailto:icc.chair@smc.edu?subject=
mailto:icc.chair@smc.edu?subject=
mailto:icc.chair@smc.edu?subject=

