
A.S. PROPOSALS &
CHECK REQUESTS 

A Step by Step Guide

Fall 2026



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.

 A.S. PROPOSAL?
What is an

Link to
Submit

Proposal
Form



 A.S. PROPOSAL?
What is an

A Proposal is an agreement between A.S and the club, dept, etc

Proposals are NOT guaranteed - they can be approved, denied, or partially approved

An approved Proposal must be followed and adhered to, since its an agreement
 

Proposals much follow the A.S Fiscal Policy, as well as Board of Trustee, Academic
Regulations, and State & Federal Regulations 

No retroactive spending - Your Proposal MUST be approved by the A.S Board before you
spend any money!

Only items or services stated on the approved proposal can be paid by A.S or ICC funds 



THINGS TO KEEP IN MIND 

The proposal process takes a
minimum of 3 weeks.

For events that require more
logistical support, like larger
campus events and/or field
trips, the proposal process may
take up to 5 weeks or more.

Time Type

Consider the reasons behind
your proposal, and ensure you
have a clear understanding of
its purpose along with some
key elements already well-
developed.

Purpose

There are 3 different types of
proposals. 

Event 
Purchase 
Field Trip



TIME FRAME  



TYPES 
OF
PROPOSALS 

Choose "EVENT" if you're hosting
an event outside your regular club
meeting or requesting funding for
an event outside your regular club
meeting.

Choose "EVENT" if you're hosting
an event outside your regular club
meeting or requesting funding for
an event outside your regular club
meeting.

Make sure you select the correct
type of proposal in the drop down!

Event Purchase

Choose "PURCHASE" if you only
need to buy items (e.g., club swag or
meeting snacks) and do not need a
room or event space.

Choose "PURCHASE" if you only
need to buy items (e.g., club swag or
meeting snacks) and do not need a
room or event space.

Field Trip

Choose "FIELD TRIP" if your event
takes place off campus or requires
funding for off-campus activities
(e.g., a hike or park picnic).

Choose "FIELD TRIP" if your event
takes place off campus or requires
funding for off-campus activities
(e.g., a hike or park picnic).

33



1ST
SECTION

This section of the form highlights the
following:

type
who is requesting
name of proposal (this will be same name
on A.S Agenda)
purpose of the proposal 
how it fits into A.S mission
why A.S shuold fund or do this event

Select the Type
of Proposal 
Select the Type
of Proposal 

Event, Field Trip, or Purchase 

Requestor 
Type
Requestor 
Type
ONLY 3 Categories: A.S Director,
Club, or Department 

A.S Mission,
Vision and Goals 
A.S Mission,
Vision and Goals 
How does your proposal align with
the selected categories and A.S’.
mission & goals?

Proposal
Description
Proposal
Description
Explain how it fits into the A.S
mission, vision and goals 



2ND
SECTION

This section of the form highlights
the following:

Proposal Requestor Contact
Information (Club,  A.S
Director Or Department)
Advisor/Supervisor
Information 

Personal Contact
Information 
Personal Contact
Information 

Advisor/SupervisorAdvisor/Supervisor
Contact information for Club or A.S
Advisor and / or advisor supervising the
Event.

Note: An Advisor must be present at
every event

Name of Club, A.S Director, or
Department requesting proposal
and contact information



TYPES OF
PROPOSAL &
ADDITIONAL
SECTIONS
Depending on what type of proposal
chosen (Event, Purchase, Field Trip)
additional sections may populate and
need to be filled out.

Depending on what type of proposal
chosen (Event, Purchase, Field Trip)
additional sections may populate and
need to be filled out.

Event (No Funding Needed)
Field Trip (No Funding Needed)
Purchase (No event)

Combinations:
Event + Purchase
Field Trip + Purchase



EVENT OR 
FIELD TRIP - 
WITH NO FUNDING
NEEDED  

You will be asked to provide details about set up,
clean up, and any giveaways. 



IF IT’S A COMBO OF: 
   Event + Purchase Field Trip + Purchase

You will need to fill out both these sections: 



FUNDING 
& APPROVALS 

This section is very Important!  

This section outlines your funding request in detail. 

List every source of funding and provide a breakdown of
how the requested funds will be used.

The amount entered in this section is the amount that will
be considered on the A.S Finance agenda. 

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



FUND TYPE 

This section asks you to provide:

Who you are and the type of funding you are
requesting.

What the requested funds will be used for.

Whether the event is being co-sponsored by an
A.S. Director, another club, or a department.



C0-
SPONSORSHIP
FORM 
This form must be uploaded with your
proposal if you plan to spend funds from
multiple funding sources.

Examples: 
Two clubs using their ICC allotment, 
A club working with an A.S director, or 
An A.S Director or club working with an
SMC department 



BUDGET
BREAKDOWN
This section asks you to provide:

A detailed description of each item or product you plan
to purchase, including links and/or photos.

Must include: 

Where you will purchase each item or product and its
cost.
A complete budget that includes the item cost,
applicable taxes, shipping, and a contingency amount. 

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

*If you are requesting funding for multiple items or
products, it is recommended that you include a
spreadsheet with item descriptions, links, and costs.



BUDGET
BREAKDOWN

https://www.amazon.com/Ceremonial-Matcha-Uji-Authentic-Japanese/dp/B0G92XR1MX/ref=sr_1_1_sspa?crid=L6QHFWB1MI2O&dib=eyJ2IjoiMSJ9.-Nxk0TxtSlCcSlrpmZiSN6RBcKWb0aCa2UagZ_q1lh4zS0AMnpwF0pLmlZJPWJLyopDxQm-ncq4ws8AVTnJhK5aQbiU5O4i5BHub2pzvIpY5rfyTK7GG8qyr4TY-RfGnxncwvM9VsU8hQEGGL__unH98OpZF8uaW8xofOTAT01Hfm6eSN53UjCsQ8QVuhwJc7WGDsFymXryBZRmVtrixIvSEiF3Yk9tBke8qcx3lbFjMV2P-YXeO2l-z-X4xFL7HTqXP8b6L91TvDy8e1gYhb47Y6jjWzZX55ygw23qGGGY.N6uYpfnk-AzbgCRJPAohrOCp31PukZa1hUixxXkBRhw&dib_tag=se&keywords=no%2Britual%2Bmatcha&qid=1776881288&sprefix=no%2Britual%2B%2Caps%2C458&sr=8-1-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9hdGY&th=1


REQUEST

This section asks you to provide:

The amount of funding being requested
from each funding source. (A.S. has its
own section)

The amounts entered in this section will
appear on the Finance Committee and
A.S. Board meeting agendas, so be sure
they are accurate.



SIGNATURE PAGE 

You may either print the form and collect handwritten
signatures or use the electronic signature (e-sign) option.

If you choose the e-sign option, enter your information first,
followed by the names and email addresses of two additional
club officers and your advisor. After you sign, the form will
automatically be emailed to the next signer until all required
signatures have been collected.

Once all signatures have been completed, upload the finalized
Signature Page with your proposal submission.

Every proposal must include a
completed Signature Page!



SUPLEMENTAL
PROPOSAL
FORMS 
Depending on the type of proposal
you are submitting, you may need to
upload additional forms as well.



EVENT   

Additional Forms May Be Required: 

Multi-Logistic Form: Needed if you event will
require a speaker/sound system, mic, podium,
chairs, tables, etc and/or if the event includes more
than one day or location

Layout/Diagram: If your event requires set-up.
Upload a layout of your event. 

Quad Map 
Learning Garden Map 

PROPOSAL TYPE:

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/diagram-layout-quad.pdf
https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/diagram-layout-quad.pdf
https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/diagram-layout-olg.pdf
https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/diagram-layout-olg.pdf


EVENT(FUNDRAISING)    

Additional Forms May Be Required: 

SMC Collection of Funds Form - Needed if having a
fundraiser at any SMC campus, you must obtain a
register drawer. Complete this form, obtain Signatures,
and upload to your proposal. 

PROPOSAL TYPE:

If your club wants to support a cause or make a

donation, you should raise the money through a

fundraiser. Clubs may use up to $250 of their ICC

funds per semester to help pay for fundraising

activities.

Items purchased with ICC funds for approved

giveaways are free to participants and cannot be sold.

Your paragraph text

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


EVENT OR PURCHASE   

Additional Forms May Be Required: 

A.S Contract Packet - consists of two forms:

A.S. Contract Form - Needed when you
are paying a Speaker, Performer, or a
Vendor for contract services ​

W-9 Tax Form - (complete and submit
Page #1, with current signature date).

PROPOSAL TYPE:

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/as-contract-fill-save-need-aux-office-dean-sig-to-be-valid.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf


Additional Forms May Be Required: 

A.S. Inventory Form: Required when purchasing equipment (not supplies).
Complete the form, obtain the required signatures, and upload it with your
proposal.

Equipment is defined as specialty items purchased for long-term use and
intended for a specific purpose (e.g., calculators, printers, easels,
telescopes, chess boards, etc).

Supplies are general-purpose consumable items that are typically used up
during the year (e.g., snacks, poster board, paper, paint, socks, markers, or
batteries) and do not require an A.S. Inventory Form.

EVENT OR PURCHASE       
PROPOSAL TYPE:

Any equipment purchased by
a club must be stored with the

club advisor. The advisor is
responsible for its storage,

tracking, and inventory.

https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/FORM%20-%20proposal%20INVENTORY%20FORM%20-%20Fill%20in%20and%20Save%20-%20New%20Spring%202010.pdf
https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/FORM%20-%20proposal%20INVENTORY%20FORM%20-%20Fill%20in%20and%20Save%20-%20New%20Spring%202010.pdf


Additional Forms May Be Required: 

1. Individual Form (use for overnight trips/students under 18) 
             Or
       Day Trip Form (Required for Club / A.S.  
       Director Day Trips ONLY)

2.Signature Sheet/Advisor's Field Trip Responsibility Form

3.Field Trip Club Roster (*If you need time to recruit students
after a proposal decision is made, please account for the 7-
10 days required for our office to do student verification
checks and submit to risk management). 

4.Field Trip Early Departure Form (Each Club Member or A.S.
Director must complete this form if they will be leaving
before the field trip is over. 

PROPOSAL TYPE:
FIELD TRIPS  

Timeline
A.S. Proposals for Field Trips
(without funding) must be
submitted a minimum of 3 weeks
prior to the travel date.

If funding is required, A.S. Proposals
for Field Trips should be submitted
a minimum of 5 weeks prior to the
travel date.

Missing these deadlines may result in a
trip being cancelled or denied.



PROPOSAL TYPE: 
FIELD TRIPS
All field trip proposals must also include: 

Relevant information about trip (activity, venue, airfare quotes,
conference website, etc.) – anything that will help A.S. understand
your request. The purpose of the trip must be educational, team
building, and/or representing SMC. 

A comprehensive budget (if funding is being requested) that outlines
all costs of the trip including but not limited to transportation, per
diem, registration/conference fees, and lodging for all participants
including advisors (If funding is being requested).

A meaningful monetary contribution from the student participants
that is directed towards the cost of the trip (exceptions may be made
for students with demonstrated financial need) (If funding is being
requested).

Checkout the Travel

Checklist for additional

guidance & information!

https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/as-travel-checklist.pdf
https://www.smc.edu/community/office-of-student-life/student-government/documents/AS-Forms-and-Docs/as-travel-checklist.pdf


YOUR PROPOSAL
GOT APPROVED, 
WHAT’S NEXT?  



 A.S. CHECK REQUEST?
What is an

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.​



TYPES 
OF 
CHECK REQUESTS/
REQUISITIONS  22

Reimbursement Purchase/Check Request

Used to reimburse approved expenses
for students and SMC Employees.

Most common or frequently used.

Do not use this form to pay vendors or
contractors.

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).

Need to have enough time for Auxiliary department
to process and cut check (need to submit check
request about a month before check needed).



REQUISITION 
TYPE: REIMBURSEMENT

Identifying
Information
Identifying
Information

Must include the name and
information of who is being
reimbursed, proposal number,title,
etc. 

Must Attached A.S Board
Minutes and/or Club Minutes
Must Attached A.S Board
Minutes and/or Club Minutes
Must highlight A.S Board Minutes
showing approval and/or attach Club
Minutes (if using special account
funds).

Must Attach
Viable Reciepts 
Must Attach
Viable Reciepts 
Make sure you get a
detailed receipt with your
purchase. 

A student officer other
than you needs to e-sign
A student officer other
than you needs to e-sign
Enter yourself or the person receiving
the reimbursement in the Payee
section. The Payee cannot also be the
Student Officer listed.



A.S. BOARD
MEETING
MINUTES 

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

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

You must attach a copy of the A.S Board
meeting minutes with your proposal
approval highlighted.​

Only attach 1 page of the meeting
minutes – the page that shows your
proposal. Do not crop the page. 

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


CLUB
MINUTES 
Only required if your Club is using funds
from its Special Account. 

You will need to upload a copy of your
Club meeting minutes showing that the
expenditure has been approved.



RECEIPTS 
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.) ​

Try to pay with a credit card or
debit card, to provide additional
proof-of-purchase for vague
receipts.​



 

RECEIPT
EXAMPLES  

Correct Reciept Vague Reciept 



 

ELECTRONIC
RECEIPT
EXAMPLES  



VAGUE RECEIPTS 
Additional Proof-of-Purchase may be needed, if receipts are missing
information.​

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 usethe vendor
name and date purchased on statement.​

There is a possibility of
extreme Vague Receipts may
not bereimbursed.​



 

EXAMPLES
OF VAGUE
RECEIPTS   

Example #1: Contact
vendor for a detailed
copy of receipt.​

Example #2: Provide credit
card statement for proof of

purchase



REQUISITION TYPE: 
PURCHASE/CHECK REQUEST

Identifying
Information
Identifying
Information
Must include the name and
information of who is being paid,
their address of where to mail
check, proposal number, proposoal
title, etc. 

Must Attached A.S Board
Minutes and/or Club Minutes
Must Attached A.S Board
Minutes and/or Club Minutes
Must highlight A.S Board Minutes
showing approval and/or attach Club
Minutes (if using special account
funds).

Must Attach Invoice,
W-9 and/or Contract 
Must Attach Invoice,
W-9 and/or Contract 
Make sure you get a
detailed receipt with your
purchase. 

A student officer other
than you needs to e-sign
A student officer other
than you needs to e-sign
Enter yourself or the person receiving
the reimbursement in the Payee
section. The Payee cannot also be the
Student Officer listed.



 

INVOICE
(VENDOR
PAYMENT)  

 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 ​



 

W9 TAX
FORM   

 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​



 

CONTRACT 

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)​



REQUISITION CHEAT SHEET 
Reimbursement: 

Required Docuements
Purchase/Check Request 

Required Docuements

For SMC Student 
A.S or Club Minutes 
Itemized Reciepts 

For SMC Faculty & Staff 
A.S or Club Minutes 
Itemized Reciepts 
Authorized Signature (dependent on
employee status, see section B of
form)

Vendor vs Contractor

Vendor: Physical goods, products, or
standard off-the-shelf services.
Examples: Club swag items,  

Contractor: An individual or company
hired to perform a specialized,
customized service or complete a
specific project over a set period.
Examples: Speaker, performer, DJ

For Vendor Payment 
A.S or Club Minutes 
Invoice
W9 Tax Form 

For Contractor Payment 
A.S or Club Minutes 
A.S Contract Form 
W9 Tax Form 

For SMC Department Transfer 
A.S or Club Minutes 
Invoice noting Department Transfer 

Example of
Completed

Check Request
to Vendor 

Example of
completed

Reimbursement 

https://drive.google.com/file/d/1qZCAQILX5Bnkv0bAs4J7Ct0J2BYDfFCh/view?usp=sharing
https://drive.google.com/file/d/1qZCAQILX5Bnkv0bAs4J7Ct0J2BYDfFCh/view?usp=sharing
https://drive.google.com/file/d/1qZCAQILX5Bnkv0bAs4J7Ct0J2BYDfFCh/view?usp=sharing
https://drive.google.com/file/d/1qZCAQILX5Bnkv0bAs4J7Ct0J2BYDfFCh/view?usp=sharing
https://drive.google.com/file/d/1qZCAQILX5Bnkv0bAs4J7Ct0J2BYDfFCh/view?usp=sharing
https://drive.google.com/file/d/1QXYJ5BwVDcOT-KoJn15mJ2zx5YRnISgz/view?usp=drive_link
https://drive.google.com/file/d/1QXYJ5BwVDcOT-KoJn15mJ2zx5YRnISgz/view?usp=drive_link
https://drive.google.com/file/d/1QXYJ5BwVDcOT-KoJn15mJ2zx5YRnISgz/view?usp=drive_link


EVENT/ACTIVITY
PROGRAMMING 
TIMELINE  

Week 1:
Submit Proposal by Wednesday at 2pm 

Week 2: 
Attend both Activities and Finance Meeting

Week 3: 
Attend A.S Board Meeting 

Week 4-7: 
Submit Check Request/Reimbursement (It can take
up to 20 days to process paperwork)* 

        *Longer if paperwork is missing or completed    
          incorrectly.

Things happening after A.S Board approval:
Marketing
Create reservations
Plan logistics 





IMPORTANT DEADLINES 

A.S Proposal
Deadline:

Wednesday,
November 11, 2026 

Fall 2026 Fall 2026 Fall 2026 

Last Day for
A.S/Club Events:

Sunday,
December 6, 2026 

Check Request
Deadline:
Monday, 

December 7, 2026 


	Fall 2026
	A.S. PROPOSALS & CHECK REQUESTS
	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
	What is an

	A.S. PROPOSAL?
	The proposal process takes a minimum of 3 weeks.
	Time
	There are 3 different types of proposals.

	Type
	Purpose

	THINGS TO KEEP IN MIND
	TIME FRAME
	TYPES
	OF PROPOSALS
	Event
	Purchase
	Field Trip

	1ST SECTION
	This section of the form highlights the following:
	type
	who is requesting
	name of proposal (this will be same name on A.S Agenda)
	purpose of the proposal
	how it fits into A.S mission
	why A.S shuold fund or do this event

	Requestor
	Type
	Select the Type of Proposal
	A.S Mission, Vision and Goals
	Proposal Description

	2ND SECTION
	This section of the form highlights the following:
	Proposal Requestor Contact Information (Club,  A.S Director Or Department)
	Advisor/Supervisor Information

	Personal Contact Information
	Advisor/Supervisor

	TYPES OF PROPOSAL &    ADDITIONAL SECTIONS
	Combinations:

	EVENT OR
	FIELD TRIP -
	WITH NO FUNDING NEEDED
	Event + Purchase
	Field Trip + Purchase

	IF IT’S A COMBO OF:
	FUNDING
	& APPROVALS
	This section is very Important!

	FUND TYPE
	This section asks you to provide:

	C0-SPONSORSHIP FORM
	Examples:

	BUDGET BREAKDOWN
	*If you are requesting funding for multiple items or products, it is recommended that you include a spreadsheet with item descriptions, links, and costs.
	This section asks you to provide:
	Must include:

	BUDGET BREAKDOWN
	REQUEST
	This section asks you to provide:

	SIGNATURE PAGE
	Every proposal must include a completed Signature Page!

	SUPLEMENTAL PROPOSAL FORMS
	PROPOSAL TYPE:
	EVENT
	Additional Forms May Be Required:

	PROPOSAL TYPE:
	EVENT(FUNDRAISING)
	Additional Forms May Be Required:
	SMC Collection of Funds Form - Needed if having a fundraiser at any SMC campus, you must obtain a register drawer. Complete this form, obtain Signatures, and upload to your proposal.
	Your paragraph text



	PROPOSAL TYPE:
	EVENT OR PURCHASE
	Additional Forms May Be Required:

	PROPOSAL TYPE:
	EVENT OR PURCHASE
	Additional Forms May Be Required:
	A.S. Inventory Form: Required when purchasing equipment (not supplies). Complete the form, obtain the required signatures, and upload it with your proposal.
	Equipment is defined as specialty items purchased for long-term use and intended for a specific purpose (e.g., calculators, printers, easels, telescopes, chess boards, etc).
	Supplies are general-purpose consumable items that are typically used up during the year (e.g., snacks, poster board, paper, paint, socks, markers, or batteries) and do not require an A.S. Inventory Form.


	PROPOSAL TYPE:
	FIELD TRIPS
	Timeline
	Additional Forms May Be Required:
	Or


	PROPOSAL TYPE:
	FIELD TRIPS
	All field trip proposals must also include:
	Checkout the Travel Checklist for additional guidance & information!

	YOUR PROPOSAL GOT APPROVED,
	WHAT’S NEXT?
	What is an

	A.S. CHECK REQUEST?
	TYPES
	OF
	CHECK REQUESTS/ REQUISITIONS
	Reimbursement
	Used to reimburse approved expenses for students and SMC Employees.
	Most common or frequently used.
	Do not use this form to pay vendors or contractors.

	Purchase/Check Request

	REQUISITION
	TYPE: REIMBURSEMENT
	Identifying Information
	Must Attached A.S Board Minutes and/or Club Minutes

	Must Attach Viable Reciepts
	A student officer other than you needs to e-sign

	A.S. BOARD MEETING  MINUTES
	CLUB MINUTES
	RECEIPTS
	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.) ​


	RECEIPT EXAMPLES
	ELECTRONIC RECEIPT EXAMPLES
	VAGUE RECEIPTS
	Additional Proof-of-Purchase may be needed, if receipts are missing information.​
	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 usethe vendor name and date purchased on statement.​

	EXAMPLES OF VAGUE
	RECEIPTS
	REQUISITION TYPE:
	PURCHASE/CHECK REQUEST
	Identifying Information
	Must Attached A.S Board Minutes and/or Club Minutes

	Must Attach Invoice, W-9 and/or Contract
	A student officer other than you needs to e-sign

	INVOICE (VENDOR PAYMENT)
	W9 TAX FORM
	CONTRACT
	REQUISITION CHEAT SHEET
	Reimbursement:
	Required Docuements
	For SMC Student
	A.S or Club Minutes
	Itemized Reciepts

	For SMC Faculty & Staff
	A.S or Club Minutes
	Itemized Reciepts
	Authorized Signature (dependent on employee status, see section B of form)

	Vendor vs Contractor
	Vendor: Physical goods, products, or standard off-the-shelf services. Examples: Club swag items,
	Contractor: An individual or company hired to perform a specialized, customized service or complete a specific project over a set period. Examples: Speaker, performer, DJ

	Purchase/Check Request
	Required Docuements
	For Vendor Payment
	A.S or Club Minutes
	Invoice
	W9 Tax Form

	For Contractor Payment
	A.S or Club Minutes
	A.S Contract Form
	W9 Tax Form

	For SMC Department Transfer
	A.S or Club Minutes
	Invoice noting Department Transfer
	Example of Completed Check Request to Vendor


	Week 1:
	Week 2:
	Week 3:
	Week 4-7:
	Things happening after A.S Board approval:

	EVENT/ACTIVITY
	PROGRAMMING
	TIMELINE
	IMPORTANT DEADLINES
	Fall 2026
	Fall 2026
	Fall 2026


