ASSOCIATED STUDENTS,

I N C.

FUNDING RE

QUEST FORM

2019-2020

PART 1 - NOTICE & CHECKLIST

IMPURTANT

EVENT FLYER WITH ASI LOGO €SI EVENT REGISTRATION FORM ESTIMATES/FOOD PERMITS EVENT ESTIMATES / INVOICES CLUB FUNDING ACCOUNT

1. All Funding Request Forms must be submitted by 12 PM Friday, the week before the Funding Sub-Committee Meetings.
2. Funding request forms must be turned in no less than 10 business days (2 weeks) prior to the event.

3. Deadline for Request for Payment or Purchase Order (RPP) is 15 days after the event.

PART 2 - CONTACT & ORGANIZATION

L S
SIGNATURE: /&7 > =

cruBsorG: SHESS

EVENT TITLE: Rrofessional-SpeakerSeries— FE
DATE(S) OF EVENT: 9/28/19

eVveNT LocATioN: ET A332, ET B108, ET A406

EXPECTED ATTENDANCE: 3()

)fa

i on

SEMESTER:

EXPECTED CAL STATE LA STUDENTS ATTENDANCE: 3()

PART 3 - EVEN

T DESCRIPTION

IS THE EVENT OPEN TO ALL CAL STATE LA STUDENTS?
BRIEFLY DESCRIBE THE EVENT:

Industry guest speaker will present to club members.
Club board members will present upcoming events and
opportunities after guest speaker presents.

HOW WILL THIS PROGRAM ENHANCE THE CAL STATE LA EXPERIENCE?

This will provide Cal State LA students with the
opportunity to learn from and network with industry
professionals.
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PART 5 - EVENT SUMMARY

TOTAL COST OF THE EVENT $60
TOTAL REQUESTED FROM ASI $60
AMOUNT FROM OTHER SOURCES $0

WHAT OTHER RESOURCES ARE YOU EMPLOYING FOR THIS EVENT:

N/A
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Event Registration [Appﬁ.a
: VEp]
SHESS FE Study Session

Basic Information
Student orgarizations must complete and submit this form at least 10 business dags prior to the event date. Reservationz for on campus events will not be confirmed unless this form

haz been completed,

Please select the type of organization who will be hosting this event.

Student Organization

Event Name
SHESS FE Study Session

About the event
Please describe what this event is about and include all intended activities that will take place.

FE Study Sessions will let students review engineering concepts for Fundamentals of Engineering (FE) exam. FE exam is required
to obtain the Engineering In Training (E.I.T) certification is required for civil servant jobs. SHESS will provide Cal State LA students
attending the study sessions with tutors and review materials prepared by engineering professors.

Host Organization Name

‘What Organization/Departrment iz hozsting the evernt?
Saciety of Hispanic Engineering and Science Students

Estimated Attendance
30

Time & Location ‘

Start DatefTime
09/28/2019 - 9:00 AM

End DatefTime
09/28/2019 - 3:00 PM



Where will the event take place?

On campus

Location

Include on campus roomdsite information or off campus address. Mote, submitting this Event Registration form will not confirm your event space.

ET A332, ET B108, ET A406

Student Organization Officer and Advisor Contact Information
Only current organization officers can submit the Event Registration Form. Submitted forms will require Advisor approval prior ta CS1 approval.

h

Contact Person

Please imvide the name of the officer submitting this form.

Officer Contact Phone Number

Contact Email

o . -

Organization Advisor Phone Number

Organization Advisor Name

Organization Advisor Email Field

Please ensure your advizor's email address is entered accurately. Thiz Event Registration Form will be sent ta your advizor for approval before CS1 can approve it

Marketing

Mo publicity may be distributed or posted online until this form has been submitted and approved. Both off and on-campus events must also have a confirmed reservation prior to
marketing. All publicity material must comply with University Adrinistrative Procedures AP PO03 and AP PDO?. All printed marketing to be used for marketing registered events are
required to be stamped by C5I prior to their approved posting. Stamps can be obtained after the event has been registered. All printed material may be posted for up to a period of

fourteen [14) calendar days. For student organizations, the "FOSTING VALID THRU " stamp must be clearly visible on the face of the posting.

Hows do vatl nlan on markating this avant?




Social Media Site

Instagram

Social Media Handle

shpe_calstatela

Who is invited to this event?

Cal State LA Community

Will oft-campus media be notified about this event?

No
Tagé

EDUCATIONAL

Cover Image

SHESS

Event Details




Educational Workshop/Program

F’Iénned Adtivities

Will your evert have any of the following activities? The University's General Release will be required for certain activities.

Not Applicable

Will the event have security?

No

Who will be providing the food?

Student Organization

Will food be served at the event?
Yes

Temporary Food Facility Form Upload*

A completed food permit is required far all on‘campus events with food unless the food iz provided by Univerzity Catering. Check, the resources zection below for a link to the
form. '

ad025c¢3a-c803-4350-b890-bf8e8b8i66f8.pdf

Will the event have an admission charge, registration fee, or raise any proceeds to benefit the
organization

No

Will a movie be shown at this event?

No

Will alcohol be served at this event?

No

Will the event be held in a restaurantivenue where alcohol is available but will not be a part of your
event?

If yes, the orgarnization affirms that members and guests will not consume alcohal at the event.

No

Acknowledgment




THIS EVENT AND ANY ASSOCIATED EVENT SPACE RESERVATIONS MAY BE SUBJECT TO CANCELLATION BASED ON MY
ORGANIZATION’S RECOGNITION STATUS.

Signature Pad Field

Event Guidelines & Resources

Student Organization Event Guidellines

The following guidelines are provided for the benefit of the student organization. They are intended to be followed completely. Failure to
comply with any of the following guidelines may result in disciplinary action taken against the organization including suspension of
recognition, events and use of facilities. More information can be found online in the Student Organization Handbook.

Conduct: The organization assumes full responsibility for the conduct of participants at the event. Any violation of University policy may
subject the participants and/or the organization to disciplinary action by the Center for Student Involvement or the Office of the Dean of
Students.

Alcohol: In accordance with Administrative Procedure 019 - Alcoholic Beverages, any event (on or off campus) that involves the
consumption of alcoholic beverages requires authorization from the University. Your organization must complete and submit a Request to
Serve Alcoholic Beverages form in addition to this Event Registration Form. Please allow at least 3 weeks for this form to be reviewed by
the University. Approved alcohol consumption events and events held where alcohol is available (but will not be consumed) require at
least two TIPS certified members and two Sexual Violence Prevention & Resources Trained (SVYPT) members to be in attendance of the
entire event. Additional guidelines can be found in the Student Organization Handbook.

Publicity: All publicity material must comply with University Administrative Procedures AP P003 and AP P007. All printed marketing to be
used for marketing registered events are required to be stamped by CSlI prior to their approved posting. Stamps can be obtained after
the event has been registered. All printed material may be posted for up to a period of fourteen (14) calendar days. For student
organizations, the "POSTING VALID THRU____ " stamp must be clearly visible on the face of the posting.

General Release Waiver Forms: If your event will require the use of general release waivers prior to organization member and guest
participation, your organization is required to comply with all instructions provided by CS|, including submitting all completed forms and
requested documents.

Student Organization Event Resources

Additional Required Forms

The following forms may be required based on your event details. If required, these complete forms must be uploaded at the time your
organization is registering its event at least 10 business days prior to your event date.

e Temporary Food Facility Permit

* Request to Serve Alcoholic Beverages Form

a Amnlifiad Qavind Darmit




University-Student Union Event Space 'Forms

The following forms must be used to complete your tabling, meeting, and event space requests-at the University-Student Union. For
more information refer to the University-Student Union Operations.

o External Table Request Form

¢ Information Table Request Form
¢ Meeting Request Form

o Outdoor Event Request Form

Use of Facilities Forms:

The following forms can be used to complete your event space requests. For more information refer to the Use of Facilities.

o External Space Request Form
¢ Filming Request Application

Notes

Event Notes

The event will be repeated on 9/28, 10/12, 10/26, 11/9 at the same location and the same time.
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A:! ASSOCIATED SIUDENIS INC.
7 et

FREE!!!

WHEN: SATURDAY SEPT. 14 @ 9SAM-3PM
TOPIC: GENERAL MATH FOR ALL MAJORS
INSTRUCTOR: PRIME HElN

WHERE ETA336 i

SHPE_ CALSTATELA

SHESSCALSTATELA

f  sHPECALSTATELA

u SHESSCALSTATELA@GMAIL.COM

s 'WW.CALSTATELA.EDU/ORGS/SHESS
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PIZZA

COMBO, CHEESE OR PEPPERONI

SLICE 18" WHOLE

1;9 - 99




BCO0O81
REQUEST FOR EXCEPTION TO CAL STATE LA STUDENT gy zaTIONS FUNDS ADMINISTRATION POLICY )

ation on this farm to éclvlse Us of your fequest for an excepﬁoh to Cal State LA's Funds Administration

: the inform ‘ LAST
Please complete d form to room 306 Unlvarsity.‘smy dent Unlca oo e f Assaciate Executive Director,

palicy. Retuin the complefe

. ing separate legal status r'lntéd ' o «t and malntafning a bank account out;ide
Organizations havhd % {10t AL Saeledera governﬂ;%"f the University-Student Union providing the

ten requast to th A :
siversity must submit a writ 0 Assoclate E jrecto ‘
fggn?',,gme o¥the organization, the fax 1D number, and ¢ bankx:agrl;gvg g nch address, and bank account number of the |

organization.
For student organizations without @ separate legal status, an exceptioh to the on-campus banking r ule will only be granted for unusual
and fully documented special qrcumstances, 7 | v

Al requests will be reviewed on a case-by-case basls, and will be forwar dod to CFO for fnal dedision if
warranted. - €I ‘

The more information you provide upfront,

an exception is deemed to be

the quicker a ﬁecision can be made and you can be advised of either exception approval, or
fiext steps required, e(c... v o

General lriformation: ‘ | |
Requestor’s First Name: LastName: o |

|
. _ @ — ] . L |

Your student organization's name:

Society of Hispanic Engineering and Science Students | R . , )
Does your arganization currently have the recognized student organization status? Yes No[__l

Your position litle with the student organization;
Treasurer

!xceptwn Request: i

Are you requesting this exception to be permanent or temporary? If temporary, please specify length of time.

| am requesting this exemption to be permanent.

Please describe the type of financial administration exception you are requesting
Use of outside bank accounts
[ Notdoing your own financial administration according to university policy such as not handling your own bookkeeping and
records keeping, or not managing your funds balances periodically

We will contipue oy the  Cod  Stote LA Feclorat
Credit Dnior as for our club’s bmi;wj ,

Please describe why the university's standard regulations and available options do not meet your needs.

:a%s&c'ity ‘;f Hispanic Engineering and Science Students is is part of a national organization-an
chapter of the Society of Hispanic Professional Engineers-and is required to file a treasury -
{e_fport yearly, which contains detailed transactions and the USU banking system can't offer the -
"; odrm?t'-o n atan availability of our comvinience. Also, our ourganization sponsors a fair nunber
students fo attend conferences and mantain in high prestige the name of our organization and our

university. However, with the new banking syste ! |
hard due to several regulations. ! rn., "o process o sponsor to :ftudents bacome ver{yv |




clice differ from the University’
r proposed process of pré 8 policy and
How does you uld allow standard? S
lelg

My organization's proposed PfaCt'C?amospon Ofgrlssue checks not only to officers but to general
members as well, in order t0 financ can only be s Members (g atien multiple conferences.
Under USU banking system, checks | create comSU'Ed to officers and not to general members;
therefore, the USU banking system ‘g' ineering anF(’j"Ca{!Ons for the conference sponsorships
provided by the Society of Hispanic ng Science Studenis,

K

itigate risk of the function for which yoy ara Seeking exception?

What controls will be put into place to M '
Please note that mitigating controls must e ual or exceed those of the exceptiop and other pplicuble nlversiy poles.

The reimbursement process implemented bétsg;i% ; ?q%ires the person seeking to be reimbursed to
complete and submit the following: SHESS St 'mbursement Form (created by the student
for the expenses (such as date,amoynt spent, and he expenditures),

organization) that will state details | d
original receipts and bank statements 10 verify and prove the expenses. This paperwork Is then review wil
careful consideration by the President and Treasurer of SHESS in order to approve the reimbursement to the

member in case. A receipt will be provided (while the organization holds a copy) along with a check as ¢
proof of issuing the reimbursement. These regulations sat by the Executive Board of Directors of SHESS will
allow us to monitor the transactions of the organization's funds and have documents 19 proof of tho

authenticity for each expense.

Who will perform the actual financial administration for your organization If exception Isgranted? L
The treasurer and the president will perform the actual financial administration.

Who will perform the oversight for the financial administration of your organfzation
The Society of Hispanic Professional Engineers will perform the eversight of financial administration.

Please explain how this exception will not conflict with university requlations for student organizations,
Our organization, Society of Hispanic Engineering and Science Studonts (SHESS), is incorporatod
under Society of Hispanic Professional Engineers, which is a nalional organization. The
organization is tax exempted and since we arc incorporated, SHESS is also a tax exumptud
non-profit organization under IRS Section501 (c).

Slgnatures by student organization officials:

President:
Full name
Dale !

Treasurer;
Full name: .
Date :.

.
.

Advisor: e u
Full name: .. Signature ))" T
Date . ~—
* OFFICE USE ONLY: | |
VPAFICFO deciston: l/ not granted

Signature or initials: , . . . W MUV e
o Date: ... A2lid. =~ .
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