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Clubs Training Trivia

McMaster Students Union Inc. 2026-2027 Fiscal Year

• At the end of each training session, we will hold 
a “Clubs Training Trivia” for you to participate in

• The winners from each session will be entered 
into a raffle to win $1,000.00 towards a Hub 
venue rental in the 2026-2027 fiscal year

• Winners will only be able to accept their prize on 
behalf of their MSU Club; prizing is not 
transferrable

• Make sure you take notes or follow along online 
and pay attention throughout the session to 
improve your chances of winning!
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Training Overview
Club Operations

Clubs Accounting

Rubric

Risk Assessment & Event Approvals

Food & Beverage Policy

Campus Safety

Space Bookings

MSU Resources
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Part 1:
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Club Operations



YOUR
The MSU Clubs Department is here to 
guide you through club operations, 
policy compliance, risk management, 
accounting, and more! 

CLUBS ADMINISTRATOR
RENE SCIME

CLUBS ASSISTANT
KRISH ARORA

CLUBS ACCOUNTING CLERK
EMILY PALIN
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MSU Operating Policies

CLUBS STATUS

This policy outlines the 
criteria, terms, and 

guidelines required for 
MSU Clubs to maintain 

ratification.

CLUB 
OPERATIONS

This policy governs day-
to-day administrative 

duties and general 
functions of MSU Clubs.

CLUBS 
ADVORY 
COUNCIL

This policy governs the 
CAC’s operations and 
outlines CAC member 

responsibilities.

CLUBS 
FINANCIAL 
PROCURES

This policy defines the 
guidelines and 

requirements for all MSU 
Club finances.

** These policies can be accessed by visiting https://msumcmaster.ca/governance/bylaws-policies/ **
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McMaster University Policies

POLICY ON 
STUDENT GROUPS

Sets out the administrative 
framework and compliance 

expectations for formal 
recognition.

STUDENT RIGHTS 
AND 

RESPONSIBILITIES
Outlines the non-academic 

expectations of student 
conduct.

FREEDOM OF 
EXPRESSION
Protects the rights of all 

community members to openly 
debate, question, and share 
ideas as long as it does not 
involve illegal actions (i.e.

discrimination, harassment).

PUFNAP

Governs how campus 
spaces are booked, 

costing, and utilized for 
non-academic events and 

external activities.

** These policies can be accessed by visiting https://msumcmaster.ca/governance/bylaws-policies/ **
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Clubs Accounting



Clubs Accounting
In person & virtual support

Located in MUSC Rm 201 (second floor 
of MUSC)

clubsaccounting@msu.mcmaster.ca

905-525-9140 ext. 22825

The Clubs Accounting Clerk is your 
primary contact for all financial questions

Accounting Forms are available at 
https://msumcmaster.ca/clubs/resources/
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Financial 
Management

• Your club’s Vice-President Finance is 

responsible for managing and tracking 

your club’s finances

• The MSU Clubs Accounting Clerk is a 

resource, but does not replace your 

Vice-President Finance

• Club Presidents or other executives 

should not be taking on the role of 

Vice-President Finance

Expectations & Responsibilities
Signing 

Authorities

• Club Presidents and Vice-President 

Finances are automatically signing 

authorities

• Clubs may designate one additional 

executive member as a signing authority

• If your club has Co-Presidents, you must 

select one to be the signing authority

• Clubs are not permitted to access their 

Club Bank Account until they have 

signing authorities registered

Expenses & 
Purchases

• Signing authorities must review all 

submissions thoroughly and ensure 

their club has the necessary funds for 

all transactions

• Forms should never be pre-signed, and 

students are not permitted to sign on 

behalf of someone else

• You are responsible for anything with 

your signature on it
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Accounting Forms

PURCHASE 
REQUEST FORM

This form must be 
submitted before 
making any purchases 
with club money

CLAIM FORM

This form is used to 
claim purchases that 
have already been made 
by executive team 
members, and must be 
submitted with an 
Expense Statement Form

EXPENSE 
STATEMENT 

FORM

This form must be 
submitted with a Claim 
Form and outlines which 
executive members need 
to be reimbursed for 
specific purchases

BRIDGE 
FINANCING 

APPLICATION

This form is used to apply 
for a zero-interest loan 
from the McMaster 
Students Union (up to 
$5,000.00) for specific 
events

** All MSI Club Accounting Forms are available on the MSU website (www.msumcmaster.ca), and completed forms 
must be emailed to clubsaccounting@msu.mcmaster.ca for approval **
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Accounting Forms



McMaster Students Union Inc. 2026-2027 Fiscal Year

Club Accounting Processes

MSU FUNDING

• MSU Funding has been awarded to all clubs 

that applied during the application window

• MSU Funding is awarded based on the criteria 

outlined in the Operating Policy - Clubs 

Financial Procedures - This policy also 

provides a framework for how MSU Funding 

can be used by MSU Clubs

PURCHASE ORDER NUMBERS (PO #S)

• A promise/guarantee that you have money set 

aside for a specific transaction

• PO #s are required for all purchases internal to 

the MSU (Bridges, The Hub, TwelveEighty, etc.)

• MSU services will not be able to confirm 

orders/reservations without a PO #

• Must be requested with 10 business day's notice



Club Accounting Processes
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COLLECTING MONEY

• Clubs must deposit all funding and make all 

expenditures through their MSU Club Bank 

Account

• All clubs have access to MSU financial 

resources to collect money and make payments 

directly

• To access accounting resources, please email 

clubsaccounting@msu.mcmaster.ca

MAKING PAYMENTS

• Clubs are encouraged to use MSU resources to 

make all purchases directly from their MSU 

Club Bank Account

• Transactions over $150.00 should never be 

paid for by Club executives

• MSU Clubs can sign out the MSU credit/debit 

cards to make purchases
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Other Funding Opportunities

• Able to provide funding for select events, activities, or 
programs that demonstrate specific value for the 
undergraduate community at McMaster

STUDENT LIFE ENHANCEMENT FUND (SLEF)

MSU SPONSORSHIPS

• Supports student-led initiatives and events that enhance 
student life at McMaster

• Clubs may only apply for sponsorships, not donations
• Send completed MSU Sponsorship Form and Sponsorship 

Package to the AVP Finance (avpfinance@msu.mcmaster.ca)

UNDERGRADUATE STUDENT INITIATIVES 
FUND (USIF)

• To review criteria, eligibility, and application deadlines please 
visit https://studentaffairs.mcmaster.ca/students/initiatives/

• Make your idea to enhance student life a reality with SLEF 
funding

• To be considered, share the basic details of your idea and a 
rough estimate of the cost

• To review criteria, eligibility, and application deadlines please 
visit https://studentaffairs.mcmaster.ca/students/initiatives/

• For more information, visit https://msumcmaster.ca/info/FAQs/












































































































































