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• 

• 

Check Club 

Club/org has been activated 
for the current semester? 
Check mtsac.edu/clubs 

Event requests must be 
submitted by the Club/Org 
Advisor on record 

https://www.mtsac.edu/studentlife/clubs/


 
• 
• 
• 

• 
• 

Event Type = Choose "Student Club Event" 
Organization = Choose  your Club/Org Name 
Submit with attachment(s) at least 12 calendar days 
prior to the event.•  

25Live - https://25live.collegenet.com/pro/mtsac 

Space 

ATTACHMENTS to upload to 25Live request 

Event description/flyer 
Fiscal Forms 
Medical Release Forms 

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2F25live.collegenet.com%2Fpro%2Fmtsac&data=04%7C01%7Cdbalduccilopez%40mtsac.edu%7C8b4dace2e1ab4508fffb08d997d59c4a%7Ccc4d4bf20a9e4240aedea7d1d688f935%7C0%7C0%7C637707765960478759%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=XOcGWvWzldUw5KdscMMdSWNNwdx%2BcNed%2FkVtZBKAKKw%3D&reserved=0


 

• 

• 

Space 

Event Description/Flyer 

UPLOAD event description or event 

flyer to 25Live to be used for social 

media advertising 

Full description, date, time, location, 

contact info., what the event 

includes, product, price, fundraiser, 

etc. 



 
• Yes?   Board of Trustees approval may

be required

• Consult with Student Life 

• 6-8 week advance planning required

Performers, speakers, DJ's, rentals or 
any special type of display,  

food vendors, etc.? 

Think 



 
• 

• UPLOAD to 25Live:   Fiscal Services 
Club Fundraising Form (one form 
per day) 

Think 
Fundraiser or $ being collected? 

Click Here for Fiscal Forms (found 
under Fiscal Services/Student Club 
Forms & Procedures) 

UPLOAD to 25Live: Fiscal Services 
Cash Box/Change Form (if needed) 

https://www.mtsac.edu/fiscal/fiscal_service_forms.html


 

0 

• 
• 
• 

Think Safety 

Will there be food? ( Homemade food not permitted
Include food related information in 25Live Request 

) 

Click Here to view Food Regulations (found under Risk 
Management) 

Physical Activity? 

Click Here to complete a Voluntary Participation Waiver for each participant 

https://www.mtsac.edu/studentlife/clubs/studentlifeclubforms.html
https://www.mtsac.edu/risk/rm-for-students.html


• 

• UPLOAD - Student Travel and Medical Release for Classroom-Related Travel forms to 25Live Request 

• 

Think Safety 

Police and Campus Safety Medical Release Form Upload 
Link 

Before event, distribute completed forms as follows: 
1) Division Office of Advisor

2) Advisor to take on the trip in case of emergency

3) Police & Campus Safety - use link below to SmartSheet

Medical Releases - off campus events 

Click Here - Student Travel and Medical Release Form (found under Administrative Forms) 

https://app.smartsheet.com/b/form/22af7c4a48814b098ae96f04d6c46b47
https://www.mtsac.edu/employees/forms/



