Budget Planning 
This guide is for Club Advisors and Club Executive Members who need to know how to spend money out of their program and club budgets. The first step in spending money is to know your balance.
Budget Tracking 
During Spring quarter your club requested the money that you will be spending this year from the Services and Activities (S&A) Fee Committee. This committee is convened once a year in spring quarter and they allocate the S&A fee revenue for the next year. You will start the year with money in your program account from that allocation. You may also have money in your club fundraiser account if last year’s group did not spend all the funds. 
If you do not know how much you have been allocated contact the Student Life Office. 
During the year the Sindie Howland in addition to your clubs treasurer will be keeping track of your spending. The business office creates monthly reports that Sindie Howland in Registration uses to reconcile student accounts. These reports only include expenses that have already been processed by the Business Office. Sindie’s reports do not include money your club has set aside for the purchase of an item. 
Clubs are responsible for tracking their available funds. This includes tracking club approved allocations (money that is set aside for specific items or events), cash deposit, and expenses. 
The reports created by the college should only be used by the club as a confirmation of expenses. The Student Life office assistant or Melanie Brauer can print the budget reports for the club when needed. 
Contact Sindie Howland if there are corrections to be made to the account. For example if a charge was made to the wrong account or you do not believe the charge was made by your club. 
Budget Spending 
Now that you know how much money you have let’s go over how you can spend it. There are a few common types; fees for performers, reimbursements for food supplies, reservations, equipment, registrations, subscriptions or royalties, open purchase orders and the purchase of food. We will go through each type of purchase request. 
Hiring Performers 
When a club is hiring an individual to perform, a performance contract must be completed and submitted with a W-9 to the Student Life office. If the performer can not come in to sign the forms then they can be faxed but the performer will need to mail the signed forms back to the college. Contracts can not be signed by anyone on behalf of the college except by Dr. Gary Tollefson, SVC President. The contract signature process may take up to three weeks.
Once the PR has been written and sent to the business office with budget approval you can make arrangements for when and how the check will be delivered to the performer. The check can be mailed or the club advisor may pick up the check from the Business Office and hand deliver it to the performer, but a check can not be given to the performer before the day of the event. 
Submission of receipts for reimbursement 
Any club member with the permission of the club may make a purchase with personal funds. When the purchase has been completed the student may submit these receipts for reimbursement. For a purchase to be considered complete the items purchased must be received.  
When making purchases please remember that it is easier to complete the paperwork if the receipt only has club purchases on it. If you need to combine your purchases circle the items on the receipt that are club related. Write the total on the bottom, be sure to include any tax you paid for those items. 
All receipts that are being submitted to the Student Life office for a PR to be made must be attached to a reimbursement form that is completely filled out. The receipts must be originals. No copies will be allowed unless approved by the SVC Business Office. 
Payment of Membership Dues/ Registration Applications 
When a club or its members completes a membership or registration the application must be submitted to the Student Life office. If the membership forms need to be submitted with a check, attach the original application(s) to the PR and make a note on the PR that the original application(s) need to be sent with the check. 
Equipment Purchase made directly by the college 
Equipment may be purchased directly by the college. For the college to purchase equipment you need to submit a quote or an invoice (statements will not be accepted, request an invoice). For purchases under $3,500, the college has the authority to buy without competitive quotes. For purchases over $3,500 but under $46,200, the college is required to solicit a minimum of three competitive quotes. 
Open Purchase Orders 
An open purchase order can be created for stores where a club will be doing multiple purchases throughout the year. The benefit of an open purchase order is that the club only has to write only one PR and then submit receipts throughout the year. 
Food Purchase 
When a club plans on purchasing food for an event or meeting a “Prior Approval for the Reimbursement of Meals” form needs to be completed and submitted before the event. During the event or meeting a sign in sheet needs to be completed and submitted to the Student Life or Business Office. No food purchases will be reimbursed until the Prior Approval form and sign in sheet have been submitted. 
Cash Handling Procedures 
All revenue collected by club members including advisors must be submitted to the cashier’s window using a deposit form by the end of each day. No club revenue can be kept overnight by club members. 
Cash Box Procedures 
Before the function: Please notify the Business Office 48 hours in advance of your function, with the following information: 
1. What is the function? 
2. What group are you representing? 
3. What change do you need? 
4. Who will pick up the box? This person is responsible for the money until returned 
When you pick up the cash box you will receive the following: 
1. A cashbox 
2. The money requested
3. A Lockbox with key 
4. A tally sheet 
5. Pre-numbered general Tickets (if requested) 
After the Function 
1. Two people are to count the money, record it on the tally sheet, and sign the 
tally sheet. 
2. If tickets are used, write the beginning and ending numbers of the tickets on the tally 
sheet. 
3. Place the money and tally sheet in the lock bag and lock it. 
4. Lock bag goes to Cashier (if available) or Security to be placed in the safe. 
5. The key to lock bag, cash box, and remaining tickets are to be returned to the Business Office the first working day after the function. 
End of Year Spending 
Goods and services must be received by June 30 to be included as expenditures in the current fiscal year. Therefore, all requests of purchases must be turned in to the Business Office no later than May 1st  Any request for purchases made after May 1st will be reviewed and authorized by the Vice President ofAdministrative Services. 
Goods and/or services received after June 30 will be charged to the following year’s budget.


Budget Quiz	       _____________________
                                   Name
_______________
                    Club   
Budget Tracking
1. Who is the first person to contact to view an updated budget report? (clue: it is a club member)
2. Who do I contact if there is an incorrect charge on my account?
Purchase Requisitions
3. What supplemental paperwork must be submitted to the Office of Student Life so a presentor for a lecture presentation will get paid?
4. What information/ paperwork should be given to the Office of Student Life so a memberships or registration can be paid?
5. What information/paperwork should be given to the Office of Student Life so equipment can be purchased?
Reimbursement
6. What is the difference between the paperwork required for being reimbursed for food purchased and the paperwrok required for the reimbursement of a non food item?
Cash Handling Policy
7. How often is the money collected on behalf of the club required to be deposited?
8. Where are cash/ checks deposited?
9. Can club funds be deposited into an outside agency or non state controlled account?
End of Year Spending 
10.  What is the last day to spend your club funds for the fiscal year without prior approval? 
