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Office Hours

VP of Finance 2011-2012
Dwayne Allgyer
da1212@messiah.edu

Monday: 10:30-11:30
Tuesday: 1:30-2:30
Wednesday: 12:30-1:30
Thursday: 2:00-3:00
& By Appointment




VP of Organizations 2010-2011
Jean Cho
Jc1404@messiah.edu

Tuesday  1:30-3 pm
Thursday 1:30-3 pm
& By appointment





Hello Club Presidents: 

There are a few responsibilities that you are going to be held accountable for throughout this upcoming spring semester. Especially since many organizations have gone through a transitioning of officers, due to December graduation (etc). 

If you are new to your position, please become familiar with the Governance Manual (available online through the Student Government Association webpage) and feel free to ask me, Jean Cho, any questions you have in regards to Monthly Reports, Hospitality Cards, Club Memberships, and beyond. For those of you who are veterans of this whole process, the following are just some reminders that pertain to your position. 

Club Constitution & Officers – REQUIRED ASSIGNMENT
· SGA would like to keep on file the official Constitutions of all Chartered organizations. 
· Even if you believe that you have already done so in the past, e-mail me, jc1404@messiah.edu in a WORD DOCUMENT, a copy of your club’s official Constitution. 
· Also, please include a list of your current officers (as many of them have changed) as soon as possible. 
· Every organization must have an active President, Vice President, Treasurer, Secretary, and Advisor at all times.
  
Monthly Reports  A FRESH START!

· These are mandatory submitted reports that are due the Tuesday of the third week of each month (With the exception of December and January, which are due together). 
· Both an electronic and hard-copy must be submitted. 
· In the past, some organizations got away with not turning in their monthly reports. This semester none of that behavior will be tolerated. 
· If you show consistent failure of turning in a monthly report, you will potentially be penalized and put on club probation by SGA and potentially lose your funding; or in an extreme case lose your chartership status. 
· Within these reports you will list the events that your organization had during that particular month. (This includes your regular meetings). Please explain briefly what occurred at your meeting. 
· Take attendance at your meetings!
· The financial question within your monthly report can be filled out by your treasurer. It will also be reviewed not only by the VP of Organizations but, by the VP of Finance.

Club Hospitality and Copy Cards: 

· Depending on your budget and club nature, you may be entitled to a COPY and HOSPITALITY Card. 
· These cards will only go to organization treasurers and presidents. 
· Hospitality cards can be used to make purchases around campus stores.
· This includes campus copier machines.
· Remember: Do not abuse the card, it is a convenience. NOT A CREDIT CARD. Charges must be accounted for from your budget. 
· Your monthly updated detailed trial balance individually will list all the charges made on your perspective card. 
· It is your job to verify all the purchases and record them for your organization’s financial records. 
· You ARE NOT allowed to charge anything to your account WITHOUT the card. 

Remember, first and foremost, the VP of Organizations and SGA, are here for you and the student body. We want to help you. Please just communicate with us and understand that we can be understanding and flexible. Throughout this semester I look forward to hearing from, meeting with, and working with you and your various organizations. Please e-mail me with any questions, comments, or suggestions you have. We hope, this semester, to become better acquainted with each organization on campus. 

Thank you,
Jean 









Purpose of Treasurer’s Manual
	The purpose of the Treasurer’s Manual is to answer many general questions relating to SGA finances.  Please take a few minutes to read through it, and use it as a reference in the future when necessary.  By no means will it be an all-inclusive “answer book,” so don’t hesitate to contact the VP of Finance whenever you have any questions.  

Treasurer Responsibilities

What are my responsibilities as treasurer?
	
· Develop a budget for your organization
· Process requests for payment and deposits
· Ensure adherence to the approved budget
· Prepare a reconciliation of actual spending to the approved budget
· Act as a liaison between your organization and the VP of Finance
	

Budgets

Where does SGA get its funds?

	Every full-time student pays a $115.00 “Student Government Fee” each semester.  These fees comprise the funds that SGA distributes.

Why do organizations have to create a budget?

	A budget is a tool that helps your organization plan its future financial activities. The budget is used by the Vice President of Finance and the Finance and Organizations Committee in allocating funds and ensuring that the funds are used appropriately over the course of the semester. For this reason, all treasurers must ensure that funds are used in accordance with the club’s approved budget.

How should my organization write its budget?

The budget should be written with the help of the club’s president and other club officers. As a part of planning the club’s events, the treasurer’s responsibility is to budget for the expenses of the event. The budgeting will include anticipated costs as well as the number of people that the event will be catering to.

The VP of Finance will email you a Budgeting Form that you are welcome to use to prepare your budget.

In budgeting for events, it is expected that you provide detail for what the funds will be used for. This includes details of what will be used for specific costs of the event, not just one budgeted number for the event. For example, this may include costs for supplies, advertising, speaker honorariums, etc.

In constructing the budget, the treasurer should refer to the prior budget as well as the correlating budget reconciliation. 

In order to know what expenses are funded by SGA, please reference Section 10 of the SGA Governance Manual which you should have received in an email or can be referenced on the Student Government Association webpage.

For any expenses that are not approved, the payments or reimbursements will only be granted by funds that the club has fundraised or accumulated in dues or another form of student contribution. As the treasurer, it is your responsibility to be aware of any expenses that are not funded through the budget. If individual funds are used for an expense that was not approved, the Vice President of Finance will have no choice but to refuse to approve any reimbursements. For this reason, please consider student contribution required for an event when preparing the club’s budget.

Budget approval process:

A hard copy of your budget is due to the VP of Finance no later than Tuesday, September 13th.  Tonight you need to sign up for a time slot that you are available to meet with the Finance and Organizations Committee to discuss your budget.  This will be during the third week of classes.  

The budgets that are submitted to the Finance and Organizations Committee are approved by the committee prior to being presented before Student Forum. Once approved by Student Forum, the budgets become official and allocations are made to the club’s account. 

Once approved, the approved budget will be emailed to the club’s treasurer. This budget will reflect the amounts that the VP of Finance will reference in the approval process throughout the semester, not the amount requested by the club in the budget submitted.

What happens if my organization exceeds its budgeted expenditures?

Reimbursement for expenses cannot exceed the amount that was approved in your organization’s budget.  Exceptions will be made if your organization’s semester fundraising exceeds the amount projected in your budget.  Other disciplinary actions may be enforced if your organization ends a semester with a negative balance. (See VP of Finance for more information on this).



Use of Funds

Accessing funds for events:

It is essential, in order to comply with procedures put in place by the college that you plan in advance for events. In order to have access to the funds when needed, keep the following dates in mind.

[bookmark: _GoBack]The deadline to get Request for Payment forms to Sheryl Ezbiansky for the following weeks’ check run is Wednesday at noon. The business office runs checks once a week, and if you do not have your request in on time, it will not make it into that weeks run. Checks are run on Thursday morning and distributed that afternoon. 

What does this mean? If you have an event that will be held on Tuesday that you need a check for, you will have to have all of the paper work turned in two weeks before the event.

Understanding the Request for Payment Form:

SGA has its own Request for Payment Form which is independent of anything other departments of the college use. A copy of this form can be found on the SGA part of the Messiah College webpage under the Finance tab.

The Request for Payment Form is to be used for reimbursement, direct payment to an individual, or as a check request for payment of an invoice.

Regardless of amount, this form must be filled out in its entirety and emailed WITH A SCANNED VERSION OF ANY CONTRACT, INVOICE, OR RECEIPT to Sheryl Ezbiansky at sezbians@messiah.edu. (Note: A credit card slip does not constitute a valid receipt. This can be included, but it should be accompanied by a receipt that contains the details of the transaction.) The request for payment will then be forwarded to the SGA VP of Finance for approval.

For items that cost less than $100 it is possible to receive a cash advance. To receive a cash advance the TREASURER of your club must come and speak with the SGA VP of Finance. It is not possible for a club advisor to receive a cash advance.


Use of Budgeted Funds:

Funds that are allocated to a club or organization through the budgeting process must be used in accordance with how they were budgeted for. Any variance to the budget will not be permitted without prior approval by the Vice President of Finance.

If you are under budget on an event, for whatever reason, you DO NOT have free reign to use those funds. We will consider adjustments (use of allocated funds for a separate event, not an additional allocation of funds) for legitimate events, but they must have prior approval. These events will still have to fall in line with budgeting parameters. We will not allow excess funds to be used outside of the parameters of the governance manual. 

If you have an event that was cut because SGA would only pay 50%, this does not mean that SGA will cover the full cost if fewer people go. The process should remain the same and the students that participate, or through fundraised club funds, must still cover their 50% and the remaining funds will be returned to SGA.

How should I transfer money from our account to another account or department on campus?

For this you will use a journal voucher from the VP of Finance. You will need account information for both accounts involved, including the name and number of the accounts being affected. 

If you want to receive money from an account on campus it is their job to fill out the journal voucher.

How are transportation expenses paid?

College fleet vehicles can be used for your organization’s activities.  See the College Receptionist to make arrangements.  Use your SGA hospitality card to have the expense directly charged to your organization’s account. 

	Current Mileage charges (which include gas expense) are:
		Vans - $0.69 per mile
		Cars - $0.48 per mile
Personal vehicles- may be reimbursed for a lower rate set by the VP of Finance only if sufficient evidence is provided that a Messiah Vehicle was not available. This rate for the Fall 2011 semester is $.15 per mile. 

Must my organization pay PA State Sales Tax?

All SGA organizations, as entities of Messiah College, are tax exempt.  Present a copy of the tax-exempt form that may be picked up in the SGA office and present it when you pay in order to be exempt.

Messiah is notified of non-taxed purchases made using their exemption number.  Do not abuse this privilege by making personal tax-exempt purchases!

Copy & Hospitality Cards

Who has an SGA Copy or Hospitality Card?

Only organization treasurers and presidents will be given a Hospitality or Copy card.

What uses does my SGA Copy and Hospitality card have?

Hospitality cards can be used to make purchases in the Bookstore, Media Center, Post Office, College Press, and for college fleet vehicle charges.  Remember that charges are taken from your allocated money and must not exceed your organizations budget.

The Copy card may be used to make copies on campus copier machines.

Hospitality and Copy cards are meant to be a convenience to you, and not as a line of credit.  Charges are only for organization costs.  Don’t abuse the hospitality card privilege!

How will I know how much is charged on my organization’s card(s)?

When you receive your monthly updated Detailed Trial Balance, it will individually list all charges made on your organization’s hospitality and copy card.  Be sure all charges are legitimate, and record them in your organization’s financial records.

Can I make a charge to my account without my Hospitality card?

All college employees have been instructed not to allow any charging without a Hospitality card.  This is to ensure that the Hospitality card system is not abused.



Fundraising

Why fundraise?

Fundraising is a club’s way to fund activities which are not approved in the budget as approved by the Student Forum. This could include food, portions of trip expenses which were not funded, etc.

Must fundraisers be approved?

All campus fundraisers must be approved.  Organizations must fill out a “Calendar Event Scheduling Form” to schedule a fundraiser.  The form can be obtained from the Campus Events office or the Student Programs office.
	
Schedule your fundraiser(s) as early as possible.  If, during a given period, there is duplication of fundraisers among organizations, only the first organization’s fundraiser request will be granted.

A club must turn in all proceeds from a fundraiser into its SGA account; the club may not keep cash on hand to pay for future expenditures. However, the club will be permitted to rollover these funds from one semester to the next. Please recognize both expenses and revenues from a fundraiser on the budget form.

Can my organization open its own checking, savings, or CD accounts?

Under no circumstances may your organization open its own account(s).  According to the Student Handbook:

“No student organization, whether associated with SGA or not, is allowed to have an off-campus account for checking, holding, or investing money.”

Cash Transmittal form:

Whenever your organization has cash or checks, immediately deposit them into your organization’s account. Fill out an SGA deposit form which can also be found on SGA’s website under the Finance tab, and personally take it along with the money to the Business Office.

The VP of Finance’s signature is not needed on the Cash Transmittal form.



Record Keeping

Account Activity Detail

Over the course of the semester, the VP of Finance will send out “Detailed Trial Balances”. These are essentially listings of all the charges and deposits that hit the account. It is the treasurer of the clubs responsibility to read through this when it is sent out and verify that there are no incorrect charges. The charges can include transfers into or out of the account from another account on campus, reimbursements, check requests, catering charges, or charges to the copy card/hospitality card. Any charges to the copy card/hospitality card will go to the clubs account and must therefore be associated with a line item from the budget. 

If you do not understand the information as it is presented on the report, contact the VP of Finance and he will work with you to ensure that you are able to understand it. If you find any charges to the account, or deposits which are missing, it is your responsibility to contact the VP of Finance, who will help you find a solution. Due to the large number of clubs, the VP of Finance will not be able to find these issues without the information being passed on from the club. Because this information is made available to the treasurers, the club will be held responsible for inaccurate charges that are not brought to the attention of the VP of Finance.

Budget Reconciliation

In order to improve the budgeting process as well as aid in the transition from one leadership team to the next, you will be required to keep a budget reconciliation that will be turned in to the VP of Finance at the end of the semester. This reconciliation will be required in order to submit a budget for the following semester. This additional information can be beneficial to future club leaders in preparing their budget as well as to the Finance and Organizations committee in considering budget requests.

What is a budget reconciliation?

After the budgets have been approved by Student Forum, the VP of Finance will email out the individual club budget requests which will be the starting point for the reconciliation.

Throughout the semester, you will record the transactions related to the budget item. If there is less spent on a budgeted item than was expected, you will explain why this difference existed. For example, if you budgeted to purchase a piece of equipment but were able to acquire it on sale or discounted, you will note this exception. Obviously we don’t want you to pay full price for something that you can get discounted just so you will use up the amount budgeted.

If an event didn’t happen which was originally planned, you will need to explain why this event did not happen. For example, if you planned to pay a speaker who called sick the day before, we do not want to hold this against you.

What we would like to see is that the amount budgeted for an event is equal to the amount used for the respective events during the semester. By recording any variances from budgeted amounts, future club leaders will be able to budget for more accurate numbers.



Final Note

This packet is not intended to be all encompassing. This should be used throughout the semester as a reference. For any further questions, please do not hesitate to contact the Vice President of Finance during the posted office hours. If these times are not available, please request an appointment via email.
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