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The Office of Student Activities maintains current information on registered student 
organizations and one of the benefits of becoming a recognized 
the Aurora University financial services to
expenses, and use Aurora University’s
 
When the student organization registration 
account number from Aurora University’s Business Office
 
Student organization Advisors, Presidents
account number and the ability to receive a print out of the student 
All Advisors have access to their organizations access on WebAdvis
individually. Presidents and Treasurers
the Business Office (422 Calumet
 
The starting balance for all student 
funds or receive funding from AUSA before making expenditures on the account
and not used from the previous year will remain in your organization’s account
 
More specific information on Organization Funding can
Handbook. The handbook goes into detail on funding, the Code of Finance, making payments, 
contracts, reimbursements, and ordering from Sodexo.
 

Expectations: 
� Checks and Cash should be deposited to Student Accounts within 

business days of collection
� Student Organizations shall keep duplicates of all forms and receipts
� Student Organizations shall keep their own records of accounts receivables 

and payables. 
 

 

Getting Started 

Student Activities maintains current information on registered student 
and one of the benefits of becoming a recognized student organization

the Aurora University financial services to allow student organizations to raise funds, 
expenses, and use Aurora University’s tax exempt status for purchasing goods and services

student organization registration process is complete, each organization
from Aurora University’s Business Office. 

organization Advisors, Presidents, and Treasurers have access to the organization’s 
account number and the ability to receive a print out of the student organization’s

their organizations access on WebAdvisor to print it out 
Treasurers are able to receive a printout of the account by going to 

422 Calumet) or Student Activities (Spartan Spot). 

tudent organizations is zero ($0) and each organization 
or receive funding from AUSA before making expenditures on the account

and not used from the previous year will remain in your organization’s account 

More specific information on Organization Funding can be found in the Student 
The handbook goes into detail on funding, the Code of Finance, making payments, 

contracts, reimbursements, and ordering from Sodexo. 

Checks and Cash should be deposited to Student Accounts within 
days of collection. 

Student Organizations shall keep duplicates of all forms and receipts
Student Organizations shall keep their own records of accounts receivables 

2 

Student Activities maintains current information on registered student 
student organization is access to 

raise funds, pay for 
tax exempt status for purchasing goods and services. 

each organization receives an 

have access to the organization’s 
organization’s transactions. 

it out 
the account by going to 

organization must raise 
or receive funding from AUSA before making expenditures on the account.  Funds raised 

 Organization 
The handbook goes into detail on funding, the Code of Finance, making payments, 

Checks and Cash should be deposited to Student Accounts within 5 

Student Organizations shall keep duplicates of all forms and receipts. 
Student Organizations shall keep their own records of accounts receivables 



 

 

 
Raising Funds 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
-Student Organization Handbook 2010
 
The Treasurer or another representative of the organization must attach a detailed budget with 
the Meeting & Event Registration and Funding Request Form. This detailed budget should 
include expected expenditures for the entire event and not just what the organization asks AUSA 
to fund. Consider getting quotes for the cost for promotions, food, speakers, handouts, 
decorations, media, etc. 
 
Student organizations are able to raise money by ha
donations. The Office of Student Activities is available to give advice on appropriate 
raise funds. 
 

Student organizations at Aurora University operate on a zero balance principle.  To 
this end, organizations are granted funding on a contingent basis.  Funding for 
student organizations is reviewed for each event.  Organizations must submit a 
Meeting & Event Registration and Funding Request form for each event, along with 
an itemized budget.  The itemized budget should include relevant supporting 
documentation such as vendor quotes, catalog pages, or order forms.  The request 
will be reviewed by the Appropr
Association.  This committee meets each week of the academic year.  
Appropriations Committee membership consists of three AUSA senators and three 
Organizations Council members.  The chair of the committee 
AUSA.  Organizations are advised to have all forms and documentation turned in no 
later than two weeks prior to the event.  Incomplete submissions will not be 
reviewed.  The committee will not allocate any funds after the event has take
 

 

Putting Money In 

Student Organization Handbook 2010-2011 

The Treasurer or another representative of the organization must attach a detailed budget with 
the Meeting & Event Registration and Funding Request Form. This detailed budget should 

de expected expenditures for the entire event and not just what the organization asks AUSA 
to fund. Consider getting quotes for the cost for promotions, food, speakers, handouts, 

Student organizations are able to raise money by having fundraisers, membership dues, and 
The Office of Student Activities is available to give advice on appropriate 

Student organizations at Aurora University operate on a zero balance principle.  To 
this end, organizations are granted funding on a contingent basis.  Funding for 
student organizations is reviewed for each event.  Organizations must submit a 

nt Registration and Funding Request form for each event, along with 
an itemized budget.  The itemized budget should include relevant supporting 
documentation such as vendor quotes, catalog pages, or order forms.  The request 
will be reviewed by the Appropriations Committee of the Aurora University Student 
Association.  This committee meets each week of the academic year.  
Appropriations Committee membership consists of three AUSA senators and three 
Organizations Council members.  The chair of the committee is the Treasurer of 
AUSA.  Organizations are advised to have all forms and documentation turned in no 
later than two weeks prior to the event.  Incomplete submissions will not be 
reviewed.  The committee will not allocate any funds after the event has take
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The Treasurer or another representative of the organization must attach a detailed budget with 
the Meeting & Event Registration and Funding Request Form. This detailed budget should 

de expected expenditures for the entire event and not just what the organization asks AUSA 
to fund. Consider getting quotes for the cost for promotions, food, speakers, handouts, 

ving fundraisers, membership dues, and 
The Office of Student Activities is available to give advice on appropriate ways to 

Student organizations at Aurora University operate on a zero balance principle.  To 
this end, organizations are granted funding on a contingent basis.  Funding for 
student organizations is reviewed for each event.  Organizations must submit a 

nt Registration and Funding Request form for each event, along with 
an itemized budget.  The itemized budget should include relevant supporting 
documentation such as vendor quotes, catalog pages, or order forms.  The request 

iations Committee of the Aurora University Student 

Appropriations Committee membership consists of three AUSA senators and three 
is the Treasurer of 

AUSA.  Organizations are advised to have all forms and documentation turned in no 
later than two weeks prior to the event.  Incomplete submissions will not be 
reviewed.  The committee will not allocate any funds after the event has taken place.   



 

 

 

The advisor signs 
before turning it in to 

Student Activities. 

You need to have a detailed budget attached to 
this form if you are requesting AUSA funding 

 



 

 

Depositing Cash: Goes to Student Accounts 
 

Step One: Collect and total the cash 

Step Two: Take cash to Student Accounts (630.844.5470) in Eckhart 101 with your student 
organization’s account number 

Step Three: Confirm the amount deposited and the account number. Get a receipt from Student 
Accounts. 

Step Four: File and account for the change to your student organization’s ledger 

Depositing Checks: Goes to Student Activities First 
 

Step One: Collect and total the checks 

Step Two: Take the checks to the Office of Student Activities to have them endorsed (Stamped 
by the Director or Assistant Director of Student Activities) 

Step Three: Complete the Deposit Transmittal Form (see below) and make a copy for your 
records. 

Step Four: Take checks to Student Accounts (630.844.5470) in Eckhart 101 

Step Five: Confirm the amount deposited and account number. Get a receipt from Student 
Accounts. 

Step Six: File and account for the change to your student organization’s ledger 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Total just the 
checks here 

Add cash here 

Account Number 
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Taking Money Out 

 
Aurora University does not reimburse students, faculty, or staff for sales tax. Tax exempt forms 

are available from the Office of Student Activities. 
 

Step One: Retrieve a copy of the Student Organization Purchase/Payment Requisition + 
Instruction 

(AU Homepage - Faculty & Staff – Intranet – Business Office) 
 

 
 

Step Two: Fill in all relevant information 

Areas in green are available for completion. Other areas are write-protected. The total column is calculated 
automatically.  This form is designed for on-line completion: however, a printed copy with original signatures is 
required before processing in the Business Office can be completed. 

Choose One:  Indicate if this is a Purchase Order (required for purchases of $500+) or a Payment Requisition 
(under $500 or employee/student reimbursements.) 

Vendor Name and Address:  Vendor name only if you have used this vendor in the past; complete the address if 
this is a new vendor or a new address for a vendor 

Vendor Phone:  required for new vendor or new phone number for a vendor 

Vendor Fax: Purchase Orders are faxed to vendors whenever possible Account Number:  Fill in the middle five 
digits of your organization's account number.  You can split the cost between account numbers.  

Description:  This section is the communication with the vendor detailing exactly what is being ordered, the 
quantity, price per unit with the total automatically calculated.  

Requested by:  initiator of this order 

Organization:  for mailroom merchandise delivery information 

Payment Information: 

Deliver check to:  i.e. -- if this is a payment requisition or a purchase order needing an advance check but the 
check needs to be returned to the initiator 

Purchase Order Information:  

Deliver Order to: Vendor info-which campus to deliver merchandise 

Date Goods needed: Vendor info  

Deposit required with PO: the amount of payment needing to accompany a mailed copy of the order 
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Step Three: Make duplicates of the form and original receipt(s); file the duplicate in the 

Treasurer’s records 
 
Step Four: Attach original receipt to the completed form and bring it to Student Accounts 
 
Step Five: Get a receipt from Student Accounts, Confirm the amount withdrawn and account 

number 

Step Six: File and account for the change to your student organization’s ledger 

Be specific 

Enter who the check is made out to. (If 
you are reimbursing, put that persons 

name here.) 

Account number 

Is a representative 
picking it up? 

Did everyone sign 
it? 
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Account Ledger 

 
It is the responsibility of each student organization to retain accurate records of the student 
organization’s expenditures and deposits. The organization can choose how they want to maintain 
these records, but it is important to remember that WebAdvisor’s account status has a delay in posting 
receivables and payables. 
 
Example One: Accounting Journal 

 
Total: 

Example Two: Modified Journal 

 
 
Example Three: Checkbook 
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Code of Finance – Student Organization Handbook, 2010-2011 

 
Code of Finance 

 
At the first annual meeting of the Appropriations Committee, the committee members will establish a 
set of guidelines for the year. These are to be completed in accordance with the AUSA Constitution, 
and shall be available through the AUSA Treasurer upon request. The purpose of the code is to provide 
consistency in allocations for the year by serving as guidelines for the committee. Elements of the code 
that shall remain constant from year to year are as follows:  
 

1. Only activities that are open to the entire student body may be considered for full funding. 
2. All allocations are subject to available funds. 
3. Uniforms, clothing, induction fees and dues will not be funded. 
4. Organizations may request funding for the cost of fundraisers; however, they are expected to 

payback the whole amount within two weeks of the completion of the fundraiser. All 
additional money must be deposited within the organization’s Aurora account within two 
working days. 

5. Only events that have been approved by the OSA will be considered for allocation. 
6. Only recognized student organizations, in good standing, may request funding. 
7. Organization allocations may not supplement elements that should be covered through the 

academic funds provided by Aurora University. 
 
Organizations may not request funding from the Appropriations Committee if they have an outstanding 
balance with either the Business Office or the Student Accounts Office. Organizations are responsible 
for ensuring that their accounts are kept in good standing and in the positive. All outstanding balances 
must be paid by the end of the term in which they were incurred. Organizations that have outstanding 
balances that have not been cleared by the end of the term must make payment arrangements with the 
Business office and the OSA. Failure to make arrangements or to fulfill the obligation of payment will 
result in loss of recognition of the organization. Organizations that are not recognized, forfeit all rights 
and privileges afforded them as stated earlier in this guide. 
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Location of Forms 

All of the forms listed below can be found on the Student Activities website located here: 
http://aurora.edu/student-life/activities/forms.html 
 
Deposit Transmittal Form 
  
Event Registration & Funding Request Form  
 
Student Organization Purchase/Payment Requisition + Instructions  
 
Student Organization Handbook 
 
Tax Exempt forms can be found in the Office of Student Activities 
 


