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Getting Started

The Office of Student Activities maintains current information on registered student
organizations and one of the benefits of becoming a recognized student organization is access to
the Aurora University financial services to allow student organizations to raise funds, pay for
expenses, and use Aurora University’s tax exempt status for purchasing goods and services.

When the student organization registration process is complete, each organization receives an
account number from Aurora University’s Business Office.

Student 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 transactions.
All Advisors have access to their organizations access on WebAdvisor to print it out
individually. Presidents and Treasurers are able to receive a printout of the account by going to
the Business Office (422 Calumet) or Student Activities (Spartan Spot).

The starting balance for all student organizations is zero ($0) and each organization must raise
funds or receive funding from AUSA before making expenditures on the account. Funds raised
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 Organization
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 5
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.




Putting Money In

Raising Funds
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-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
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 having fundraisers, membership dues, and
donations. The Office of Student Activities is available to give advice on appropriate ways to
raise funds.




Meeting and Event Registration & Funding Request Form
- Droe I weeks befere the event -

Check sl thatspoby: _ Msstng _ Swest  Conrenly Sardos  Fondmising_ Sdeotons
e Perlormence Fosoeriiion Samegos oo-Smneored

T ihE o dEnce paame Wiy O Aoew Uvecaly Dees e’ Aty poicy i dw Rocew Dpantetiot Samiboot e

ITIESE ETEDETTEE AT Tt R mpresevEtie  Tom Rocew Actafian

Sponcoring Orgenlzatonc

Dtz of Eveniidasting Sabup Thme: Thme of Event Endng
& Sem bl of TR W ESUITEE) TR

[ ey il 1) L ]

Esthimate: Mamibesr of peoie el

S R b & peCurn g"lr-rl L | S v -]
H yes Row otenwill wou mess? rﬂtamh_ﬁea'm'r Pwioe & Moot =
Flease IstALL depes Bt o mesd his. same Sme shof and hoostion

Damows af azy laoSam wred for am svest or eestnr = g ncpazsibiBior of de sdest srraziradam.

i fhic lc an eeent {i thic Ic 2 mesting ckipio pape )

Eveni Tike=
“fote that achdooes of ALL SPORscnng oo mest Siom s form. [ Eepe ape moee han 2 geoaeis, add andines fam

H s I & co-smonsoesd aeent, piees 15 mnd describe e Irechoement of sdh omenizihan

Evweni Desoiipiion (e defaled)

= e avnenk o bo all Suedenis? Yag B, B2 ek, Wi s s ek foeT

T e D chenpe D pafldpee D e sneniT b1 o H e, Foaw machT

H il s & Sonciei e winak s e purmoss, Fow madh doss e coparizstion axpect bo mfige. amd wiho bemefis. foim
s fomcimlzer?

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

Account Number

DEPOSIT TRANSMITTAL FORM DATE:
DESCRIPTION:
PREPARED BY:

GL #

OLD SECOND MATIONAL BANK DEPOSIT
Payer Name: Check # Check Amaourt: Total just the

checks here

TOTAL CHE CKs: 5 -
[TOTAL CASH: [ E - H Add cash here

[DEPOSIT TOTAL: [ [ 5 -]




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)

’ 2 e

£

ommunity dedicated 1o the transformative power of learning AURORA UNIVERSITY
Y . ¢ P ot S Prospective Students Intranet
; o Current Students Information for the AU community

Parents and Visitors
Faculty and Staff.

‘About the AU Intranet - AU Main Home Patie

Academic Programs
Spartan Athletics
NEWSSSIATIoTneCment sy AU}

- Freshman visit Day: 1013
. ing: 10M7 - 1018

- Events Calendar - A

‘our | Contact Us

Catalog | Class Schecuies | Bookstore | Financial Aid | Student Life

Emergency Preparedness Documents:

© Emerency Preparedress Siaternent
© Emergency Preparedness Committze Minutes (FDF)

Governance and Policy Documents:
* Govemance Home Paze
o Eaculty Senate
o Stafl Executive Counci
® Acaderic Calendar Task Force
© Eacully Handbook
® PartTime Faculy Handhook (PDF)

® Media Relations Palicy (PDF)
® Inforrnation Securty Policies

 General Education Do;uments

Department Information and Contacts:

& 40 Telephone. Faxand E-maidirectary (Offces and Depariments
© Business Offce
 Offce of the Reait
* University Communicat
© Image and Graphics C¥elines (POF file)
© itgh Publ cation Policy and Design Standerds

Newsletters:

* Carnpus Link
‘» End ofthe Year Update (May 4, 3005)

Strategic Planning:
® "Stil Dreading the Perfect Storm”
Reports, Statistics, Technical Information:

AURORA UNIVERSITY

3475, Cladsone Ave,
630-802-6431 * 800-742.5281

E-mail| Mool | Wishdvisor | Intranet | Information Technology Servises

ALl 4 * Commitee rinutes template (M5 Word file)
Make 2 Gift | Visit ALl | Jobs at AL | Directories and Infa| Send us feedback sbout this ste ¢ ) © Common Data 861 2007-08 (POF File)

« Aurora University Honors Prooram Propossl (PDF)
 Common Data Set 2006-07 (PDF File)
linkersity Proceures:  Cammnn Data Set 2005 PDF File)

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



war - s

A B C D E E G H | ol K L.
1 AURORA UNIVERSITY STUDENT ORGANIZATION
2 PURCHASE/PAYMENT REQUISITION
3 | Choose One:
4 |Vendor Name and Address: Purchase Order
5 | (Please fill out one requisition Enter who the check is made out to. (If '
: you are reimbursing, put that persons [ |Payment Reguisition
g name here.)
9
10 PO No
1]
12 PO Date
13 |Vendor Phone:
14 Funds chk'd by
15 |Vendor Fax: ACCOllnt number ’
16

17 |Account Number:
18

19 |71-0-

holete to process.)

1

Purchse Order Information

Deliver Order to

Date Goods needed

Deposit required with PO 5

Be specific

Did everyone sign
it?

25

26 Description k Quantity Unit Price Total

27

28 $0.00
29 50.00
30 50.00
31 50.00
32 50.00
43 $0.00
44 50.00
45 50.00
46 50.00
47 TOTAL EXPENDITURES $0.00
48

49 |Requested by: Authorization

50 | hereby certify that unencumbered funds
51 |[Phone/Ext are available in the above account(s) for

52 this purchase

53 |Organization

54 .

55 Payment Inform IS a representatlve Advisor

56 |Deliver check to: (if other than vendor) plcklng it up‘?

57

58 /\ Student Organization President/Treasurer
59

60 Check here if documents are to be included with payment;

61 PLEASE attach an additional copy to remain as backup Student Activities

62 **Checks are available Fridays after 2 pm.

63 |Please be sure to attach back up with your request. An example of
64 |a form of this would be the original receipt or a quote for a purchase.
65

66 |Original Signatures are needed: Complete form an-line, print a copy for

67 |signature and return the signed original to the Business Office

Requests are due in the Business Office
before 5 pm on Tuesday for that Friday. All
paperwork must be complete to assure
timely payment.™*

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




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

A e D E F G Hil|J|K[L|M N BasBalnbalaBassSy T

1 General Journal
Past
2 Date Description Ref. Debit Credit
3 1 1
4 2 2
5 3 3
6 4 4
7 5 5
8 5] 5]
9 7 7
10| 8 8
M) 9 9
12| 10 10
13 M 11
141 12 12
151 13 13
Total:
Example Two: Modified Journal
A B C D E F G
1 | General Journal
2 Date Description {Dehit) Credit Balance
3 | 1) 1-0ct | 2008 Starting Balance 5 - S S
4 | 2] 2-Oct | 2008 Cookie Fundraising S 250005 25.00
5 | 3] 3-0ct | 2008 Jowel-Cookies cost S 10.00 5 15.00
6 | 4]10-0ct| 2008 Staff Dues: PayedDues.doc S 100.00 | S 115.00
7 | 2|12-Nov| 2008 Speaker- 1. Lei 5 75.00 5 A0.00
8 | 5]15-Nov| 2008 Sodexo Pizza S 15.00 5 25.00
9 | 7] s-Dec | 2008 Holiday Fundraising S 3500)|%  60.00
10| 8 S 60.00
119 $  60.00
Example Three: Checkbook
" o g v - " o
1 Not Cleared|
2 Savings Total: $1,796.05 $60.00/
3 CHECK REGISTER Checking Total: $2,440.00 (52,500.00
4 $4,236.05
! " te che .

9t's T wgn@ ?lﬁ‘er PN (B s amount vt e

5 clear the payment " abi ’%m' S
not cleared"” lines

6 disappear
] DATE v TRANSACTION CHECK# WITHDRAWAL DEPOSIT BALANCE
8 1/1/2008 v NEW BEG BAL $2,000.00
9 $2,000.00
10 1/2/2008 v GAS 324 $60.00 $60.00
= $1,940.00
12 1/3/2008 v PAYCHECK $800.00 $800.00
13 $2,740.00
14 1/4/2008 v GORCERY STORE DC $240.00 $240.00
15 $2,500.00
16 1/14/2008 GAS $60.00 $60.00
17 $2,440.00
18




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.



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
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