XX’

Office of the Treasurer
Student Union Government
Brandeis University
www.thetreasurer.org
www.brandeisweb.com

I TREASURER’ §]

Almost all finance-related information you will ever have to know as club leaders


http://www.thetreasurer.org/
http://www.brandeisweb.com/

LETTER

Fall 2009
Dear Reader,
Welcomel! I trust that all of you are adjusting well into another exciting school year.

I am pleased to present to youthe 4 OA A OO O A Gdr EY 200820 Atiprovides detailed information that
clarifies the financial process of the Office of the Treasurer and the Finance Board. As always expected, the
campus will be vibrating with much energy from over 250 clubs and organizations as the academic year
commences. To ensure that clubs experience a smooth transition into the new academic year, all club leaders
must be updated with relevant information. This is a valuable guide for you all for the rest of the year.

Last year was a challenging time for the university and the student body. But, with a strong Student Union,
resilient faculty members and administrators, the university has skillfully overcome the challenges. Thereby,
with a successful transitional period, [ am confident that the year will run smoothly.

If you need further information that the manual does not address, please contact Assistant Treasurers or
myself. The Office of the Treasurer is highly committed in providing the best service to all clubs and
organizations, so contact us if you have any concerns.

Thank you,

Daniel Acheampong
Student Union Treasurer
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SERVICES

BUDGET UPDATES

We can let you know the latest ug
your budgétsotitheF-Board Accour
and Fundraising Accounts

\ > g )
FUNDING SOURCES
Not only can we provide yfor way4
request money from the Student |
can also help you find outside ¢
g Y \ y
BUDGET PLANNING

We can help you planaaradjenyou
budget and provide our knowl

L J r N
MONEY TRANSACTIONS
We can help you in any aspects
transactions at Brandeis Unive
r N
\ >
TAX
We can find ways for you to avo
taxes. They are easy proces:
\ 2 4 D
CONNECTIONS

We can direct you to right admini
and/or sttmembers dependin
your specific needs.
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Who We
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OFFICE OF THE TREASU RER

Office Hours
During FY 2009 ~ 2010, office hours of the Treasurer and Assistant Treasurers will be constantly updatedon
OEA 40AAOCOOAO0B8O xAAOEOARBtheirAvhildbilide@ OA OT AEAAE OEA OEOA

The office hours can be utilized in the following ways:
- Transactions for Procurement Card and debit card
- Requests for Loans
- Deposits
- Any finance-related questions

The office hours are not meant for meetings. If you would like to set up meetings with the Treasurer, please
contact the Executive Assistant to the Treasurer.

Treasurer DanielAc heamponjg ‘11
Finance Board Member treasurer@brandeis.edu
(Ex-Officio) Phone: 781) 73673711

Fax: 781) 73673761

The Student Union Treasurer is the Chief Financial Officer of the Student Union. As the comptroller of all
Union funds, s/he oversees and manages the entire money flow of over 1 million dollars of Student Activities
Fee and other sources such as fundraising accounts of all Union Accredited Organizations (UAOs). In addition,
s/he is responsible for setting the operations budget of the Union Government. The Treasurer also serves as a
member of the Executive Board and an ex-officio member of the Finance Board.

Assistant Treasurers

Assistant Treasurers are appointed by the Treasurer. In the past, a few Treasurers appointed 1 deputy. This
school year, there will be a number of Assistant Treasurers. Their main duty is to assist the Treasurer in all
aspects of his duties in order to alleviate his burdens. Assistant Treasurers work together to complete many
projects and assignments directed by the Treasurer.

Some of their duties include the following:
- Actas special advisors on all finance-related matters
- Actas ambassadors to clubs and departments such as ICC, Hillel, and Athletics
- Perform duties as business managers
- Perform secretarial duties
- Check financial records and status on PeopleSoft
- Beinvolved in all aspects of policy-making procedures
- Accompany the Treasurer in selected meetings
- Manage my.brandeis.edu
- Perform any other duties assigned by the Treasurer

Special Counselor to the Treasurer

Special Counselor to the Treasurer is appointed by the Treasurer. S/he directly reports to the Treasurer and
acts as a general counsel. S/he reviews all public documents and advises the Treasurer from legal aspects
based on the Student Union Constitution and the By-Laws. Special Counselor also represents the Treasurer in
all court-related matters.
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OFFICE OF THE TREASU RER

Executive Assistant to the Treasurer
Executive Assistant to the Treasurer is also appointed by the Treasurer. The main duty of this position is to
make sure that the Treasurer is on top of his duties. In order to ensure that the Treasurer is performing to his

AROGO AAEI EOUR OEA %@AAOOEOA ! OOE C5fhAdxdoutek dihlerll@idsO OEA 4 OAA
assigned by the Treasurer.

Advisory Committee to the Treasurer

The purpose of the committee is to allow its members to get a chance to meet the Treasurer regularly and
give recommendations, feedbacks, future references for changes, criticisms, and opinions on any finance-
related matters. This will also ensure that the Treasurer gets to hear voices representing clubs.

The committee is comprised of the following members:
- Senate Chair of Club Support Committee of the Student Union Senate
- 1 member from secured organization
- 2 members from chartered organizations
- 1 member from recognized organization

By a majority vote, the members of the committee will elect a Chair of the Committee, who shall be
responsible for the conduct and operations of the committee.

The Advisory Committee acts simply as a group of advisors; the committee does not have any decision-
making authority. The Advisory Committee and the Treasurer meet on a bi-weekly basis.

-

Assistant Treasurers:
s N
Darren Sandl Esther Yi Jingyi Qi ‘ Shirel Guez ' 1:
DSandler@brandeis.edu estriee@gmail.com jingyigi@brandeis.edu shirelgz@bmail.brandeis.edu
. J \
-

N
Akash Vadal i | Makensley Lor de Sara Enan ‘1 Julia Cohen
akashv@brandeis.edu mlordeus@brandeis.edu

sara_enan@hotmail.com juliabcohen@gmail.com

/L
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FINANCE BOARD

The Finance Board is comprised of 7 members:
- 4 members elected at large
- 1 member elected by racial minority students
- 1 member appointed by the Union President and confirmed by the Senate
- Treasurer (exofficio)

4EA "T AOAGO 1 AET AOOU E OFirfarce BlarddddonsBm& DStulldndAbtifie OET T T £
Fee (SAF) to all secured and chartered clubs.

Finance Board Chair Akash Vadalia ‘12
Appointed Member akashv@brandeis.edu

Every semester, by a majority vote, the Finance Board members elect its Chair. Any F-Board members, with
the exception of the Treasurer, are eligible to run for the position. The F-Board Chair is ultimately responsible
for the conduct and operations of the F-Board. Until the Chair is elected, the Treasurer remains as the acting
Chair of the F-Board.

Other Finance Board Members

e N
Julia Cohen 10 Makensl ey 1Ll pr deus
juliabcohen@gmail.com mlordeus@brandeis.edu)

\

p N

Abigail Katznelson ' 1 Ji n gy i—Megiber fdrRacial Minority Students
abill@brandeis.edu jingyiqi@brandeis.edu)

-

e

Gabriel Weingrod Nemzow * 1

gnemzow@brandeis.edu
\
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OTHER KEY PEOPLE

Club Support Committee

In order to assemble the Union in a more orderly fashion for the purpose of pursuing advocacy and
programming goals, the Union Government often forms committees. The Club Support Committee (CSC) is 1
of 6 standing Senate committees, which exist as a venue for Senators and non-Senators to work toward the
creation of programs that serve the community with a specific goal. The CSC is a group that is dedicated to
provide services to clubs and club leaders. The CSC is responsible for educating new club leaders, guiding
them through Union processes, assisting in the club renewal processes, and helping them prepare for events.
In addition, the CSC serves as an outlet for club advocacy-related issues between clubs and the Union
Government and/or the Administration of Brandeis University.

There are 2 chairs in the Committee. They are appointed by the Student Union Vice President:
- Senate Chair
- Non-Senate Chair

O xAAOEOA ¢/

OQu

They are usually appointed towards the end of September. Please check thA 4 OAAOOOA O

Secretary Diana Aronin ‘11
daronin@brandeis.edu

The Secretary is the Chief Operating and Information Officer of the Union. S/he executes or oversees the daily
operations of the Union Government. S/he is also responsible for maintenance of the Union office and all
Union records and documents (digital and paper). In addition, the Secretary serves as the Chief of Elections
for all Union Elections.

Executive Senator Jenna Rubin ‘11
jenrubin@brandeis.edu

Every semester, by a majority vote, the Senate members vote its Executive Senator amongst its members,
who acts as the Secretary of the Senate. Club leaders need to communicate with Executive Senator on
following matters:

- Attendance of the Senate meeting

- Chartering, de-chartering, recognizing, de-recognizing clubs

- Changing constitutions of clubs
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E-MAILING LISTS

Oftentimes, finance-related information is communicated through several e-mailing lists. There are 4 main e-
mailing lists. ALL club leaders (secured, chartered, and recognized) must be subscribed to club leaders e-
mailing list. Leaders of secured organizations must also subscribe to secured organization e-mailing list.
Failure to subscribe to respective e-mailing lists will result in not receiving extremely important information.

Different Types
1) All Students E-Mailing List
All Brandeis undergraduates and TYP students are automatically subscribed to this list. Every
semester, the Treasurer sends out an e-mail to this list to inform the student body of upcoming
mandatory information sessions for club leaders. Any other finance-related information that may
affect the entire student body may also be communicated through this list.

2) Club Leaders E-Mailing List clubleaders@lists.brandeis.edu
This is the most common communication tool for finance-related information. The Treasurer sends
out several reminders and new policies via this list. The F-Board Chair also periodically sends out e-
mails informing club leaders of upcoming meetings for funding requests.

3) Secured Organization E-Mailing List secured@lists.brandeis.edu
All information specifically targeting secured organizations will be sent through this e-mailing list,
not club leaders e-mailing list.

4) P-Card E-Mailing List supcard@lists.brandeis.edu

All Procurement Card holders will be automatically subscribed to this e-mailing list; thus, there is no
need for you to manually subscribe to the list. All P-Card-specific information and reminders will be
communicated through this list. This e-mailing list is not under the Brandeis domain; instead, it is
O1T AAO OEA 4 O0AAOOGOApardmlistshadéEs@dn AT | AET 8

Instructions
In order to subscribe to clubleadersand securedists, follow the instructions:
1. Go to http://lists.brandeis.edu
Log-in with your UNET account
Inthesearchbox, OUDA OAI OAI AAAADOS T O OOAADOOAADL
)1 OEA OAOGOI 00 BA G AR GROIBEADI TTAIA EOBIAGDIOA A /OB BMAIAOOAAS T |

#1 EAE 11 06i0thdeftBahdxcBlink of the information page
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RECOGNIZED, CHARTERE D & SECURED

There are 3 types of student clubs and organizations: Recognized, Chartered, and Secured.

It is up to the Student Union Senate to charter, recognize, de-charter, or de-recognize organizations. All
organizations are collectively known as Union Accredited Organizations (UAO).

Recognized
In order to be accredited as a recognized organization, an organization must abide by the following criterion:
- Not be fraternity or a sorority

Recognized organizations receive a listing on Club Center on http://my.brandeis.edu, a website, access to the
Student Union Resource Center (CRC), the use of the University name and seal, and the ability to use
University facilities.

Chartered
In order to be accredited as a charted organization, an organization must abide by the following criteria:
- Beopen to all members of the Brandeis community
- Notdiscriminate against members on the basis of sex, race, religion, sexual orientation, graduating
class, age, nationality, or physical ability
- Notcharge its members fees or dues or frequently engage in cost prohibitive activities without an
attempt to offset costs through fundraising or allocated monies
- Notduplicate the purpose or goals of a currently chartered organization
- Notbe a fraternity or sorority

In addition to privileges recognized organizations receives, chartered organizations can also request funding
from the Finance Board.

Difference between Recognized & Chartered
The main difference between chartered and recognized organizations is that chartered organizations may
request money from the Finance Board while recognized organizations may not.

Secured
There are 7 secured organizations:
- Archon
- BEMCO (Brandeis Emergency Medical Corp.)
- BTV (Brandeis Television)
- Student Events
- The Justice
- Waltham Group
- WBRS (Brandeis Radio System)

In addition to privileges chartered organizations receive, secured organizations are entitled to the following
privileges:
- The ability to submit budgets and budget adjustments to the Finance Board ahead of chartered
organizations
- p AT AARO T &£# OEA &ETATAA "1 AOA OAOOEI ¢ AO AAAE 1 OGAI
- Excepting The Justicethe guarantee to receive a reasonable level of funding to support necessary
operating expenses, in accordance with the purposes defined in their respective approved
constitutions
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PROPERTY TRACKER

Any items that are purchased with Student Activities Fee (SAF) funds Z whether partially or fully funded z are
considered properties of the Student Union. Therefore, all organizations are required to update Property
Tracker through http://my.brandeis.edu. This tracker will allow club leaders to search properties and find
out if any other organization has already purchased respective properties. If identical properties have been
purchased in the past, the Student Union can save money by not purchasing additional items and that money
can be spent on other important requests.

Updating Property Tracker
1) Go to http://my.brandeis.edu

2) Log-in with your UNET account

3) #1 EAE 11 O#1 OA #A1 6A06 AO OEA Oibd [1A1TOD

4) Click on a respective club name from the list

5 51 AAO O! AAEOGET T AT )1 £ Oi AGETT16 OAAOGEI T h Al EAE 11 Oc¢
6) #1 EAE 11 O! AA 001 PAOOUG O AAKASART U EOAI OTANOEDI AT O

Although we do not require organizations to add items bought with fundraising funds into Property Tracker,
it is strongly encouraged that organizations update such information to compile a complete list of their
properties.
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RENTAL PRODUCTS

The Student Union Government possesses several products that club leaders may need. These products are:
- Cashboxes
- 2-way radios

Cash Boxes

Cash boxes are available at the front desk in the Student Union Government office. Rentals of these products
are based on honor system 7 simply come to the office, take cash boxes, sign your name, and return them as
soon as possible.

Other Products

To borrow other products beside cash boxes, come to the Student Union Government office to fill out an
application. The availability of these products is on a first-come, first-serve basis. Once you submit the
application, a member of the Office of the Treasurer will get back to you with confirmation.

Please bear in mind that these are STRICTLY for club usages and cannot be rented out for personal purposes.
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ACCOUNTS

There are 2 types of accounts available
- Finance Board Allocations Fund
- Fundraising Accounts

Secured and chartered organizations are entitled to both accounts.
Recognized organizations are entitled only to fundraising accounts.

Finance Board Allocations Fund

This account is only for CHARTERED and SECURED organizations. Every semester, the Finance Board

allocates money to chartered and secured organizations; the allocated amount is put into respective

I OCAT EUAQET 1 08 AAAT O1 608 | OCAIl-iketdsAhatthdvd béen dpprévedGye T A [ 11 AU
Finance Board. Any unspent money from the F-Board Allocations Fund at the end of every semester reverts to

the F-Board for future allocations. In other words, organizations cannot keep remaining balances in their

accounts; they always goes back to the F-Board.

Fundraising Accounts

These accounts are similar to off-campus bank accounts, except that there are no interest rates. These
accounts are managed and overseen by the Office of the Treasurer. The money is kept internally within the
bank account the University holds at large. Fundraising accounts are for all clubs (recognized, chartered, and
secured). Whenever an organization deposits money for the first time, a respective fundraising account is
automatically created. All future deposits are accumulated into same accounts. Organizations may create sub-
accounts within their main accounts if they wish. As long as money is being spent for club purposes, money
can be withdrawn, given that no regulations of the University and the Student Union have been violated.
Unlike the F-Board account, money in these accounts automatically transfers from semester to semester and
year to year. In other words, any unspent money at the end of every semester can be used in the future.
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ACCOUNTS UPDATES

%AAE xAAER AOD AcC ,5: O o £ AE‘lozifd faﬁ’oEAa@o&ﬂLﬁld‘aAdﬁfu%draﬁ}fn@@ophtsé W1ﬁ)kE:
updated and posted onthe TreAOOOA O3 O xAAOEOA8 4EAOA OPAAOAO ¢}
sure that all clubs are up-to-date with right information.

Sample Template:

F-Board Allocations  Jul - Dec 09 Budget $ Over Budget % of Budget

Bowling Club 200.00 300.00 -100.00 66.67%

July —Dec 07 This column indicates how much money has been spent during the period
indicated. In this example, $200 was spent between July and December 2007.

Budget This column indicates how much money was allocated or available at the
beginning of semester. In this example, $300 was allocated by the F-Board.

$ Over Budget | This column indicates how much money is remaining in a specific account.
Negative value means that there is money remaining. In this specific example, $100
remains in Bowling# 1 OA6 O AAAIT O1 08

% of Budget This column indicates how much percentage of budget has been spent during the
given period of time. In this example, Bowling Club spent 66.67% of initial budget.
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POLICY

Student clubs and organizations are NOT permitted to create off -campus bank accounts in any
circumstances.

Debates and discussions on off-campus bank accounts of student clubs and organizations began many years
ago between the administration and the Student Union Government. No specific policies, however, had been
implemented until Spring 2007. Shortly before the Fall 2006 Student Union elections, more serious
discussions materialized between the Student Union Government and the administration. After rigorous
negotiations, adjustments, and trade-offs between both parties, an agreement was reached.

Objective

The policy has four primary objectives:

(D Strengthen management and oversight of student club and organization financial activity
(2) Provide adequate mechanisms for internal controls

(3) Simplify and improve financial reporting

(4) Improve liquidity for clubs

Vulnerabilities

This policy will be able to solve vulnerabilities of off-campus bank accounts. These include, but are not limited
to, the following problem areas:

(1)  Accessibility of Information

In order to know financial status of each club/organization, the Union Treasurer requires access to all

transaction data pertaining to undergraduate clubs and organizations. The Budget Analyst for the Office of

Students and Enrollment should also gain the same amount of access for the purpose of data reconciliation

and verification. However, prior to the agreement in Spring 2007,1 1 & Al 1 CcOi 6p08 AAAIT O1 6O
monitored. This could result in misappropriation of club funding, or loss of account access during

transitions from year to year. Additionally, the sheer number of clubs with accounts, spread across multiple

banks, makes tracking the information extremely difficult and laborious. The Union lacks the resources for

adequate oversight under such structure.

(2) Inadequate Documentation and Internal Controls

Most expenses are reviewed by either the Union Treasurer or the Budget Analyst. In this process,
documentation is collected to verify and substantiate each expense. However, this is not the case with
unmonitored bank accounts; the information and documentation can only be collected after the expenses
have been incurred. What these groups provide would generally be regarded as inadequate for all other
clubs on campus that are already operating within the system. This lack of documentation demonstrates
that control and oversight are vital prior to incurring expenses, and not solely after transactions have
already been completed.

(3)  Security Risks

P\(etir\edclub}eﬂaderso‘ftAT’ EAOA AAA%QO ACA)IA i A A‘I' QAﬁ (;DA {E(DT AET c8 ASTAAAC’)A (?E
EALA O|A/§OA€\ /E.|.O|AOAO(~)O’:AA|O(3(? |A|é\ Q|AAAE'|.|~2<| 0o Oi e\l U
AT Ol A Di OAT OEAI 1 U AAOAI T A x Brvhitorkd, thid nlyibé Officidi A O8 ) £ OEA

impossible to trace and prove.
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(4)  Ownership of funds

The ownership of all assets (both physical and financial) of any recognized, chartered, or secured student
organization belongs to Brandeis University at large. These student-run entities are, from a legal standpoint,
just as much a part of the university as any other department, as evidenced by the fact that clubs and
organizations receive SAF income billed by the university, or raise funds through their association with the
university (e.g., through the use of the Brandeis name and/or seal). The Student Union Government has the
ability to make decisions regarding the expenditure of these funds, provided they are in accordance with
official university policies and procedures.

As an incorporated non-profit 501(c)(3) organization, the University has an obligation to track all of its
finances; the business conduct policy established by the office of the Executive Vice President and Chief
Operating Officer specifically forbids individuals from establishing off-campus accounts for this reason, in
addition to concerns relating to financial reporting and compliance with generally accepted accounting
principles (GAAP).

(5) Debit Cards

Debit cards and electronic checks pose a significant security risk associated with the utilization of off-
campus bank accounts, because debit cards do not have any pre-set spending limit. Giving an individual a
debit card is essentially equivalent to handing him or her cash.

Any system involving the usage of debit cards absolutely and unequivocally should have strong oversight
and internal controls.

(6) Tax Exempt Status

In many cases (especially with debit cards 7 see subsection 5, above), organizations have paid sales tax. As a
501(c)(3) organization, Brandeis is exempt from sales tax. The best way to avoid paying sales tax is to
process transactions through university systems, which are best equipped to handle this aspect of doing
business.

(7)  Administrative Overhead

Oversight of bank accounts comprises an extremely large portion of administrative overhead for both the
Student Union Treasurer and the Budget Analyst. The arguments advocating for their continued existence
have hinged upon convenience, rather than completeness. Although convenience is important,
completeness takes priority over convenience.

I OAOGEAx AT 1T AOAOGAA AU Al ETAAPAT AAT O AT 1T ObhpisAT O A AEAx
bank accounts were too numerous to properly oversee given the resources of either the University or the

Union. A system that relied primarily on the Club Fundraising account(s) managed by the Union would

nearly eliminate the potential for fraud or misconduct, greatly increase reporting accuracy and provide

adequate demonstration of actual club funding levels, and would significantly reduce the relative cost of

administrative overhead by improving its efficiency.

(8) Poor Budget

Sometimes, clubs do not keep good track of their off-campus bank accounts budgets, allowing balances in
accounts to negative. This is a poor budgeting practice and should be avoided. On top of this, the Treasury
Office at Brandeis University receives phone calls from banks whenever such incidents happen. This creates
concerns for clubs with off-campus bank accounts.
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CONCEPT

In order to ensure that all budgets and money flows are being followed to the best ability, club leaders must
be reminded of the following:
- ALL money transactions must go through the Student Union treasury system, whether funds are from
the F-Board allocations fund or fundraising accounts
- ALL REVENUES of clubs must be depositedinOT Al OAO&6 A£OT AOAEOGET ¢ AAAT O1 00

Exception:
Grants from specific departments within Brandeis University can be dealt without the involvement of the
Student Union Government.

Example: AHORA is hosting an event, which costs 500 dollars. It receives 300 dollars from the Finance Board
and raises 150 dollars from bake sales. It also receives 50 dollars from Intercultural Center.

150 dollars of bake sale revenue must be deposited into the AHORA fundraising account. However, 50 dollars
of grant from ICC do not have to be deposited since it is a grant from a specific department within the
University.

Any money transactions linked to 300 dollars from the F-Board and 150 dollars of bake sale revenues must
go through the Office of the Treasurer.
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DEPOSITS

Anybody can deposit money into fundraising accounts.

Complete Procedure
1. Fill out Deposit Form; make sure you count all money correctly
2. Check the office hours of members of the Office of the Treasurer; stop by the Student Union office
3. Members of the Office of the Treasurer will count all money in front of you
4. You will receive a receipt

Notes

For checks and money orders
Payable toe BRANDEIS UNIVERSITY

Memofield, / OCAT EUAQOET 180 1 AI A

Only members of the Office of the Treasurer can receive deposits. As a safety precaution, never leave your
money unattended in the office without receiving a receipt from respective officers.

In the past, single bills and several coins delayed this procedure. Beginning this year, this is not an issue as we
will be using banking equipment such as coin sorters and cash counters.

Please do not staple checks and money orders; instead, use a paper clip.
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FUNDING SOURCES

There are 3 main funding sources available from the Finance Board:
- Early Marathon
- Regular Marathon
- Emergency Request (ER)

Early Marathon

Towards the end of each semester, the Finance Board holds Early Marathon, special meetings for the
allocation of funds for the following semester. Usually, the F-Board sets a specific time period in which money
can be used. During Early Marathon for Spring 2009, only funding requests for usages until September 31
have been reviewed. Attending Early Marathon does not prevent organizations from making additional
requests during Regular Marathon.

Regular Marathon

At the beginning of each semester, the Finance Board holds Regular Marathon, special meetings for the
allocation of funds for the present semester. Meetings usually occur during the first month of semester.
Regular Marathon can be used to request money for usages beginning at the end of Early Marathon usage
periods until the end of respective semester.

Emergency Requests (ER)

An ER meeting is formerly known as a STEP (Short-Term Expense Planning) meeting. The name has changed
in order to encourage organizations to request all foreseen funding during Early and Regular Marathons. ER
should only be used for real emergency requests and should not be treated as an alternative to Marathons.
Like before, ER meetings are held weekly. As another incentive to encourage organizations to come to
Marathon meetings, there is NO waiting list. Organizations can sign-up only within given time period on a
first-come, first-serve basis.

Sample Timeline

Fall 2009 Semester
ERs (Fall 2009)

Request & Spend Money

A

| Apr |Summer| Aug | Sep | Oct | Nov | Dec |

\ J \
i Y

Early Marathon
Fall 2009 Regular Marathon
Early Marathon Spend Money S 12?11(1121\/([)33(3
Fall 2009 p y
Request Money
Regular Marathon Early Marathon
Fall 2009 Spring 2010
Request Money Request Money
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FUNDING SCOPE

OVERVIEW

As stated in the Constitution and the By-Laws of the Student Union, only secured and chartered organizations
are eligible to request and receive funds from the Finance Board. The Finance Board will only fund requests
that are relevant to a club's constitution and purpose. There is no such thing as guaranteed funding. All
allocations depend on the legitimacy of requests and how much money is available.

RESTRICTED ITEMS
No funding is available for the following items:
1. Retroactive requests

2. Personal properties

3. Club fundraising costs

4. Retreats

5. UTC Fees
MARATHONS ONLY

Except in extenuating circumstances, the following items will ONLY be funded during Early and Regular
Marathon, not during Emergency Request (ER) meetings.
1. Theater rights

2. Publishing/printing costs
3. Coaching/instructors/individual contractors/hires
4. Transportation
5. Lodging
DETAILS

Retroactive Requests (Deficit Spending)
A retroactive request is a request for reimbursement of money spent on an expense by a club before receiving
the Finance Board approval.

Since the Finance Board must approve all expenditures before money is spent, retroactive requests are not
allowed.

Decided Requests
Money cannot be requested for a specific item if:
- The F-Board allocated $0 or partial amounts for that specific item; and,
- A proper appeal process has already been taken and that appeal has been rejected by the F-Board
i 2AEAOCARITI ODAGALAOGET T &£ O EI x O ApbPAAI Q8

Since a fully funded request is considered a completed request, any additional identical items requested
thereafter are considered as new requests.

Transportation

Car: A maximum subsidy of $0.15 per mile per vehicle may be granted. The exact amount of total miles must
come from either MapQuest.com or maps.google.com, whichever distance is shorter. Parking costs must be
researched and then requested prior to a trip. In all cases, clubs must research the cheapest cost available and
bring proof of research to the Finance Board. Clubs must fill their cars to full capacity.

Any other transportation: All other means of transportation may be funded in full at the discretion of the
Finance Board. In all cases, clubs must research the cheapest cost available and bring proof of research to the
Finance Board.

Transportation may be funded by the Finance Board if it is necessary for a club to fulfill its purpose.

The Finance Board will consider all requests but full funding is not guaranteed for any club.
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FUNDING SCOPE

Lodging

Lodging may be funded in full at the discretion of the Finance Board. In all cases, clubs must research the
cheapest cost available and bring proof of research to the Finance Board. Clubs are expected to fill lodging
spaces to full capacity.

Lodging may be funded by the Finance Board if it is necessary for a club to fulfill its purpose.
The Finance Board will consider all requests but full funding is not guaranteed for any club.

Office Supplies

The Finance Board strongly recommends that all clubs take advantage of the resources available in the Club
Resource Center (CRC) and in the Student Union office. The Finance Board may fund office supplies if they are
not available in either of these two locations AND if they are absolutely necessary for a club to fulfill its
purpose. For questions about office supplies or the CRC, please contact the Student Union Secretary through
secretary@brandeis.edu.

Publicity and Advertising
Publicity and advertising will only be funded for those clubs which publicity and advertising are absolutely
necessary for their effective functioning.

Fundraising Events

A fundraising event is an event that meets any one of the following criteria:
- Brandeis University undergraduate students are required to pay any sorts of fees;
- Anevent that does not fulfill the purposes of a club; or,
- Whose purpose is to raise funds for the club or any other organizations.

The Finance Board will not fund any fundraising events.

Finance Board-Funded Events

Clubs cannot require that Brandeis undergraduate students pay admission into any Finance Board-funded
events. Additionally, clubs cannot require that undergraduate students pay for any other items or services
funded by the Finance Board at an event. However, clubs may charge any non-Brandeis undergraduate
students.

Clubs may ask for suggested donations, but no undergraduate students should be forced to pay.

Food and Other Categories Not Mentioned
The Finance Board will consider requests of food and other categories not mentioned in this funding scope
only when they are:

-Relevant to the purpose of a club; and,

-Integral to the goal and structure of an event.

Any questions regarding allocations must be directed to the Finance Board Chair (fboardchair@brandeis.edu).
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ONE-STOP MEETINGS

Before showing up for Early and Regular Marathons and/or ER meetings, it is highly recommended that
organizations stop by One-Stop Meetings. This is crucial for organizations planning events that could require
additional expenses, such as hiring of custodians and public safety officers, renting tables and chairs, etc.

This is an opportunity for students to meet with people who are involved in event planning processes at
Brandeis. Representatives from Conference and Event Services, the Department of Public Safety, Department
of Student Activities, and the Student Union will be present to assist you in your event planning.

The goals of One-Stop Meetings are to provide help to organizations in event planning, encourage timely and
proper planning of events, and help students get to know staff members who are part of the program
planning process. In order to best serve student organizations and help One-Stop Meetings be successful and
efficient, please come to meetings with the following information:

9 A tentative time and place of your event

1 Anidea of which space(s) on campus you would like to use (think of a few spaces as options in case

your first choice isn't available)

1 A general idea of what your budget for the event is including your funding sources

9 Thoughts on extra costs (custodians, renting tables, sound equipment, public safety, etc)

1 Advertising ideas

Dates of One-Stop Meetings canbe foundol OEA 4 OAAOOOA0O60O xAAOEOAS
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MY.BRANDEIS.EDU & WIKI

My.brandeis.edu is another key website for club management. Features include:
- Request funding
- Check status of funding requests
- Update Property Tracker
- Update members and administrators
- Update club information

Two Important Features

1. Individual Budget Status
7EAT U1 O Al EAE 11 TOeEH Ax 2-AINGDA OOBATADTEO Ul 00 Al OA DPAC
a page with all your requests for funding and their results. For every single request you make, you will
be able to see the following:

o 0471 OA1T 1110616 2ANOAOOAAG
o 041 OA1T 'i1 0616 1111 AAOAAG
o 041 OADT Oi3DAT 66

o 041 6A1T 'i1 616 51 0OpAiT 66

2. Grouping Requests

Until now, all the requests had to be requested individually, even for several requests for a same event.
This created confusion and made the list look disorganized.

From now on, you may enter your requests by events or by groups. For example, if you need chairs )
and tables forEventXh Ul O AA] E(Ddi]tl)le AJO OAJIDAAE (D')A[ Al AA AAAemBEAEOO A
Another example would be to add Camerasasitem AT A A PAnadorGc X800 ACahonBD6 A O

sub-items.

Student Union Wiki

1. The StudentUnionWikih 1 EEA OEA 4 OA A OO 0ukdd tBat prokitle©ubdfuhandE © AT T OEAO
simplified financial information about clubs and organizations. Information on it includes Club
Finance Handbook and Club Finances Topic.

Link:
https://wiki.brandeis.edu/twiki/bin/view/StudentUnion
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GRANT VS. LINE-ITEM

The Finance Board allocates money in 3 ways:
- Grant (lump sum)
- Line-item funding
- Mixture of both

Grant
When a grant is given, it means that organizations may spend money in any ways they want to amongst the

line-items approved by the F-Board.

Example A: Camera Club

Requested Allocated
Panasonic Camera C500 $200 $300
Samsung Camera V350 $150
iPhone $600 $0
TOTAL $950 $300

In this example, the Camera Club requested total amount of $950, but was allocated a grant of $300 dollars.
The club can spend $300 in any way it wants to as long as the allocated amount is spent on Panasonic Camera
€500 and/or Samsung Camera V350. However, none of $300 can be spent on iPhone since this request was
denied by receiving $0. In addition, the club cannot spend money on any other items not requested.

Line-Item Funding
When money is allocated through a line-item basis, none of money for the specific line-item can be spent on

other line-items.

Example B: Video Club

Requested Allocated
Sony Video Player EX250 $150 $100
Olympus Recorder RE300 $250 $250
Microsoft Video Player R70 $100 $75
TOTAL $500 $425

Unlike in Example A, the Video Club has been allocated money on a line-item basis. This means that even if
the Olympus Recorder RE300 turns out to be $225 due to a special discount, the remaining $25 cannot be
spent on other 2 cameras. Should organizations wish to spend the unspent money or reallocated funds, they
should get the approval from the F-Board.
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PROCEDURES

Before Meetings
Sign-up for respective meetings once the F-Board Chair sends out an e-mail notifying the dates and times of

meetings:
1. Go to http://my.brandeis.edu
2. Log-in with UNET account
3. Clickol O#1 OA #A1 OA06 AO OEA Oip 1 A1TO
4. Click on a respective club name from the list
5. 51T AAO O#1 OA ! Al ET EOOOAOQET T Req@#ksRBil Out Glub FotmebAE 11 O- AE/

V  If this link does not appear, pleasengail the FBoard Chair who will add you as a club
administrator
6. Click on an appropriate meeting
7. Inputall requests and thorough descriptions including dates, times, prices, and all other information
that matter
V  When inputting funding requests, please add each item individually, but groupiseins under
one main item as groups or events
8. #1 EAE 11 O! A OT AAAANDAROA £EOT AET ¢ OANOAOGOO
V  Youmay also add subemsA U Al EAEET GOAT 6 O! AA A OOA

On Meeting Days
All meetings are held in the Student Union Office in Shapiro Campus Center 301, unless otherwise notified.
Please remember the following.

- Arrive atleast 10 minutes before scheduled appointment time

- Bring proofs of cost for all requests

- Berepresented by a knowledgeable club leader who can discuss and explain the need for every

request
- The F-Board members will ask several questions:
0 How requests will be funded if the F-Board does not fully fund them

0 How requests benefit students
o HowreNOAOOO OAOOA 1T OGAT EUAOEI T80 POODI OA
o0 HowOANOAOOO OAOOA AOAT 060 DPOODPI OAO
0 Club history
0 Logistics of events
0 Any other pertinent questions
0 Number of total members and active members
o . 0 AAO T &2 PAIPIA 11T Al 1T OCATEUAOEIT60 I AEIETC I
0 Outside funding sources
0 Fundraising events done by an organization
0 Any other information an organization feels necessary for the F-Board to know
After Meetings

For Marathons, decisions are made usually within a week after the conclusion of all funding requests. For ERs,
decisions are made usually within 24 hours after the conclusion of all funding requests. The F-Board Chair
will send out a confirmation e-mail via clubleaderse-mailing list as soon as the results are finalized.
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PROCEDURES

Appeals

For any appeals on F-Board allocation decisions, please contact the F-Board Chair as soon as possible (within
24 hours of confirmation e-mail). The F-Board Chair will then explain to you on logistics on how the whole
process works.

Usually, a decision of the F-Board may be reopened for review if one of the following conditions is met:
a) A majority of the F-Board (4 out of 7 members) decides in favor of it
b) The organization for which the request was made requests it, provided that 2 members of the F-
Board agree to support the request

Veto

The Student Union President has power to veto decisions of the F-Board within 5 academic days of the
decision. The F-Board may, by a 2/3 vote, overturn any presidential vetoes. The F-Board vote must take place
within 5 academic days of the veto. This should be taken as the last resort for organizations.

Of fice of the Treasurer | Tre



How to Withdre

OVERVIEW OF FORMS

There are two types of forms:
- Student Union forms
- University forms

Student Union Forms
Student Union forms are created by the Treasurer and are meant only for Union-accredited organizations. For
fiscal year 2007 ~ 2008, there are 2 Student Union forms:

- Withdrawal Form

- Deposit Form

University Forms
University forms are created by the University and are meant for the entire Brandeis community. There are

several University forms

In all requests and transactions of Union organizations, Student Union forms are required. University forms
are always supplementary.

For more information and sample forms, please see Appendix Sample Forms
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PROOF OF COSTS VS. ROOF OF PAYMENT

Proof of Costs

Proof of cost is a document that proves how much an item/equipment is. This may be in the form of a website
printout, invoice, bill, letter or e-mail from a vendor, past proof of cost, etc. As long as a price for every item is
mentioned in a document, it is legitimate. This document is used during Marathon and ER Meetings as well as
requests for payments to be made out directly to vendors/companies (pre-payment). Proof of cost is not
sufficient for reimbursement requests or any payments issued to club members.

Proof of Payment

Proof of payment is a document that proves that money has been paid and transacted completely. This may

be in the form of: official receipts; internet receipts; written receipts with complete contact information, name,
and signature of a cashier/store manager; bank statements; and, cancelled checks. It is mostly used for
reimbursements requests.
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EMERGENCY CHECKS

Effective FY 2007 ~ 2008, all checks will be cut through the Accounts & Payable (AP) department. It usually
takes 2 ~ 3 business days for the AP department to issue a check.

) £ UT O TAAA AEAAEO NOEAEI Uh UT O i AUu OANOAOGO OEAI O AA
review and determine whether requests could be treated as emergency checks.

Decisions
The following will be considered when the Treasurer makes decisions:
- Was this unavoidable?
- Was this truly unforeseen?
- Are there any other methods of payment?
- Isthisreally time-sensitive?

Tr eas ur eOfftesof tMealreasarér |



How to Withdre

REIMBURSEMENTS

Reimbursement is perhaps the most common practice of withdrawing money. Checks for reimbursement can
be made payable to whoever purchased items. Brandeis University is a tax-exempt institution. Thus, sales
taxes cannot be reimbursed. All other taxes can be reimbursed. (Read Taxsection for more details).

Required Documents
- Withdrawal Form
- Proof of payment (not proof of cost)
- W-9/W-8BEN if Brandeis has never paid them before
- Additional forms/documents; read below

Additional Requirements / Reminders

- Reimbursements for services of independent contractors are NOT allowed. For instance, you may not
pay them directly by yourself, not even from fundraising accounts. This is due to tax regulations by
the Internal Revenue Service. (See IndependentContractorssection for more details).

- Receipts/proofs of payments must be original, not photocopies.

- Receipts/proofs of payment should be itemized, meaning all items purchased should be shown, not
just a total amount.

- Travel reimbursements:

0 Printout of Mapquest (www.mapquest.com) or GoogleMap (maps.google.com)

0 Proof of attendance at the destination

0 Proof of travel

- Online orders:
0 Printout of an order confirmation (not a shipping cart)
0 Shipping confirmation constitute an original receipt.

- Checks (If items were purchased with checks):

0 Bank statements showing complete transactions of checks including the processed check or
check image or a copy (Check image is a copy of a processed check which appears in a bank
statement or online banking)

0 Copy or a carbon copy of a check issued (copy of a check issued alone is not a proof of
payment; it does not prove that the check has actually been processed by a bank)

- Written or E-mail Receipts:
0 Date and time of purchase
0 Allitems purchased
0 Taxes if applicable
0 Phone number, complete address, and name of a cashier of a store
- Foreign Languages:

0 Must be translated into English

o ProvidetOAT O1 AOT 0860 Al 1T OAAO ET &I Of AGET 1
- Foreign Currency:

0 Convert the foreign currency into the US amount based on the rate on date of purchase, not
before or later

0 Printout of web page for the rate used to convert the expense to US dollars

There are several reasons for not receiving requested reimbursement amount fully:
- Taxdeduction
- Reimbursement amountrequestedismore OEAT AAOOAI 111 AU OAT AETEIT C ET A
Board Allocations Fund or a fundraising account
- Ifthe reimbursement is not for an expense approved by the F-Board
- Ifthe reimbursement would violate laws
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PRE-PAYMENTS

If organizations do not wish to spend their own money to pay for certain items, checks can be written out
directly to respective vendors, organizations, or companies. For this pre-payment system, checks cannot be
written out to club members or clubs themselves.

Required Documents
- Withdrawal Form
- Proof of cost (not proof of payment)
- W-9/W-BEN if Brandeis has never paid them before

Reason for W-9/W-8BEN

This is to add information of those vendors into the Brandeis accounting system. W-9 is for US citizens and
W-8BEN is for non-US citizens. Brandeis members do not have to worry about these forms. Contact the
Treasurer when in doubt.
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DONATIONS TO CHARITI E

Required Documents
- Withdrawal Form (mention that it s for donation)
- W-9/W-8BEN if Brandeis has never paid them before
- ®9006 EA | OCATEUAOEITO AT 110 EAOA 7
“990"”
Form 990 is an annual reporting return that certain federally tax-exempt organizations must file with the IRS.
It provides information on the filing organization's mission, programs, and finances.

Although very rare, some organizations may nothave W-98 )1 OEAOA AAOA®G96 81 & OEI O1 A

They may fax forms to the Student Union office.
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CHARGELINES

Meaning

Chargelines are special University identification codes of departments/organizations. The F-Board
Allocations Fund, the Student Union Government, and the fundraising account fund all have separate
chargelines. Each secured organization has its own chargeline. Chartered and recognized organizations do
not have chargelines.

Chargelines are used when transferring money between departments/organizations within the University
financial systems. Thus, whenever clubs pay Conference and Events Services, Public Safety, or any
departments/organizations within the University, we do not write checks out to them. Rather, we use
chargeline systems to transfer funds internally.

Required Documents
- Withdrawal Form
- CES Form (if using Conference and Events Services)
- Complete line-item invoice (if not using Conference and Events Services)
- Chargeline numbers of respective departments (if not using CES)
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INDEPENDENT CONTRACT O

Independent contractors are individuals under contracts to perform specific services, give advice or render
assistance within specific time periods. They include consultants, coaches, referees, speakers, bands, DJs, etc.

Under the University policy, several steps are required to pay any individuals rendering any form of service. It
is extremely important that organizations follow these procedures since organizations or any members
cannot pre-pay any individual and ask for reimbursements. Also remember that any payments can be paid
only after services have been rendered.

CORI (Criminal Offense Record Investigation)

Human Resources Department at Brandeis University requires all independent contractors who have any sort
of on-going relationships with students/student clubs to submit CORI forms. This is once-in-a-lifetime
requirement (unless the Human Resources deem that it is necessary to re-check on specific independent
contractors after a few years).

- This applies to all independent contractors who have ongoing relationship (such as coaching several
months or being with Brandeis students on a regular periodical basis)

- Generally, this does not apply to one- or two-time independent contractors (in some special cases,
however, the University might request such forms; you will be notified if the University requires
them)

- Ifyou are unsure whether your independent contractor needs to fill out CORI forms or not, please
ask the Treasurer (one option is to have the independent contractor fill out forms; the University will
then determine whether such forms are necessary or not)

Clubs do not have to worry about expense involved with CORI check as the Finance Board will bear all costs
involved with this policy.

Once forms are submitted, they will be taken to Human Resources Department for processing. HR will give a
simple "yes" or "no" approval / rejection letter when a background check is completed. Once a particular
independent contractor has been cleared (gets a "yes" answer), respective name will be added on to an
approved list, so that they will not need to re-submit such forms in subsequent years.

CORI Package & Forms
CORI Package has been compiled forclubl AAAAOOS OAZAOAT AA8 4EA PAAEACA ETAI (
- CORI Disclosure and Consent Form
- CORI Disclosure and Authorization Form
- FTC Notice to Users of Consumer Reports
- FTC Summary of Consumer Rights

Independent Contractors have to fill out the first 2 forms. The other 2 forms are for information only.

Required Documents for Non-Brandeis Members
As soon as humanly possible, submit the following forms. These forms are required only at the beginning of
each semester. Technically, a contractor should not begin work until after these forms have been signed and
submitted.

- W-9if US citizen or a Green Card holder

- WBS8BEN if not a US citizen

- Independent Consultant Agreement

- Consultant Requisition Form if an individual is being paid more than $1,500 in a fiscal y€auly 1 ~

June 30)
- CORI Disclosure and Authorization Form if needed
- CORI Disclosure and Consent Form if needed
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INDEPENDENT CONTRACT O

AFTER services have been rendered, submit the following forms.
- Non-Employee Payment Request Form
- Invoice, which should include the following information:

0 Date invoice was created

Invoice number

Name(s) of consultant

Specific date(s) services rendered

Purpose of services

Contact information of a contractor

Rate per date/session

Total amount to be paid

O O O0OO0OO0OO0Oo

Required Documents for Brandeis Members as Contractors

If organizations are planning to hire current Brandeis employees or Brandeis students, they must talk to the
Treasurer before signing any contracts. This will require different forms and procedures such as approval
from Human Resources Department.

In general, the following documents are required:

If Brandeis Students
- Grad Student Payment Form
- Invoice

If Brandeis Faculty/Staff Members
- PR-1
- Invoice

“Split Payments”

Sometimes, the F-Board does not approve the entire contract amount. In such cases, it has been a common

DOAAOGEAA &£ O 1T OCAT EUAOGEITT O O DPAU OEA OAiI AETEITC 1TTTAU .

is not allowed due to tax laws of the United States Government and the Commonwealth of Massachusetts. If

the F-Board does not fully fund for individual contractors, please deposit remaining money organizations

plan to pay so that the entire sum can be paid through the University.

Example: Club X requests $2,000 for a coach. However, the F-Board only allocates $1,500. The club plans to
pay the remaining $500 through their own pockets. Instead of paying the individual directly, please do the
following:
- Deposit $500 into a fundraising account
- In a Deposit Form, make a note that the money being deposited is for the payment of remaining
amount for an independent contractor
- The Office of the Treasurer will process requests and the contractor will receive a check with the full
amount indicated in the contract.

Up-Front Payment

Usually, the University does not issue payments to independent consultants before services have been
rendered. However, there may be rare exceptions (e.g.: a band is coming all the way from Japan, is going back
to Japan right after the concert, and is in the middle of an international tour). If you want to arrange up-front
payment, talk to the Treasurer for approval. Please remember that organizations should plan at least a week
ahead of an event.
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PROCUREMENT SERVICES

(This section is for your information only; instructions here will be done for you by the Offitieeof reasurer)

The Office of the Treasurer works closely with the Procurement Department. The mission of the Procurement
Department is to supply the Brandeis community with expertise, policies, and procedures to ensure that
goods and services are available in a timely, cost effective manner. Be it the purchase of equipment or the
acquisition of supplies, the Department is further charged with the responsibility to manage these
acquisitions in accordance with all appropriate government and private agency requirements if applicable.

Purchase Order

Through the usage of what is known as a purchase order (PO) z a legal contract between Brandeis University
and the vendor to purchase goods or services Z organizations can benefit from protection of purchases and
have encumbrances created in the University financial system.

Invoices or Items of $1,500 or Above
PO is required for all purchases of $1,500 or above. A PO can be obtained by filling out Requisition for
Supplies and Services.

Equipment Purchases

Itemsx EOE A AT OOTOAI OA 1T £ Achunn T 0 AAT OA AT A A OOAAEDI 1 E
according to the Procurement Department. These items must be ordered through Procurement Services.

Equipment Acquisition Form must be filled out prior to purchase in addition to the Requisition for

Supplies and Services.

Itis strongly recommended, but not required, that smaller equipment also be ordered through the o .
001 ACOAT AT O $APAOOI AT O ET 1T OAAO Otempbshatud andphoAsibndACA 1T £ O
resources available that can be used to secure the best price for a particular item.

Please also remember that equipment and club property should be added to Property Tracker on
http://my.brandeis.edu.

Bid of $25,000 or Above

&1 O POOAEAOGAOh AT 1 OOAAOOh T O TOEAO ATi i1 EOI AT OO0 AGAAAAE]
agreements (e.g.: the arrangement between Jostens and Archon from fiscal years 2003 ~ 2007), work must be

DOO | OO 4 O6rganidatiodi8séeking M do something of this magnitude, it must go through the official

bidding process. Contact the Treasurer.
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Overview

The loan system is created by the Student Union Treasurer in order to alleviate the financial burden students
currently incur when they need to spend their personal money and get reimbursed. This loan system, along
with the Union-held P-Card and the debit card, will provide more payment options for students by directly
handing them cash.

Options
There are 3 options available. o B B
1) ' 00T 1 AGEA AAAOAOQGET T 1T £ Al OEdirkaBohatiohd, alfddraBingkeduht, OEA Al C
or both

2) Payback option based on a schedule to be made
3) A combination of 1 and 2

Procedures and Eligibilities . o o o o i o
1) ForanyclubsanA 1T OCAT EUAQGETTh T1T1 U AOOET OEUAA Al OA 1 AAAAOC
mandatory training sessions and sign contracts) will be eligible to request loan.

2) For the Student Union Government budget, any members of the Executive Board and the Senate may
be eligible to request loan as long as respective officer is in charge of a specific budget category.

3) 4EEO OUOOAI EO 1DPAT OI All Al OAO ET Al OAET ¢ OAAT ¢T EL
F-Board allocations and a fundraising account will still be eligible to apply for loan. However, in these
cases, club leaders must come up with excellent ways to pay back the loan.

4) Students wishing to apply for loan must physically come to the Student Union office in Shapiro
Campus Center 301 during the office hours of the Treasurer and verbally explain the need for loan.
The office hours will be constantly updated on the Union website under the Finance Board section. It
is the responsibility of club leaders to periodically check the office hours. During the same office
hours and after listening to the request, the Treasurer will make decisions. This will ensure that all
necessary steps be taken and executed on the same visit.

5) The following will be considered when the Treasurer makes decisions: types of items to be
purchased; availability of funds in a fundraising account or the F-Board allocations; ability to pay
back; how well respective club/organization is managed fiscally; and, other issues that may affect the
system. The Treasurer will makethedAAEOET 1T ET OEA OAI A T £#Z£EAA EI 6008
the Treasurer, money will be given to respective club leaders immediately. In return, recipient will
sign the Promissory Note and fill out required sections in Withdrawal Form.

6) The maximum amount of a single loan is US$1,499.99. No loan will be granted for purchases of
invoices/items that cost greater than or equal to US$1,500.00 or payment for independent
contractors.

7) Along with decisions, the Treasurer will also set a deadline for completion of loan execution. On or
before the set deadline, recipient will be required to submit original receipts and any remaining cash
differences to the Treasurer during the office hours. Constantly check the website for updates on the
office hours.

8) Loan may not be spent for sales taxes. However, all other taxes including food taxes may be paid.

9) Loan may not be used for payments of independent contractors or as reimbursements.

Failure to comply with the system policies will result in penalties decidedrupy the Treasurer. These penalties
i AU ET Al OAAnh AOO AOA 110 1T EIiEOAA O h AARAAOAOET ¢ £O01 A0 A
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How to Withdre

P-CARD & DEBIT CARD

P-Card stands for Procurement Card, which is a debit card that the University issues in partnership with JP
Morgan Chase. In FY 2007 ~ 2008, each secured organization, 3 chartered clubs, and the Student Union will
be entitled to individual P-Card.

All other clubs that do not have tNheir,own P-gards, lA)ut have fuqu ayai,laPlg in fl}ndrgising accounts or in Phe o o
F-Board Allocations Fundsmay AT I A 01T OEA 4 OAAOOOA Gpirthasé theiERedddwitk thed OO ET 1
Treasurer.

The Student Union also holds a debit card and this could be used as an alternative to P-Card, depending on
types of products being purchased.
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TAX-EXEMPT STATUS

Brandeis University is a tax-exempt organization. Therefore, the University does not pay sales taxes (all other
taxes can be paid). Following are ways to take advantage of University services in regards to tax issues.

Reimbursements

If reimbursement process goes through the Accounts & Payable department, you are entitled up to $5 of sales
taxes. All other taxes can be fully reimbursed.

If reimbursement process does not go through Accounts & Payable department (emergency checks), no sales
taxes can be reimbursed. All other taxes can still be fully reimbursed.

Pre-Payments
In order not to pay for sales taxes, you have the following options.
- 301D AU OEA 4 O0AAOOGOA arfiage ofi PAAEEAdAl ebiE dar@; o0 casit do®AEA AA O
with the Treasurer and order online
- Use Requisition Form to have the University cut a check and mail it directly to a vendor or an
organization (you do not necessarily have to fill out Requisition Form; simply mention that you
want the requisition process in your Withdrawal Form and the Office of the Treasurer will take care
of it)
- You may ask the University to issue a tax-exempt form so that you could bring the form to a store.
You should contact the Treasurer first; however, this process is very tedious and should be avoided

If you are unsure of the best method for certain scenarios, you should contact the Office of the Treasurer.
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TERMS OF AGREEMENT

President and treasurer positions are very important; therefore, we are requiring all presidents and
treasurers to sign the agreement. Please remember that your actions as president or treasurer may
potentially affect your student group for months or years to come, so please act in accordance with the
Student Union and the University regulations. Only those who sign this agreement will be allowed to deal
with the financial affairs of a Union-Accredited Organization.

I, (please print your full name), acting in the’positi(ln pf o
president/treasurer, agree to the following terms and conditions regarding the use of my OA OB A A OsE O A
funds as set by the Student Union of Brandeis University:

p~2
(@]}
>
Qu

A Tacknowledge that I have attended a mandatory information session led by the Student Union
Treasurer concerning all club-related financial matters;

A Tacknowledge that I am a subscribed member of the clubleaders(and securedlif applicable) e-mail
list serve(s) and, if not a member yet, [ will subscribe to it (them) as soon as possible;

A )y xEI1l 110 OOd#unilstokiowifghy Vidiatk Ang Eniivérdty regulations or federal laws;

A Twill check the Treasurer® website periodically to see if any updates to policy have been made;

A agree to contact the Student Union Treasurer as soon as possible if there are any questions
concerning the legitimacy of a club fund related transaction;

A Tunderstand that if my club gets a new president and/or treasurer in the middle of a fiscal year, it is
my responsibility to teach this person all of the necessary skills and information; and,

A In cases of changes in the policies and/or regulations of Brandeis University and/or the Student

Union concerning club funds, the contents of this manual may be amended, but all changed
information will be updated on the Student Union Government website.

Name of an Organization/Club:

Name of a Club Leader: Date:

Position of the Club Leader:

Telephone #: Mailbox: E-Mail:

Signature:
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