
Welcome, club presidents and treasurers!

Thank you for attending the Fall 2010 student organization finance orientation. I hope to be able to provide you with all the information you need to smoothly and effectively run your club’s financial activity during the 2010-2011 academic year.  

Inside this packet, you will find information regarding your club’s various accounts, how to access and manage them, the ASWU Finance Board, the budgeting process and how to request and receive funding for your student organization.  It is important that you and your fellow club leaders familiarize yourself with the information in this packet.  Furthermore, we recommend that you hold onto it as a reference for the remainder of the year. It is intended to provide you with information that will prove useful in the future as well as during this upcoming fall budgeting process.

Once again, thank you for your club’s involvement on campus and with ASWU.  If you have any questions at all about the information in this packet, something you hear at today’s meeting, or anything at all related to ASWU Finance, do not hesitate to stop by the ASWU office on the 2nd floor of the UC; my office hours for the fall semester are 11:30-2:30 Tuesdays and 3-5 Fridays. You may also call the ASWU office at 503-370-6058 or e-mail me at <sspaeth>.

Cheers,
Shaffer Spaeth
ASWU Vice President of Finance

sspaeth@willamette.edu
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Important Dates

Tuesday
August 31, 2010:  

Begin Financial Quarter #1

Thursday
October 21, 2010:  

Begin Financial Quarter #2

Thursday
September 16, 2010

Finance Board Hearing sign-up sheet is 






posted outside the door of the ASWU office 






(2nd floor UC)

Thursday 
September 23, 2010

Budget Requests and Inventory Disclosure 

forms are due by midnight by E-mail to ASWUfinance@gmail.com

Saturday
September 25, 2010:  

Budget Hearings 10:00am–4:00pm Ford 201

Finance Board begins to draft the initial Fall 2010 ASWU budget

Sunday          September 26, 2010:  
Budget Hearings 10:00am-4:00pm Ford 201. Finance Board continues to draft the Fall 2010 ASWU budget.

Thursday
September 30, 2010:  
VP Finance presents the fall budget to the 







ASWU Senate for confirmation

Friday

October 1, 2010: 

The fall budget goes online on the ASWU 

Website http://aswu.org/
Monday 
October 11, 2010: 

Supplemental budgets due to  

ASWUFinance@gmail.com by midnight. 

Monday 
October 25, 2010: 

Supplemental budgets due to  

ASWUFinance@gmail.com by midnight.

Monday
November 8, 2010: 

Supplemental budgets due to  

ASWUFinance@gmail.com by midnight.

Monday
November 22, 2010:  

Supplemental budgets due to  

ASWUFinance@gmail.com by midnight.

Thursdays




Senate meets weekly in Smullin 129. Budget 







requests will be discussed after bi-weekly 







finance board meetings.


Accessing Your Club’s Accounts

Each student organization on campus has access to two club accounts; a non-ASWU (1-0291-XXX) account and an ASWU (1-0290-XXXX) account.  Club presidents and treasurers should monitor their account transactions and balances in each of their accounts throughout the year. You will have access to the accounts of all clubs of which you are a treasurer.  

Your accounts may be accessed online, through JASON by the president and treasurer of your organization.  The accounts will be listed under the “Department” heading as G/L Reports (general ledger). Once you have clicked on the G/L Reports link, check to make sure that the Fiscal Year at the top of the page is set to 2011, and the start date and end dates selected are 6/1/2010 and 5/31/2011, respectively.
  Below, make sure that you check the boxes next to all relevant account numbers, then click “Submit.”  

One of the account numbers will have a G/L account number beginning (1-0291-XXXX).  This is your non-ASWU account. Your club’s (1-0291-XXXX) account is where your fundraising and club revenues are stored, and cannot be accessed by ASWU.  Since ASWU cannot access this account, money that gets deposited here stays here and never rolls over. Use this account at your own discretion.  To make any transactions with this account, visit the accounting window in Waller Hall.

ASWU account numbers will have a GL number beginning with, (1-0290-XXXX).  These accounts contain money allocated to your club by ASWU.  You may spend money from these accounts only on items and for amounts designated by the Finance Board’s allocations, and only within the time windows approved by the Finance Board.  These funds may be used for reimbursements, but it is possible also to receive a petty cash disbursement before making a purchase.  The process for receiving a reimbursement or a petty cash disbursement will be discussed in detail later in this packet  

Your ASWU (1-0290-XXXX) account, containing ASWU-allocated funds, CANNOT be used to make departmental charges.  For instance, it cannot be used at the Physical Plant (for vans), the Willamette Store, the campus mailroom, the Print and Design Center (formerly the copy center), Campus Safety, ASWU Sound, WITS, or WITS Production. In order to use these services, your club may pay out of pocket and seek reimbursement, in which case ASWU will reimburse you for the amount and services designated in the budget. Payments made from the non-ASWU account (1-0291-XXXX) will still be accepted at these locations.  
Using Your Funding:

Reimbursements and Petty Cash Disbursements

Before making a purchase for which you wish to be reimbursed from your ASWU allocation, make sure that there is enough money in your ASWU (1-0290-XXXX) account to cover the payment.  Additionally, be absolutely sure that the Finance Board, during the last budget meeting, has allocated funding for the specific item or event you are interested in financing.  If either of these conditions does not hold true, then ASWU will not be able to reimburse you.
  You should consider using your non-ASWU club account (1-0291-XXXX) or making a request for funding to the ASWU Finance Board at the next recycling session.  

When you make a purchase for which you hope to be reimbursed through your ASWU-allocated funds, it is crucial that you keep all receipts.  The original receipts or invoices need to be turned in to the ASWU office, along with a completed reimbursement request form.  The reimbursement form is a blue half-sheet that can be obtained from the ASWU office.  After you provide this documentation to ASWU, please allow approximately one week for us to process your request.  ASWU Finance needs to verify that your club has a sufficient balance in its (1-0290-XXXX) account to finance the reimbursement, and that the Finance Board has allocated money in the last budget for the purchase.  

If you need to receive money before making a purchase, the Vice President of Finance will consider allowing a petty cash disbursement of no more than $50.  Petty Cash disbursement forms are located in the ASWU office and must be filled out when making this request.  After making a purchase with a petty cash disbursement, it is important to turn in the receipt or invoice to the ASWU office as soon as possible.  

A note on paid instructors: some clubs have a precedent of receiving ASWU funding for bringing paid instructors to campus to teach lessons in various subjects or hobbies.  In these cases, payments of instructors need to be accompanied by W-9 tax forms, because their payments are considered income.  All invoices entering the ASWU office for the reimbursement of such individuals must go hand-in-hand with these forms.  These forms may be obtained in the Accounting office in Waller Hall.  If you have any questions about this process, feel free to contact either ASWU Finance or University Accounting.  

Reading Your General Ledger

The following is an example of a G/L Report that you will be able to access on behalf of your club.  On the left side of a G/L Report, you would notice your club’s account number next to the account name.  Additionally, a “Dates” column appears on the left side, indicating the dates on which the transactions in your general ledger occurred.  
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It is important to note the “Opening Balance” of your club’s account, at the top center of the report, as well as the “Closing Balance,” which indicates your club’s current account balance, after any transactions that have occurred during the specified accounting period.  A minus sign after the opening and closing balances (as in the case above) indicates positive values.  Correspondingly, the absence of a minus sign after either of these account balances indicates that your account is overdrawn.  Be very conscious of the status of your opening and closing balances.  

The “Debits” and “Credits” columns indicate transactions that have occurred with your account during the given accounting period.  Debits to your account subtract money from your opening balance, resulting in a smaller closing balance (think debit card, taking money out of your account). Credits to your account add money to your opening balance, resulting in a larger closing balance.  The sum of all debits and credits to your club’s account is equal to the difference between your opening and closing balances.  

In the example above, only one G/L Report is shown, but when accessing your club’s (1-0290-XXX) and (1-0291-XXXX) accounts in the future, you should see two G/L Reports—one for each account—listed one on top of the other. Monitor your club’s accounts on a regular basis, not only to ensure that you remain within your club’s ASWU-designated budget, but also to watch out for any mistakes or accounting errors.  Additionally, your non-ASWU account is your own responsibility, so you will be the only individuals monitoring this account, whereas ASWU is able to monitor your ASWU account.  

The Finance Board

The Finance Board is a group of students appointed by ASWU to draft a budget of student activity fees. This board is composed of a variety of students representing a diverse range of backgrounds, club memberships, and grade levels. Finance Board reviews the requests for funding by the nearly 100 student organizations on campus, and after deliberation, composes a budget designed to meet the interests and needs of as many groups as possible.  Finance Board members abstain from discussion and voting concerning clubs with which they are currently affiliated.

The Finance Board is chaired by the Vice President of Finance, and is composed of two ASWU Senators, one representative of TIUA, and five students at large nominated by the Vice President of Finance and approved by the Senate.  The board meets every other week to review ASWU Finance activity and accepts rolling budget applications throughout the semester. It is advised that you submit a complete budget request at the beginning of each semester. But if your organization thinks of additional events/ programming or if unforeseen costs arise, you are able to submit budget requests as often as every other week.

At the time of this writing, the 2010-2011 Finance Board has yet to be confirmed by the senate, but is expected to be approved at the Senate meeting on Friday, September 24th, 2010. Once Finance Board has been approved, we will set dates for meetings every other week.

Budget Hearings

In addition to reviewing written requests for funding throughout the term, the Finance Board is committed to hearing explanations and/or presentations by any group on campus that wishes to explain its budget requests in person.  Often, a personal meeting with the Finance Board is desirable for larger student organizations that submit requests for either very large sums of money for major events and capital expenditures, or a longer list of more moderate expenses.  These budget hearings can be very helpful in explaining and addressing issues that cannot be expressed well on an itemized online form.

This year, initial budget hearings will occur on Saturday, September 25th and Sunday, September 26th.  Each club can sign up for a 10 minute window, providing 5 minutes of presentation and 5 minutes of question-and-answer with the Finance Board. The Board will convene after the hearings to draft the budget. We recommend that club presidents and treasurers attend these meetings, along with any other interested club members.  Clubs submitting budget requests later in the semester are also encouraged to come make their case at Finance Board meetings and/or ASWU Senate meetings.

Precedents and Standards of Finance Board 2009-2010 (informal)

Questions the Finance Board considers when drafting budgets:

· What is the benefit to the Willamette student community at-large?

· How does the requested item fit in with the organization’s stated goals and purposes?

· How essential is the requested item for the success and survival of the organization/event?

· Is the item being requested in cooperation with any other organizations, groups, departments, etc?

· Is the organization utilizing alternative sources of funding for large events?

· Is the requested item a requirement for being part of a national organization?

· Does the organization charge dues? 
· What priority ranking did the organization assign to the requested item?

· Is this a (start-up) capital investment?  Will this provide the organization with some self-sufficiency?

· Can/should/is a small admission fee (be) charged to subsidize the costs of an event?

· What inventory (ASWU property) is currently in the hands of your club’s members, and how well has your club preserved and maintained existing inventory purchased with ASWU dollars? 

Funding Rules From Previous Years:

· No funding for food unless it is shown to be intrinsic to the nature of the club.  

· No funding to hire security.

· No funding for personalized items, equipment, or clothing.

· No funding for prizes, gifts or other give-aways.

· No funding for admission/entrance fees to events.

· No funding for fundraising or revenue-generating events unless for charity.

· No funding for conferences, leadership training, retreats (unless required for club to exist).

· No funding for Speaker transportation or lodging.

Precedents from previous years:

· Van travel may be funded at a cost of $100/van/day (base cost for van for 100 miles)
· No more than $30.00 will be allocated for decorations for any event.

· A base allocation of $25.00 per semester will be designated for advertising/office supplies for any club that requests it, provided that all web forms are submitted on time and the club attended an OSA meeting.

ASWU Funding Request Guidelines (2009-2010)

1. Organizations must be officially recognized by the Office of Student Activities in order to have their budget requests considered by the Finance Board.

2. All organizations must attend the OSA club meeting in order to be eligible for ASWU funding.

3. All organizations must submit an ASWU Budget Request web form and an inventory disclosure form in order to be considered for funding. 

4. Inventory forms will include the item’s date of purchase as well as its storage location and contact information for the individual in possession and accountable for that item.

5. Everything purchased with ASWU funds is property of ASWU and will be treated as such. Groups in possession of equipment are responsible for preserving those items.

6. Organizations must submit an update of inventory items to the ASWU Vice President of Finance when new equipment is purchased. 

7. All organizations must submit online budget requests by 5pm on Thursday September 23th in order to have their request considered by the Finance Board.

8. All requests for books and videos must include exact titles and costs. Please note an inventory form listing the exact titles and storage locations must be completed when purchasing books and videos.

9. General supplies (paper, pens, copies, small advertisements, etc.) that exceed the $25 base allocation per semester must be presented in line item form to the Finance Board within an online budget request.

10. Funding for speakers can be allocated only when tentative dates, locations, and costs are provided. The ASWU Vice President of Finance is authorized to execute the transaction of the allocation only when these qualifications have been finalized.

11. Only a current Willamette student, who pays student activity fees, may represent an organization in a Finance Board hearing.  

12. The Finance Board and the ASWU VP Finance can add, amend, or suspend any of the ASWU Funding Request Guidelines with a majority vote of the Finance Board.  

13. ASWU will not directly fund any political candidates (running for an office in their given election timeline) or issue campaigns.

Budget Requests.
IMPORTANT: budget requests must be accompanied by an inventory disclosure form to be considered (explained below). Even if your organization has no inventory, fill out the form and leave the itemized section blank.
Please read all of the following instructions before completing the budget request web form online. We strongly encourage you to print out a copy of all web forms and fill them out completely by hand before attempting to submit them on the ASWU Finance website.  This will give your club a backup copy of your budget request in the event that your internet connection times-out while you fill out your request.  It will also ensure that you are able to more efficiently and quickly type out your online web form, since you will have a preexisting draft of your requests.  Access the following web form online by clicking on the ASWU Finance tab of the ASWU website http://www.aswu.org. Download the Budget Request Form, open it, and you will be presented with the following fields to fill out.  
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On all budget request forms:

1)  Write the full name of the student organization.

2)  Provide the names, e-mail addresses, and phone numbers for your club’s president, treasurer, and advisor.

3)  State the mission or function of the organization
4)  Using a separate line for each item, list your budget requests.

1. Please indicate the date of the event/program/expenditure.  All events and 
programs must have a date specified.  If the expenditure is continual 
(office 
supplies, advertising, etc.), write “N/A.”

2. Indicate the Financial Quarter in which the item will be purchased and/or 
used with the following numerical codes.


Q1 – First half of fall semester (8/31/10- 10/21/10)


Q2 – Second half of fall semester (10/22/10 - 12/18/10)


Q3 – First half of spring semester (1/17/10 – 3/8/10)


Q4 – Second half of fall semester (3/9/10 – 5/11/10)

3. Assign a numerical rank to each item to signify its importance to your 
club.  Use numbers between 1 and 10, with 10 signifying items which are 
most important and 1 signifying items which are least  important.
4. List each budget item requested.  Itemize these requests as much as possible. The more details you give us, the better.

5. Include a brief explanation of the requested items, potential use of the items and their related costs. The explanation box at the bottom of the form should be used for longer, more detailed explanations. When in doubt, provide as much information as possible. 
6. Please indicate the dollar amount requested from ASWU for each budget 
item.

7. Total the amount requested.
8. Print the name of the individual completing the budget request form in the space provided at the bottom of the form.  

9. Using any additional space needed at the bottom, please list all funding sources (club dues, co-sponsorship, WEB, hall councils, class councils, departmental funds, etc.) outside of ASWU, and any plans for fundraisers.  If yours is an especially large program/event, and you are only partially requesting funding from ASWU, you are encouraged to provide this information (as well as what other outside sources of funding you are seeking, dues, fundraising activities), in addition to your total budget for the event. 

Once you have completed the form above to the best of your ability and knowledge, make sure it is saved with the name of your organization and the word “request” in the filename, i.e. Harry Potter Club would save their file as “harry potter request.xls.”  

5) Once saved, please e-mail your budget request, along with your inventory disclosure form to ASWUfinance@gmail.com. One email with both forms makes finance board’s life easier so please use the email template below as a guide. Thank you! 
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Inventory Disclosure

All capital and equipment purchased by your club in the past is classified as ASWU property.  Likewise, all capital expenditures purchased on the part of your organization during the 2010-2011 academic year will be considered ASWU property, and you will accordingly be expected to document its status through inventory disclosure forms. STILL IMPORTANT: budget requests must be accompanied by an inventory disclosure form to be considered. Even if your organization has no inventory, fill out the form and leave the itemized section blank. You may download the form online by clicking “ASWU Finance on the ASWU website www.aswu.org. 

To initiate the process of inventory disclosure, you will first download an inventory disclosure template in Microsoft Excel.  After saving it to your hard disk and opening, you will be presented with the following fields.  
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1. Complete the first part of the form like you did for the budget request.
2. Using a separate line for each, list all items currently in your club’s possession that were purchased with ASWU funds.  

3. Include both the name of the item and a brief but adequate description of its classifications and possible use. Please also include the date it was 
purchased, its general condition (ie: new, operational, worn, broken, etc), 
and its current storage location.  

4. Use the rest of the columns to describe to ASWU the individual in your club who is currently responsible for the item.  Provide all the contact information requested; assume you will be called upon in the future to demonstrate possession of the described inventory item, either to ASWU or to another club officer interested in using the item for one of his or her own club functions.  

When you are finished filling out the Microsoft Excel inventory disclosure form, be sure to save it with your club’s registered name in the file name “inventory.” For example, the Harry Potter Club would save its inventory form as “Harry Potter Inventory.xls.” Attach this to the budget request email as described above.  

� Setting these dates will ensure that you are able to view the transactions that occur during the 2010-2011 academic year, including your fall allocation, any recycling allocations, and all withdrawals you or ASWU make from your own account. Note you may also change the dates for the fiscal year to see past years transactions.


� Note that you should check the balance on this account before making purchases, as many of these non-ASWU accounts are currently overdrawn.  


� Note that generally, if the Finance Board has allocated money to your club for a specific purpose, and you have not yet purchased the item or used the funding allocated for that purpose, you should have a sufficient balance in your (1-0290-XXXX) account to pay for the expense.  However, some clubs are beginning the 2009 fiscal year with overdrawn accounts (with a negative balance) due to overspending during the year before.  If this is the case for your club, then regardless of the funding the Finance Board allocates in the upcoming budget meetings, you will be unable to use your (1-0290-XXXX) account until your account is balanced. 
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