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Introduction to the Student Association

The Student Association (SA) at Oswego State University of New York is a not-for-profit. SA will engage in important policy issues on campus while providing for students' integral leadership and educational opportunities outside of the conventional learning environment with shared values including: accountability, integrity, consistency, and individuality.

SA is able to provide for these services and programs by charging each undergraduate student a mandatory activity fee.  Currently the fee is $97.00 per semester for full time students, and a per credit hour charge for part time students and graduate students. 
As the treasurer of your organization you will be responsible for understanding and adhering to the following rules and regulations of the SA.  You will be acting as the official contact person between your organization and the Student Association.  You will be expected to supervise the financial activity of your organization, and ensure that what is being carried out is what is budgeted for. 

To accomplish this, you will work with the Director of Finance Niall Pope, the Finance Assistants Michael Dempsey and Jose Acosta, the Finance Manager Liz McGrath, and the SA Secretary. All of these people are available in The Point 131 Campus Center during office hours and by appointment.  In addition to these people you, you may also work with Auxiliary Services, Campus Life, Residence Life, Campus Recreation, and the Student Service Operations Manager depending on the event or program your organization plans. Become familiar with these people as they will serve as a great resource in your activities. 
Please take the time to read this manual as it will greatly assist you and your organization.
Responsibilities of the Organizational Treasurer
1. Keep accurate up-to-date financial records for the group and to inform organization member’s about the group’s financial position.
2. Prepare “Purchase Order Requests” and other forms when needed by your organization.

3. Complete all paperwork in a timely fashion, and follow the list of “Important Dates.”

4. Be knowledgeable and compliant about the Student Association financial guidelines and inform your organization of them.  (Read the Finance Policy.)
5. Check and empty your organization’s mailbox in The Point, and read your e-mail at least once a week.

6. Prepare your group’s budget request when applying for Budget.
7. Organize your documents in your binder. 

Procedures and Regulations of the

Student Association

Maintaining Treasures Manual
1) Account Summary
a) The organization will receive an account summary weekly of how much has been spent out of your budget. 
b) Keeping track of your documents will be vital in case of misstated amounts.
c) These summaries should be placed in your organization’s binder.
2) Audit

a) Two audits will be performed; November and March.

b) These audits are performed so the Director of Finance can check over your binder to make sure you are maintaining it correctly. 

a. This would be a good time to have any questions answered that you may have.

b. For the audit you need to make sure that your binder is up-to-date.

c. Binders will be looked at for recommendations at Budget Council in February.  
3) Year-End Check Out
a) Check out will begin the first Wednesday of April thru the second Wednesday of May. 
b) This is when you hand in the binders to the Director of Finance, close the books, and take care of any outstanding PO’s.
c) If PO’s are still outstanding after your organizations book is closed those PO’s will be voided, unless authorized by the Director of Finance.
d) This will be a good time to make any suggestions or comments about the past year. 
Purchase Orders Requests (POR)
1) Purchase Order Request can be found online @ www.oswego.edu/sa 

2) POR’s must be used for any request to spend money from the Student Association.
a) TWO copies must be printed out.  One copy should be given to the Finance Manager. The second copy should be placed in the organization’s binder.
b) The POR is to be submitted to the Finance Manager, along with an invoice, for a Purchase Order to be generated.
c) Once the POR is submitted, the Finance Manager will generate an official Purchase Order (PO) for the Director of Finance to review.

3) For POR’s to be considered they must:

a) They should be submitted at least ten days in advance.

b) Be typed,

c) Signed by treasurer only,

d) Be accurate and complete,

e) Include description and account number,

f) Include total,

g) Price quote, and

h) Date, time, and place (if applicable).

The shipping address is:

Name of Organization

Student Association

131 Campus Center

Oswego, NY 13126

4) The PO contains carbon copies.  
a) Carbon Copy of the PO’s
i) When you receive the PINK COPY of the PO this means that your POR has been approved--you may now purchase your order.
ii) When you receive the YELLOW COPY of the PO this means the check was sent out.
b) Place the pink and yellow copies in your binder with the POR that corresponds with its purchase.

Direct Charges

1) NO DIRECT CHARGES are to be made unless approved by the Director of Finance beforehand.  This policy must be strictly adhered to because SA will not be liable for any direct ordering and the person who ordered the goods would be liable.  This means that you cannot order item over the phone without prior approval.  It is allowable to get a quote over the phone, but make it clear that it is a quote and not an order.
2) SA Organizations will no longer make direct charges to the College Bookstore via Supplies Declining Balance.  
3) When inquiring to receive goods or services from the College Bookstore, SA organizations will follow proper purchase order procedures in addition to the following:
a) Organizations must fill out the College Bookstore Price Quote Form, listing item descriptions, prices, and quantities.
b) Discounts will be authorized by the College Bookstore personnel.
c) Make sure price quote is totaled and initialed
d) Organizations are not allowed to bring supplies or other items to the checkout counter for the College Bookstore personnel to hold. 
e) The College Bookstore do not have a database which list price quotes, therefore SA organizations must take responsibility in getting price quotes by walking around the store. 
f) College Bookstore Price Quotes forms are available in the College Bookstore and can be found online @ www.oswego.edu/sa 

Reimbursement

1) In no case shall an organization incur an expense without prior approval of the 

Director of Finance BEFOREHAND.
2) Be sure to type REIMBURSEMENT on the top of the PO and include 


the receipt. Tax cannot be reimbursed because we are a tax-exempt 



organization.

3) Type HOLD CHECK on the POR if the check is to be picked up.
4) When the yellow copy of the PO is received, the check can be picked 

up, with ID.
Unacceptable Expenditures

1) Moneys allocated cannot be spent for:
a) Tax (if you need tax exempt form see the Finance Manager)
b) Tobacco
c) Gratuity
d) For personal use
e) To pay a professional college official
f)    Donations: No Student Association money may be given as a donation to any outside organization.  If your group wishes to help a charitable organization, you may hold a fund-raiser in its name.  The name and purpose of the organization being benefited must be made known to all who participate/contribute.  All money made from the fundraiser must be deposited into the Student Association account with Check Cashing at Student Services in the Box Office, and a purchase order should be written paying all proceeds less expenses to the beneficiary.  If the event does not net a profit, no donation can be made.  The organization must fill out a Fundraiser form prior to the fund raising event.
Transfers

1) No transfers can be made between organizations.
2) Transfers within an organization under $500.00 must be approved by the Director of Finance.
3) Transfers within an organization of $500.00 and over must be approved by the Senate.

4) Forms for transfers are available in the Student Association office, from the Finance Manager, Liz McGrath.
5) There can be NO transferring from income, postage, telephone and 3-Year Plan accounts.  Funds in payroll accounts can only be transferred into another payroll account.
Deposits

1) SA funded organizations cannot deposit money in private bank accounts.
2) All income must be deposited to Student Association through Check Cashing at Student Services in the Box Office. 
3) If your organization does not have an income line, any income that you make can be spent by the organization.  However, the money still needs to be deposited and then through the regular purchase order system, it will be expended.  Please see the Director of Finance for new account numbers.
1. If your organization does have an income line, then any money deposited above the income line can be expended through the purchase order system.  The organization will be notified when the income line has been met.
Inventory (See Financial Policy, page 12)

1) Inventory forms can be found online @ www.oswego.edu/sa 

2) Inventory forms are to be submitted the first Monday in October and the first Monday in March.
3) Any item worth $100.00 or more must be accounted for on an inventory form.
4) Any asset will be marked as property of the Student Association.
5) Under no circumstances can an organization dispose of any SA property. Only the Student Association Director of Finance and the Student Association President has the authority to dispose of Student Association’s property.
6) If your organization needs to dispose of any SA property then contact the Students Association Finance Department.
Contracts

1) Begin your program planning by gathering information from agents or representatives.  Find out such things such as dates available, costs, fees, etc.  DO NOT make any verbal commitments or promises at this time.
2) The only contracts that are binding to the Student Association are those that are signed by the SA Director of Finance, or SA President.
3) For every entertainer that you bring to this campus you will need to fill out a personal service contract of Student Association.

4) When you receive the contract, review the dates, costs and provisions for the entertainer. 
5) Consult the Director of Finance of the possible arrangements, and await for approval to go ahead and solicit acts.
6) Inform the agent that you have been given approval and ask the agent to send you copies of the proposed contract. Inform him that the “Purchaser” or “Presenter” is Student Association and the “Purchaser” or “Presenter” representative is “Student Association Director of Finance.”  Only the Director of Finance and the President legally bind the Student Association.  The “Artist” is the title for the party for whom you are contracting.
7) If the Artist requires an original contract, obtain two copies of the contract and fill out the necessary contract(s)—except for the presenter signature.  If the Artist does not require an original contract then only one contract is needed.  
8) Obtain two copies of the Student Association Personal Service Contract and fill out the necessary contract except for the signature.
9) All contracts submitted must be signed by the “Artist” prior to the approval of the Director of Finance.
10) Attach the contract to the purchase order request—the Director of Finance will then go over the contracts to be sure they fit all regulations.
11) You will be informed once the contract is signed by the Director of Finance/President, and it is your responsibility to send a copy to the agent.
12) If the contract needs any changes, the Director of Finance will get in contact with the treasurer of the organization.
13) Faxed signatures are sufficient for a check to be written, but when at all possible please have an original available.
14) If your organization needs assistance during the contract negotiations please see the Director of Finance.
SA Logo

The Student Association requires that all Student Association groups use the SA logo, or the words “A Product of Your SA Fee” or “Made Possible by the funding from your Student Association Fee” on all publicity.  

Publicity is considered any advertisement, publication, announcement, posters etc.  This is for the purpose of furthering awareness of the many services, programs and activities which are made possible from the Student Association.
Posting Policy


Please be aware that all publications, including but not limited to brochures, press releases and posters announcing public programs and events should include: 

Persons with disabilities, needing accommodations to attend this event, should contact (name/department) at (phone #) in advance.
Postage
1) SA organizations that have postage expenditure in their budget must adhere to the following rules:
a) Use the plastic bar coded slip that has your organization postage function numbers with all outgoing mail.

b) You must paperclip one slip to the top piece of each outgoing mail.
c) Rubber band your mail together according to mail room procedures.
d) You will still be required to put your department name on each piece of mail.
e) You may also want to handwrite your function number on each piece of mail just in case the plastic slip detaches.
f) Check your mailboxes for any returned outgoing mail and plastic bar code slip.
g) Check with DOF or Liz McGrath for additional copies of mail room procedures if needed.
Payroll 
Selected Organizations (See Financial Policy)
1) It is the responsibility of the employee to submit all payroll paperwork to the Student Services Operations Manager (SSOM) Cyndia Donovan. If no paperwork is handed in, the employee cannot be paid. The office is located at the Box Office in Campus Center.

2) It is your responsibility to submit payroll to the SSOM.

3) Payroll is due every other week according to the schedule.
4) All payroll accounts are clearly identified in an organization’s budget. 
5) Checks for the student employees are to be picked up at Check Cashing with the employee’s student ID.

6) Payroll forms can be found online @ www.oswego.edu/sa 

Salary Employees

1) Sign and submit the form and give it to the Student Services Manager at the beginning of each semester.
2) On the form, indicate the payroll account #, title of payroll position and the employees’ name. 

Hourly Employees

1) Every two weeks you will have to add up the hours worked by the hourly employees.

2) A time card is required by any organization that has hourly employees.  On the time card add up the hours and write the number down.  If there are no more time cards you must order more.
3) The time worked is than rounded to quarters.



1-6
 minutes worked = Rounded down to the current hour



7-22
 minutes worked = 1/4 of a hour



23-38
 minutes worked = 2/4 of a hour



39-52    minutes worked = 3/4 of a hour


 53-00    minutes worked = Rounded up to the next hour

a. The numbers you will use to calculate payroll will use the quarter of an hour figure.

4) Enter the payroll account #, employees’ name, the rate of pay per hour and the number of hours worked into the appropriate columns. 
5) Next, you will multiply the rate of pay per hour times the number of hours worked to get the total pay per employee.  Enter this amount into the appropriate column.
6) Add the pay of the hourly employees you have listed and place the total at the bottom right of the page.
7) Sign and turn in the completed payroll sheets, along with the time cards to the Student Services Manager.  The Student Services Manager will keep the time cards.
Commission Employees

1) Enter the payroll account #, employee’s name, the percentage of commission and the final cost of the advertisement into the appropriate columns. 
2) Next, you will multiply the final cost of the advertisement times the percentage of commission to get the total pay per employee.  Enter this amount into the appropriate column.
3) Add the pay of the commissioned employees you have listed and place the total at the bottom right of the page. 
4) Sign and turn in the completed commission payroll sheets, along with the receipts or contracts to the Student Services Manager. The Student Services Manager will keep the receipts or contracts.

Telephone Business Codes

1) A memo from the president or general manager of the organization with a list of individuals and their position held who will need a code.  Please limit the number of codes that you request to essential personnel only.  Anyone who is on the list that will be requesting a code must come to the Student Association Office and complete a Student Association contract and a Telecommunications contract.
2) The access code is for business use only.  Be aware that these rules will be strictly enforced.  Individuals will be financially liable for any calls deemed personal.  
3) If an individual is found in violation of these rules they may have to record calls in a telephone log and/or have their access code revoked.  Telephone logs will be reviewed and any calls not recorded will be paid for by the individual whose code is used.  
4) If the individual fails to reimburse the Student Association for personal calls made on the business access code charges will be filed with the Office of Judicial Affairs.
Budget Policy
Process is subject to change due to new pending Finance Policy.
Tier 1 organizations do not have a budget; however, may request funds through senate.

The Budget Process will be held in the spring. There is NO LONGER a tier 2 budget process in the fall. 
When going through the process of obtaining/maintaining tier 2 or 3 status follow the list of important dates updated by the Director of Finance. All documentation must be submitted on time; if not, you are disqualified from the process. 

Things to Keep in Mind


1.
Plan Ahead!!  Probably the biggest cause of a poorly executed event is lack of planning on the behalf of the organizers.  You should plan your event sufficiently well in advance so those small problems will be worked out before they become big problems.

2.
Work within your budget!  Keep costs to a minimum and shop around for good deals on every purchase you plan you make.  The more money you save on these the more you will have for future events.

3.
Inform the Director of Finance of events being tentatively arranged.  Remember that you must have approval before any commitments or promises are made. 

�





If you have any questions please contact Director of Finance via E-mail at Finance@oswegosa.org or by calling 312-3113.
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