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STUDENT CLUB 

MANUAL 
Revised, Fall 2022
Welcome, Student Leaders!

We are glad to have you on the Oklahoma State University-Oklahoma City campus, serving as a leader of one of the great student clubs and organizations we have to offer! Being a club member or officer can be both exciting and challenging, and the Office of Student Engagement is here to support you in your new position. You also have the assistance of your club advisor. The faculty and staff of the University who volunteer their time to serve as advisors are a very special group. I know you will appreciate their guidance and ideas.

The Student Organizations Manual will be helpful to you. It provides a great deal of information for you and your club. The Manual includes details of policies and procedures that you will need to follow, plus a copy of the forms you will need to complete. There are also helpful hints about planning an activity, designing a web page for your organization, and accessing funds that are available for your club.

The Student Organizations' Office is also described in this document, so that you can be aware of all the equipment and software, which is available for your use as a club officer. There is also a brief suggestion of requirements and responsibilities of various officer positions, and you may want to create a "job description” for each person to help each leader understand his or her role.

We are glad to have you on board as we explore leadership together in the coming year. If we can help you and your club on your journey, just contact us!

Congratulations and Good Luck!

Coral Rewasiewicz
Director of Student Engagement
Oklahoma State University-Oklahoma City

Hadley Griffith

Coordinator of Student Engagement

Oklahoma State University- Oklahoma City
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REQUIREMENTS FOR INITIAL RECOGNITION

To form a student organization on campus, the following procedures must be followed:

1. A Petition for Formation of Club or Organization is available from the Student Engagement Office. The petition must include signatures and email addresses of ten (10) currently enrolled students who plan to actively participate in the club.

2. The petitioning group should also submit a statement of goals and objectives, which must include the following information:

· Official name

· Purpose of organization

· Requirements for membership (majority of members should be students, faculty and/or staff at Oklahoma State University-Oklahoma City, and shall not be restrictive based on race, sex, creed, national origin or sexual orientation)

· Planned meeting dates

· Constitution/Bylaws

· List of officer positions and duties of each (president, vice president, etc.)

· Election procedures

· List of club fees and dues, optional (no club or organization should charge excessive dues - normal range would be $5 to $15 per year) 
3. All proposed organizations and clubs must also have their petition signed by a faculty or staff advisor and alternate advisor acknowledging their acceptance of duties and responsibilities as advisors, as they are outlined in this document. All advisors must be employed by OSU-Oklahoma City.  To be an advisor, an employee must have the approval of his/her immediate supervisor.

4. All information should be turned in to the Student Engagement Office, Student Center, 132.  Upon approval of the Student Government Association (SGA), the information will be forwarded to the vice president of Student Experience.

5. Upon approval by the Vice President for Student Experience, the student organization will obtain a location for the organization's meetings by contacting OSU-OKC Event Services, by submitting a request at: https://osuokc.edu/studentengagement/event-request . Organizational meetings, activity times and locations will be placed on the monthly Student Activities calendar on both Canvas and via Outlook. The deadline for information to be included on the month’s calendar is the 15th of the previous month. Submit your club information to the Office of Student Engagement.
6. Upon approval, the organization will have two (2) months to draft a constitution to be submitted for approval by the Director of Student Engagement. Assistance in writing a club constitution may be obtained from the Student Engagement Office. (Club Packet, Appendix I)
REQUIREMENTS FOR MAINTAINING RECOGNITION

To receive and maintain approval, student organizations must submit to the Office of Student Engagement the following information by the first Friday of October of each fall semester (Student Organization Form for Maintaining Recognition, Appendix II.).
1. Current constitution and by-laws (if any changes)
2. Advisor Name(s)
3. Officer names, positions, and email addresses
4. Number of current active members (active is defined as at least 75% regular participation in meetings and at events, and consistent communication/engagement with the club), minimum of ten (10)
5. Schedule and location of planned meetings

6. General plans for school year

This form will be available via online submission (Slate) here: https://apply.osuokc.edu/register/studentclubstatus . If there has been a change in executive officers, a new Yellow Card will be issue for digital signature to all appropriate parties and then filed in the Stillwater office. 
The SGA representative (or filling officer) must be present at 3 out of 4 general sessions in order to remain active. If no officer is available to attend, the club must fill out a club report in place of attendance. The form is available via online submission here: https://apply.osuokc.edu/register/studentclubreport 

PROBATIONARY STATUS AND SUSPENSION OF RECOGNITION

1. If a student organization is placed on probationary status, the club will not be allowed to utilize the student activity funds set aside for them. This includes the $100 allocated each year by the Student Government Association (SGA). Clubs on probationary status will also be restricted from receiving the funding that is sometimes assigned through SGA to the organizations that assist in sponsoring special events that will be beneficial for the entire campus community.

2. Student clubs and organizations may be placed on probationary status for any of the following violations:

a. Failing to have a club representative at more than two (2) consecutive SGA meetings OR failure to submit a club report.
b. Failure to maintain the minimum amount of required members to remain active.

3. If an organization is placed on suspension, the club immediately loses its privileges of being a University organization. All accounts of the suspended organization will be placed on hold, and other club activities will be disallowed.

4. Clubs or organizations could be suspended for the following reasons:

a.  Failure of the group to maintain current records in the Office of Student Engagement
b. Failure to plan and implement a program of activities.

c. Failure to hold any meeting for a period of one year.

d. Failure to maintain an adequate system of financial accountability.

e. Failure to comply with its constitution and by-laws.

f. Violation(s) by its members of University rules and regulations or municipal, state or federal laws.

5.
If an organization fails to regain recognition for two (2) consecutive years, the organization’s account balance will be transferred to the Student Activities Control Account, for general student needs.

6.
An organization may voluntarily relinquish its recognition at any time by delivering to the director of Student Activities a written notice signed by the remaining officers and advisors, stating that they are disbanding and why.

7.
A group may reapply for recognition by following the recognition process required of any student organization.

8.
If an organization believes the Director of Student Engagement wrongly suspended them, they should refer to the Student Grievance Procedures, as outlined in the Student Rights and Responsibilities Governing Student Behavior.

REQUIREMENTS FOR HOLDING OFFICE

Student organizations should hold the election of officers in April of each year, with regular terms running through the following April. Forms for the submission of names, positions, addresses, telephone numbers and social security numbers of newly elected officers are due in the Office of Student Engagement on May 1. In order for students to be eligible as an officer of a student organization, they must meet the following criteria at the time of election and throughout their tenure:

1. The student must be enrolled in at least six (6) credit hours at Oklahoma State University-Oklahoma City.

2. They must maintain a minimum cumulative grade point average of 2.00.

3. The student cannot be on academic or disciplinary probation at the University.

4. Officers are required to be familiar with the information included in this document, the Student Handbook, and in the OSU-Oklahoma City Student Rights and Responsibilities Governing Behavior. They are responsible for ensuring that organization activities remain within the stated guidelines contained in these documents.

5. It is recommended that a student hold a major office in no more than two (2) clubs or organizations simultaneously.

6. The secretary or designated officer of each club is required to submit a written or electronic copy of meeting minutes to the SGA Executive Cabinet each month.

7. The public relations officer for each club (if applicable) should be familiar with the regulations on campus for posting and distribution of literature, including allowed locations and timelines for removal, and the process for publicizing events and fundraising projects through the campus Office of Marketing & Communication (if there is no designated PR Officer, it is recommended that a copy of marketing best practices be available for all officers in club).
8. The treasurer, committee chairperson, or president is required to abide with regulations for handling of funds and filing of reports before and after club activities.

GENERAL DUTIES FOR OFFICERS OF STUDENT ORGANIZATIONS

The following information is not inclusive of all duties and requirements of the officers of the various student clubs on campus. It is only provided as a general outline of the types of duties, which could or should be accomplished by students filling the various positions.

PRESIDENT

The president presides over regularly scheduled meetings, seeing that they progress in a timely and orderly manner. Assign duties to committee chairs or officers. Ensure that the planning and promotion of activities is proceeding in a timely manner. Assist members or officers in the implementation of events. Requirements: Should demonstrate general leadership ability and strong organizational skills. IF APPLICABLE: Represent club at SGA meetings and present SGA report at each club meeting. (Representative defaults to President, but may be fulfilled by another officer.
VICE PRESIDENT

In the absence of the president, preside over regularly scheduled meetings, seeing that they progress in a timely and orderly manner. Assist the president in responsibilities related to that office. Consult with president on a regular basis. Serve as chairperson of at least one committee Requirements: Should demonstrate leadership ability and strong organizational skills.

SECRETARY

Attend all regularly scheduled meetings. Record minutes (pertinent information must be documented accurately) and take roll of the members. Transcribe minutes of meeting within one (1) week of the meeting. (Equipment and resources are available in the Student Organizations Office.) Duplicate minutes for all members prior to the following meeting. Submit a written copy of meeting minutes to the Office of Student Engagement each month. Maintain a notebook of official meeting minutes throughout the year. Requirements: Should have strong organizational skills and adequate typing skills.

TREASURER

Attend all regularly scheduled meetings. Meet with the Student Engagement director once a month to provide accurate budget information. Serve as consultant to other club members relating to the budget, expenditures of funds, purchase orders, etc. Prepare and deliver a budget report at each regularly scheduled meeting. Requirements: Should have strong organizational skills and adequate mathematical and/or accounting skills.

Marketing & PUBLIC RELATIONS (Can be fulfilled by advisor)
Attend all regularly scheduled meetings. Oversee the disbursement of information to the OSU-Oklahoma City official virtual publication, OrangeWire, and the OSU-Oklahoma City Office of Marketing & Communications to ensure that it is accurate. The deadline to include information on the monthly Student Activities Calendar is the 15th of the previous month. Work closely with the organization advisor and/or the Student Activities director in all matters relating to the disbursement of promotional materials. Assist in preparing promotional articles, fliers and posters for club events. Serve as a resource to other members about the proper display of posters or fliers. Attend Student Leadership Retreat and Student Leadership Workshop for student organization officers.  According to University policy, the club advisor or club members should not deal directly with external news media.  Inquiries from external news sources should be directed to the Office of Marketing & Communications.  Assistance in writing news releases can be obtained from the Office of Marketing & Communications.  Contact the Office of Marketing & Communications at okc.news@okstate.edu  for further assistance. Requirements: Should have strong organizational skills and creative and artistic ability.

STUDENT GOVERNMENT ASSOCIATION (SGA) REPRESENTATIVE

Generally, this person is the president of your club. SGA will meet on the first Thursday of the month during the fall and spring semesters. If the president is not available for some reason, the club may select another student who is interested in participating in this opportunity. SGA will also include special leadership training and members may be selected to serve on University-wide committees and other important opportunities. Requirements: Should be available to attend all regularly scheduled meetings of the SGA, serving as an active member of SGA and representing your club. Provide a SGA report at each meeting of your club to discuss SGA issues with members and to learn members' concerns in order to inform SGA. Responsible for ensuring that an alternate club member attends a SGA meeting if you are not able to attend, understanding that if an organization fails to have a representative at two consecutive SGA meetings, the organization will be placed on probationary status. Requirements: Should have strong organizational skills, an interest in the affairs of the University and be willing to speak up in meetings.

NOTE: Individual clubs may have additional criteria for holding an office. Clubs may also have additional officers that fit the clubs needs, it is asked that the Student Engagement Office have a copy of any additional offices.
FINANCIAL REGULATIONS

1. At Oklahoma State University-Oklahoma City, all student organization funds must be maintained and disbursed through the Office of Business Services. Clubs and organizations are members of the University community and are expected to follow all University policies regarding budget and purchases. The membership of the organization must approve ALL expenditure involving organizational funds by a majority vote at official club meetings. After submission of an approved Student Club Event Request Form (Appendix III.), a University Requisition form for approved purchases will be completed by the Office of Student Engagement and must be signed by the advisor, the treasurer or president, and the Director of Student Engagement. (The club officers or advisors are responsible for providing all necessary information for the requisition forms, such as vendor name, address, phone number, etc. and specific information about the item or service to be purchased.) Organizations will adhere to the following guidelines:

a. All student fund-raising projects must be approved by the Director of Student Engagement at least two (2) weeks prior to the proposed commencement of the project. This process begins with the completion of a Student Club Event Request Form (Appendix III.), available via online submission. Please note that some major events require a great deal more advance planning, and submission of this form is required six to eight (6-8) weeks before a major event. Before initiating any major projects, it is required that an officer or advisor speaks to the Office of Student Engagement for advice and assistance.

(1) Before approval, the use of the funds to be raised must be clearly stated on the Student Club Event Request form.
(2) In addition, the use of the raised funds must be clearly advertised during the event, to ensure that potential donors will know the purpose of the activity.

(3) Fund-raising events cannot be of such a nature that they conflict with the OSU-Oklahoma City Bookstore.

IMPORTANT

The Office of Business Services will not honor invoices, reimbursements for purchases or verbal agreements without prior approval of the organization, the organization's advisor and the Director of Student Engagement.
A deposit form must be completed through the Office of Business Services for all monies collected. A Departmental Deposit Form (Appendix IX. ) is available online to download, as well as through the Treasurer’s Manual (Appendix X.) provided by OSU-Stillwater.
a. All monies received by OSU-Oklahoma City are to be deposited within 24 hours of receipt or the next working day.  This is not only OSU-Oklahoma City policy, it is state law.  This applies to all functions for OSU-Oklahoma City.  No money is to be left in offices after hours.  All change funds, daily receipts, etc. are to be brought to the Office of Business Services to be locked in the vault overnight, or placed into the night depository outside the Business Services and picked up the next business day.  Monies placed in the night depository for safekeeping should be placed in a sealed envelope or a locked bag and identified as to ownership.

b. As a precaution, two (2) students should be present at all times when funds are being collected, counted and deposited into the organization's account.

2.
Active clubs and organizations will receive funding through the SGA Control Account. Active clubs and organizations are also allotted $100 each year to be used as "seed money" if their balance is at zero or has a negative balance.  These funds are taken directly from SGA Control Account and deposited into the student organization account.

All receipts submitted for reimbursement must be itemized, or have an official letter from the company attached, listing the items purchased.  Also, keep in mind that reimbursements may take up to six weeks.

Checks are not issued for your club to make purchases. Instead, purchase orders (POs) are used to buy items that are pre-approved by your club, the advisor, and the Director of Student Engagement, and from businesses that will accept them. (POs are essentially a promise to pay.) After the request is approved (on the Student Club Event Request form) and the purchase order is complete, an official copy of the PO will then be checked out to the designated person to make the purchase. Please use the following procedure:

PURCHASE ORDER USE PROCESS:

1. Go to or contact the Office of Student Engagement to fill out the Purchase Order/Yellow Card signature card. (Please be sure it is legible.) A copy of a Disbursement Form can be found here: https://osuokc.edu/studentengagement/forms . The Yellow Card (signature card) is kept on file with OSU-Stillwater to make sure the officers and advisor(s) making the request match what is on file. Upon request of an updated card, the Director of Student Engagement will send a digital card to be sent via DocuSign for all appropriate signatures.
2. A Purchase Order number will be assigned to your organization and a copy will be given to you for your records.

3. Bring the receipt back to the Office of Student Engagement within three days. Please be sure it has the following written on it:



PURCHASE ORDER NUMBER

NAME OF CLUB/ ORGANIZATION

4. The PO and receipt will be matched and returned to your advisor for the following signatures:



ADVISOR

PRESIDENT

TREASURER

5. Once PO is returned to the Director of Student Engagement, the PO will be forwarded to OSU-Stillwater for payment.

POSTAL REGULATIONS

If student groups are interested in sending out a mailing to members, please contact the Mail Room Clerk at 945-3307 for specific instructions.

FUNDRAISING IN THE COMMUNITY

We encourage you to be creative in planning club activities and develop new ideas that will be of interest to the students and/or the community. You may want to consider items that could be donated to benefit your activity, and then determine what businesses and agencies might be willing to support your efforts.

IMPORTANT!

Before asking any individual or business to make a donation (cash gifts or gifts in kind), you must get written approval from the Director of Student Engagement. Complete and submit a Request to Solicit Donations (Appendix XI )to the Office of Student Engagement at least two weeks before you plan to request contributions.

After approval, you will need a letter to take to the business to verify your position, club and planned activity. Upon receiving a donation, you will want to prepare thank you notes to the contributors and include the appropriate publicity to recognize those businesses that have supported your event. A Student Organization Fundraising Event Summary form (Appendix XII.) must be filled out and submitted to the Office of Student Engagement upon deposit of funds. 
COMMUNITY SERVICE PROJECTS

1. All student organizations are encouraged to participate in community service projects. Through involvement in these activities, students have the opportunity to learn more about social issues and how to develop effective programs to address these problems.

2. Files will be established and updated as information arrives in the Student Organizations Office area. Information will be posted regarding community service programs that are seeking student volunteers. For more information about these programs, or for assistance with other community service projects, please contact a Student Activities staff person.

3. 
Students who complete over 100 hours of community service prior to their graduation are eligible to receive the SHINE award through the Oklahoma County Commissioner’s Office. Information and criteria can be found at: www.osuokc.edu/shine . Applications will open in the Spring and all eligible students will receive a graduation cord and certificate, which will be presented during the Student Life Awards at the end of the Spring semester.

ADVISOR’S RESPONSIBILITIES

In order to serve as an advisor of a student organization, a person must be employed by Oklahoma State University-Oklahoma City and have the approval and concurrence of their immediate supervisor. An advisor plays an important role in the development of a student organization and its members. However, students should be aware that advisors are serving on a volunteer basis, using their personal time to assist the officers and members. The following responsibilities are applicable to advisors:

1. Advisors should be familiar with the student organization's constitution.

2. Advisors will provide guidance to the organization they sponsor. As needed, they should work with the officers and members in planning activities scheduled by the group.

3. Advisors ensure that activities conform to general University policies and procedures, as they are addressed in this document, the Student Handbook, the University Catalog and the Oklahoma State University - Oklahoma City Student Rights and Responsibilities Governing Student Behavior.

4. Advisors should discourage students from undertaking projects that will consume an undue amount of time. Scholarship standards, educational workloads and the health and safety of the student should take precedence over all student activity participation.

5. Advisors should delegate as much responsibility for the organization as possible to the officers and members and be available to offer procedural guidance as necessary.

6. Advisors ensure the content of programs and other forms of entertainment are in good taste and reflect the educational goals of the University.

7. Advisors or an approved, designated representative must be present at ALL events scheduled by the organization they sponsor. (Exceptions to this may be officer meetings or committee meetings when votes are not taken and only when tentative plans are discussed.)

8. Advisors should remind officers that all scheduling of on-campus and off-campus activities occurs by submitting a Student Club Event Request form at least two weeks in advance and for major events six to eight weeks for the necessary approval of Director of Student Engagement.

9. If on-campus or off-campus sites are selected for activities, advisors are responsible for ensuring that the area is accessible for participants with special needs. For assistance in this process, advisors are encouraged to call The Office of Disability Services and Diversity at: okc.accessibility@okstate.edu .

10. Advisors can direct questions about organization rules and regulations to the Director of Student Engagement.

11. Advisors are encouraged to remind officers to publicize club events through the Office of Student Engagement and Marketing and Communications. Requests for promotions on OSU-OKC official channels should be made at least two weeks prior to the event date. According to University policy, club advisors or club members should not deal directly with external news media. Inquiries from external news sources should be directed to the Office of Marketing & Communications. Assistance in writing news releases can be obtained from the Office of Marketing & Communications. Contact them at okc.news@okstate.edu for further assistance.

12. Employees may reserve a school vehicle through the Security office.  The vehicles are reserved on a first-come, first serve basis.  A completed and signed request must be on file 24 hours prior to departure time. The request may be accessed via Security’s website here: https://osuokc.edu/security/vehicle . Keys can be picked up from the Security Office just before departure.  If leaving before 8 a.m., advisors must make arrangements in advance with Security to pick up the keys.  Keys should be turned in as soon as the vehicle is back on campus.  If returning to campus after Security hours, turn the keys in to the security officer on duty, unless other arrangements have been made with the Security Office.  Employees driving school vehicles will be required to show a valid driver’s license and sign a Driver Authorization Agreement once a year.  According to OSU-Oklahoma City Student Rights and Responsibilities, “If University transportation is used, the driver must be a University employee or University work-study student.”

13. Advisors must ensure that an Annual Year End Report (Appendix VI.) is submitted to the Office of Student Engagement at the end of the spring semester each year. For informational purposes, advisors should also ensure that the organization president or secretary submits copies of the meeting minutes to the Office of Student Activities monthly.

14. As appropriate, advisors must ensure that organization meetings are conducted under Robert's Rules of Order, or a similar order of conduct. (Information regarding this topic is available in the Office of Student Activities.)

15. 
Advisors are required to have a Purchasing Card for their student organization. To request a P-card, contact Sharon Fitzpatrick (Purchasing Office) at: Sharon.fitzpatrick@okstate.edu .  For any purchases over the maximum purchase limit that cannot be processed through OKCorral, please contact the Director of Student Engagement. All other purchases must be done and handled by the advisor directly. 

STUDENT TRAVEL PROCEDURES AND UNIVERSITY POLICIES

Student organizations planning to travel off campus are required to comply with the following guidelines:

1. A Student Club Event Request Form (available at: https://osuokc.edu/studentengagement/event-request ) and Student Insurance Form must be submitted two weeks before travel plans are made by the organization, and approved by Director of Student Engagement prior to scheduling, promoting or contracting for service. Student Insurance Forms can be submitted up to 24 hours prior to event and done online here: https://campuslink.okstate.edu/submitter/form/step/1?Guid=97e61950-d669-49be-a2ff-6d6c4876261f 
2. All participants traveling must read and sign the OSU-Oklahoma City Student Behavior Contract for Travel Off-Campus Form each year (Appendix V.). Completed forms should be returned to the Office of Student Engagement at least three (3) days prior to departure. Failure to provide this form will prohibit the student's participation. A Contract of Participation is also generally required for an extended trip. Please speak to the Director of Student Engagement for specific details.

3. Prior to departure, the student organization president or advisor should provide the Office of Student Engagement with the following: itinerary of the trip, list of contact names and destination telephone numbers.

4. The student organization is required to provide receipts for ALL expenditures in accordance with OSU-Oklahoma City Office of Business Services guidelines.

5. Participants must be 18 years of age or accompanied by an adult.

6. A full-time employee of the University should, in most cases, be designated as advisor of the trip.

7. When University transportation is provided, regular University policy for use of University vehicles will be followed.

8. If University transportation is used, the driver must be a University employee or University work-study student.

9. If transportation is provided by a vendor, the vendor must possess appropriate licenses and liability coverage.

10. Transportation provided by participants must be approved by the advisor, and the driver must have appropriate accident, health and liability coverage.

11. If non-students are participants, those individuals should, in most cases, cover all of their own costs, including expenses involved with utilizing University vehicles.

PLANNING AND SCHEDULING OF EVENTS

1. Student organizations wishing to sponsor an event must obtain approval from the Director of Student Engagement prior to scheduling the event on or off-campus, by submitting the Student Club Event Request Form at least two (2) weeks in advance. (Appendix III) 
2. Room reservations for on-campus events should be completed and submitted at least two (2) weeks prior to the event.  The earlier you schedule, the better selection of available rooms.

3. Meetings or club activities should generally not be held later than 10 p.m. Hours for the Student Center are 8 a.m. until 10 p.m. unless special permission is granted by Student Center Operations.

4. Regular meetings and club activities should not be held on days when the University is officially closed unless prior permission is received from the Director of Student Engagement and coordinated with the campus Security Office (extension 253).

5. The Student Conduct Code published in the Student Handbook and the Student Rights and Responsibilities Governing Student Behavior applies to activities scheduled on or off-campus by OSU-Oklahoma City student organizations.

a. Any deviation from policy may result in disciplinary action against the students involved, or against the organization as a whole.

b. It is the students' responsibility to become acquainted and comply with all published OSU-Oklahoma City policies and to conduct themselves in a manner compatible with all University regulations.

6. Club members are expected to leave the area clean following their event.

CATERING

The OSU-Oklahoma City campus food vendor- America to Go has an exclusive contract to provide all food and beverage service on campus.  No outside food or beverage may be purchased. America to Go, similar to Grub Hub and Uber eats order, has restaurant tiles that you can click and choose from. There are various restaurants to choose from.

1.     Begin by contacting Event Services, by submitting a Student Club Event Request Form here: https://osuokc.edu/studentengagement/event-request , to reserve your room.  Room setup and equipment requirements will be reviewed to meet your needs.

2.    Advisors will need to go to https://www.americatogo.com/Home/SignIn. Register for an account. All clubs must order through the external side, you will be prompted to put your pcard number on there for payment.

3.     The order will go to the vendor for approval. Once it is approved, you will receive a notification of approval. 

Please note, that once the order has been approved, you are not able to change or modify it. 

In the event of cancellation, please let Campus Events know ASAP of cancellation. Depending on the vendor, we might be able to get your money refunded back to the credit card. Each vendor has their own cancellation policy—please contact the vendor directly for their respective policy. 

POSTING AND DISTRIBUTION OF LITERATURE ON CAMPUS

The Office of Student Engagement must approve all postings on the OSU-Oklahoma City campus.  All unapproved postings will be removed.

There are currently fourteen boards on the OSU-Oklahoma City campus controlled by the Student Engagement Office.  These boards are designated with a Student Activity sign as well as posting authorization information.  Bulletin boards on the campus carry notices.  The bulletin boards can be used as a vehicle to communicate to students about campus events and announcements.

The postings of signs, handbills, posters and flyers on the designated bulletin boards at OSU-Oklahoma City will be limited to chartered or recognized student groups and official units of the University.  One of the fourteen boards is designated a Community Board, (Student Center, second floor), where special posting consideration may be granted to students, community and civic organizations where appropriate.

Posters are not to be posted on walls, (interior and exterior) windows, sidewalks, trees, shrubs, trashcans, elevators or newspaper racks.  Placing flyers on desks or automobiles is prohibited.  Only open bulletin boards are approved as posting places.  Any signs posted in unauthorized areas will be removed and may result in the individual or group being billed for the removal of the sign, plus any damage that might occur.

PROCEDURES AND REGULATIONS FOR POSTING

1.
Authorization for postings must be obtained in the Office of Student Engagement, Student Center, Suite 132.
2.
A member of the Office of Student Engagement staff must stamp all postings.

3.
ALL OSU-Oklahoma City-related postings must be reviewed by the Office of Marketing & Communications.
4.
The Office of Student Engagement will need fifteen copies of the material.  Work-study students will post signs.

5.
Postings are authorized for thirty days at a time.

6.
All postings are to be removed by the sponsoring group after the advertised date. Postings without an authorized stamp, those left after the authorized date, or those posted in an unauthorized area, will be removed and the group responsible may be billed for any expense incurred or may lose privileges to post material.

7.
Posters and flyers should not exceed 8 ½ x 11 inches in size.  Signs exceeding this limitation must receive special permission from the Office of Student Activities.

8.
The name of the sponsoring group must appear on each flyer, sign and display.  The organization name spelled out is preferred, but acronyms and logos will be accepted if these clearly identify the sponsor. In case of symbols or initials that are not clear, the group will be required to spell out the entire name of the sponsoring organization. Use of the Oklahoma State University-Oklahoma City name, abbreviations or logos must comply with the campus publications policy (available in the Office of Marketing & Communications or online at www.osuokc.edu/publicrelations/pubs/).

9.
No postings in a language other than English will be approved unless the exact English translation appears on every poster.

10.
Only one poster per event is permitted on each board.

11.
The painting of sidewalks, buildings, etc. is not permitted.  The use of water-based chalk is permitted by special permission of the Office of Student Engagement.  Students responsible for chalking will also be responsible for removal and clean up.

12.
Lawn signs for campus elections must follow the same regulations as campus postings.

13.
The Director of Student Activities may approve lawn signs and banners for special events.

STUDENT Engagement OFFICE

The Student Engagement Office is located on the first floor of the Student Center, and is available for use by officers of student organizations, members of club, and any/all student leaders.  Officers have access to:

· Telephone (945-6796)

· Computers 

· Scanner

· Printer

· Desk

· Filing cabinets/storage cabinets

· Workstation with laptop hookup capabilities

· Paper Cutter

· Copy Machine

· Use of Student Government Association (SGA) Conference Room

Staff Assistance

University work-study employees will be available in the Office at various hours of the day to assist student officers on the use of the computer, the completion of forms, etc. As their schedules permit, these employees will also assist in serving as a receptionist for the Students Organizations Office, answering basic questions and asking officers and visitors to sign-in. More specific questions about particular procedures and activities may need to be directed to the director of Student Activities.

Student Leaders' Responsibility

For the most part, student leaders are expected to manage this office on their own. We ask that mutual respect be given, and that a professional order of conduct be maintained. This includes:

· Make phone calls brief when others are waiting

· Keep the noise level down if others are trying to meet or work

· Clean up after yourself after working or eating in the area

· Remind other students about the conduct expected in the office

· Allow others to use the computer if your work can wait until later

· Check your club mailbox regularly and discard old or unneeded items

· Maintain the storage area neatly 

Hours of Office

This area is accessible from 8 a.m. to 5 p.m., Monday through Friday. If an officer would like to use this area other than the stated times, he or she should make this request at least 24 hours in advance to Director of Student Engagement.  The Security staff person on duty in the Campus Safety and Security Office will provide assistance. The student officer should also inform the Campus Safety and Security officer when he or she leaves to ensure the area is re-locked.

Purpose of Office

The Student Organizations Lounge was created to provide a facility and necessary equipment to assist student club officers in achieving the goals of their clubs. Although we understand that personal business will occasionally be handled, we ask that each student leader give priority to the work of the clubs when utilizing this space.

NETWORK ACCEPTABLE USE POLICY

Oklahoma State University-Oklahoma City has made a significant investment in computer and communications technology to promote and support the exchange of information, both within the University and between the University and the rest of the world. These resources are provided to support the University’s mission and institutional goals, and use of these sources shall be consistent with the mission, goals and this policy. Oklahoma State University - Oklahoma City shall not be held liable for the actions of users of this network when those actions are inconsistent with this policy. This policy includes the use of University equipment and software to access the Internet.

Every user of the University network, equipment, communications systems, and/or University-owned software (all hereafter referred to as the network) will comply with the following standards:

· The network will not be used to violate any University policies; city, state, or federal laws; or contracts and agreements entered into by the University.

· The user will comply with the Acceptable Use Policy set forth by the Oklahoma State Regents for Higher Education OneNet network, (http://www.onenet.net/clientservices/category1/sub3/acceptableuse.htm).

· It is not acceptable for a user to gain, or attempt to gain unauthorized access to another user's computer or data.

· The network is not to be used for commercial purposes.

· No solicitations on behalf of groups, organizations, etc. that are not related to the University will be allowed.

· It is not acceptable to use this network to threaten or harass others.

· No sexually explicit messages, images or cartoons will be allowed.

· The University will not tolerate racial, ethnic or gender-based slurs.

· It is not acceptable to use this network to distribute viruses or other programs that would disrupt, damage or destroy computer software and/or equipment.

· If a user is found to have violated this policy, the University will take action consistent with procedures in the Student Handbook.

WEB PUBLISHING INFORMATION

All material published as part of the Oklahoma State University- Oklahoma City domain (www.osuokc.edu) must be consistent with the mission and goals of the University, and must comply with the Acceptable Use Policy.

UNIVERSITY PAGES

Material that is identified as an official University page must follow the standards established by the University's Office of Marketing & Communications. Student club pages must also follow guidelines provided by the Office of Student Activities. Official University documents include, but are not limited to, those documents residing on the University's administrative Web server (www.osuokc.edu) which contain the official logo and any other document that represents the University.

canvas PAGES FOR STUDENT CLUBS

More and more of the University's information and materials are available on the Internet. For that reason, we would like to encourage the student clubs to develop Canvas pages representing their organization. We believe it will prove to be a valuable way to recruit new members into your club and inform current members about your activities and meetings. Upon activation of club, a Canvas page will be made for you. Assistance with set-up and navigation can be found through OKC-CTLE at: okc.ctle@okstate.edu . 
Guidelines

The sections below outline the Network Acceptable Use Policy and other standards established by the University. In addition, the Office of Student Activities has the following guidelines. We suggest you include:

· Brief description of your club, including membership requirements (if any)

· Officer names (phone numbers and e-mail addresses are optional)

· Advisor names, e-mail addresses and office phone numbers

· Calendar of events for your club: meetings, special activities, etc.

· Location of your meetings

Software

We suggest you develop the web pages utilizing Front Page, PhotoShop or other Windows 95 software.

CLUB HOME PAGES

All home pages must include the name and e-mail address of the author of the material, and date of last revision. Additionally, the pages must include the following disclaimer or contain a link to a page containing this disclaimer: "Oklahoma State University - Oklahoma City does not necessarily endorse the content or respective links of this home page."

Authors/club representatives assume all responsibility for the content of electronically published documents and agree to maintain this material to ensure its accuracy and timeliness. If an individual is found to have violated these standards, the University will take action consistent with its policies and procedures including, but not limited to, suspension and /or revocation of access to network services and deletion of all published materials authorized by the club.

Tips for Web page Design

Avoid using "eye straining" colors. Example: pink on a yellow background.

Always place the University and Student Activities links on your homepage.

Never use material that has been copy written.

Simplicity is a great place to start when designing your organization page. K.I.S.S. (Keep it Simple Students)


Student life awards
At the end of the academic year, in the Spring Semester, SGA will host the Student Life Awards to honor and celebrate student organizations on campus and outstanding leadership. 
Awards will be given for:

· Advisor of the Year

· Student Club of the Year

· Best Comeback of the Year
· Most Present Club 
· Most Community Focused Club

· Volunteer of the Year

· SHINE Community Service Recognition

· Discretionary Awards, decided by Student Life Awards Committee


EVENTS

LARGE EVENTS

Submit the Student Club Event Request form online AT LEAST six to eight (6-8) weeks prior to the event, depending on what items are needed.

Large events are those that have numerous details that will need to be finalized before the actual date. Keep in mind that locations to accommodate a large number of participants should be scheduled well in advance (sometimes as much as a year), so you will want to establish the date for the event and tentatively schedule as soon as possible.

The following are examples of what a large event might consist of:

· Banquets

· Graduation Pinning Ceremonies

· Egg Drop Contests

· Pow-Wows

· Special Speakers (if you need special requirements, such as food, special equipment or payments to be made to the speaker, etc.)

· Valentine's Flower and/or Balloon Sale

· Dances

NOTE:

These events could require any or all of the following:

· A location

· A purchase order for purchasing items or paying individuals for services rendered 

· Food service request for food

· Audio-visual requests

SMALL EVENTS

Submit the Student Club Event Request Form online at least two weeks prior to the event.

Small events are ones that have few requirements or advance planning for your club or the Office of Student Activities.

The following are examples of smaller events:

· Popcorn and cotton candy fundraisers

· Larger rooms for special speakers if needed

· Meeting rooms for regular meetings

· Food Service requests for refreshments for meetings

· Recruitment tables for membership drives


REGISTRATIONS & EVALUATIONS

If you would like an online registration  (via Slate system), please contact the Student Engagement office to have one set up for you. In addition, an evaluation/feedback form to send out after the event can also be developed. 

T-SHIRT GUIDELINES

Clothing items used in promoting OSU-Oklahoma City events, divisions, departments or items bearing the name OSU-Oklahoma City, Oklahoma State University-Oklahoma City or any similar phrases, or displaying registered trademarks of OSU or OSU-Oklahoma City must be approved by the Office of Marketing & Communications.  This approval must be obtained prior to production and distribution of such articles.

Apparel design approval forms can be found in the Office of Marketing & Communications, 1st Floor Student Center, or via email at okc.news@okstate.edu .  To ensure that apparel is available, submit the completed form at least nine (9) weeks prior to the needed date.

DONATIONS

WHY?

· Donations are a great way to raise funds for your club and at no cost to your club. If you follow the rules, you will help build a good relationship between the business, your club and the University. You will also reap the rewards from your efforts.

HOW?

IMPORTANT: Do not approach any business or individual until your Request to Solicit Donations Form (Appendix ) and submit the Student Club Event Request Form (Appendix III) for the activity itself have been approved by the Office of Student ENGAGEMENT and returned to you.
· Fill out the Request to Solicit Donations form (Appendix XI. )well in advance of your proposed fundraiser date. Be sure to include any businesses you think you may visit.

· Remember, some businesses accept requests for donations at set times throughout the year. If they are large corporations, the letter may have to be sent to a corporate office and you may not receive an answer right away.

· Other businesses honor only written requests.

· Be sure to include the purpose of the fundraiser on your Student Club Event Request Form (Appendix III.). Businesses are more receptive to being asked for donations if they know have had a part in funding a worthwhile activity. The community is more receptive to willing to donate if they know they helped with a worthwhile cause.

It is best to place a phone call to each business or individual asking how you should make a request.

APPROVAL

· After approval of the above requests, ask Student Activities for donation letters to take with you to the businesses. This letter will identify you and your club and give a brief explanation of why you are trying to raise money; i.e., conference registrations and/or transportation, payment for a special speaker, pow-wows, assist with support of community activities/donations, pinnings, banquets, etc. They will be more willing to donate to your club if they know who you are, what you do and what you hope to accomplish by having a fundraiser.

KEEP A LIST

· Keep a list of all businesses that donate. You should write a thank you card or letter from your club for showing interest in your group's efforts.

SUPPLEMENTAL CLUB INFORMATION

Appendix I—New Club/Reinstatement of Club Packet
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Appendix II—Student Organization Form for Maintaining Recognition/Club Status Check
https://apply.osuokc.edu/register/studentclubstatus 

Appendix III-Student Club Event Request Form 
https://apply.osuokc.edu/register/eventrequest
Appendix IV—Club Report Form (for SGA reps)

 https://apply.osuokc.edu/register/studentclubreport
Appendix V—Student Behavior Contract for Travel Off-Campus
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Appendix VI—Annual Year End Report

https://apply.osuokc.edu/register/clubyearendreport 
Appendix VII—Budget Request Form:
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Appendix VIII—Disbursement Voucher:
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Appendix IX—Departmental Deposit Form 

https://osuokc.edu/sites/default/files/documents/businessservices/Departmental-Deposit-Form-2021.pdf 

Appendix X—Treasurer’s Manual
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Appendix XI—Request to Solicit Donations 
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Appendix XII-Student Organization Fundraising Event Summary
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5 LINES BUDGET

		LINE BUDGETS FOR ORGANIZATION

		NAME OF ORGANIZATION

		BUDGET PERIOD

		LIST BELOW, UNDER EACH CATEGORY, AN ITEMIZATION OF EXPENDITURES AS TO EVENT, DATE, CONTRACTOR, ETC. WHEREVER APPLICABLE.

		Line Category Descriptions

		Refreshments: All food purchases (i.e., catering, snacks); inlcudes meal allowances for trips or conferences.

		Equipment: Any tangible item with a useful life of at least 1 year.

		Contracutal Services: Space rental, guest speakers, performers, bands, DJs, honoraria, lighting/sound technician, security, bus rental, and hotel rooms.

		Supplies: Expendable supplies. Paper products (napkins, plates, cups, utensils), decorations, printing costs/posters (done outside of Macaulay), office supplies.

		Miscellaneous: Transportation (i.e., Airline/bus/railroad tickets, taxis), conference fees, prizes, awards, and t-shirts

																														TOTALS

																														Refreshments		$0.00

		EVENT #1																												Equipment		$0.00

																														Contractual Services		$0.00

		Expected # of Attendees:																												Supplies		$0.00

																														Miscellaneous		$0.00

		Event Off-Campus?																														$0.00

																				AMOUNT

		Refreshments

		Equipment

		Contractual Services

		Supplies

		Miscellaneous

		TOTAL EVENT #1																		$0.00

		EVENT #2

		Expected # of Attendees:

		Event Off-Campus?

																				AMOUNT

		Refreshments

		Equipment

		Contractual Services

		Supplies

		Miscellaneous

		TOTAL EVENT #2																		$0.00

		EVENT #3

		Expected # of Attendees:

		Event Off-Campus?

																				AMOUNT

		Refreshments

		Equipment

		Contractual Services

		Supplies

		Miscellaneous

		TOTAL EVENT #3																		$0.00

		EVENT #4

		Expected # of Attendees:

		Event Off-Campus?

																				AMOUNT

		Refreshments

		Equipment

		Contractual Services

		Supplies

		Miscellaneous

		TOTAL EVENT #4																		$0.00

		EVENT #5

		Expected # of Attendees:

		Event Off-Campus?

																				AMOUNT

		Refreshments

		Equipment

		Contractual Services

		Supplies

		Miscellaneous

		TOTAL EVENT #5																		$0.00

		GRAND TOTALS OF ALL LINES																		$0.00



This field has an automated formula to calculate the total.

This field has an automated formula to calculate the total.

(Insert Event Title Here)

(Insert Event Title Here)

This field has an automated formula to calculate the total.

(Insert Event Title Here)

This field has an automated formula to calculate the total.

(Insert Event Title Here)

This field has an automated formula to calculate the total.

(Insert Event Title Here)

This field has an automated formula to calculate the total.



Consolidated Form

		TO: COLLEGE ASSOCIATION												DATE:		10/24/2012

		NAME OF ACCOUNT:		0										ACCOUNT NUMBER:				UG 428

		AUTHORIZED SIGNATURES:

		Description		Summer		Fall		Spring		Prior Year		Transfer		Transfer		Transfer		Transfer		Other		Total Funds

				Allocation		Allocation		Allocation		Surplus		From line		To line		From Account		Into Account		Income

		1. CONTRACTUAL SERVICES				$0.00				$0.00												$0.00

		Advertising & Promotion, Film Rental, Insurance, Repairs & Maintenance, Rent, Printing, Postage, Stationary, Typesetting, Books, Telephone, Refreshments

		2. EQUIPMENT				$0.00				$0.00												$0.00

		To qualify as Equipment, item must be at least $100

		3. REFRESHMENTS				$0.00				$0.00												$0.00

		Catering, food

		4. SUPPLIES				$0.00				$0.00												$0.00

		5. TRAVEL EXPENSES (Trips, Hotels, Local Travel, Auto Millage, etc				$0.00				$0.00												$0.00

		6. MISCELLANEOUS    (This Category cannot be used by non-allocating bodies)				$0.00				$0.00												$0.00

		GRAND TOTAL				$0.00				$0.00												$0.00

		NOTE: BIDDING IS REQUIRED FOR ANY PURCHASES OVER $250. STUDENT ORGANIZATIONS MUST CONTACT THE COLLEGE ASSOCATION OFFICE PRIOR TO

		MAKING SUCH A PURCHASE.





Consolidated Form +

		TO: COLLEGE ASSOCIATION												DATE:		8/4/2022

		NAME OF ACCOUNT:		0										ACCOUNT NUMBER:				UG 428

		AUTHORIZED SIGNATURES:

		Description		Summer		Fall		Spring		Prior Year		Transfer		Transfer		Transfer		Transfer		Other		Total Funds

				Allocation		Allocation		Allocation		Surplus		From line		To line		From Account		Into Account		Income

		1. CONTRACTUAL SERVICES				$195,760.75				$0.00												$195,760.75

		Advertising & Promotion, Film Rental, Insurance, Repairs & Maintenance, Rent, Printing, Postage, Stationary, Typesetting, Books, Telephone, Refreshments

		2. EQUIPMENT				$0.00				$0.00												$0.00

		To qualify as Equipment, item must be at least $100

		3. PERSONNEL SERVICES				$0.00				$0.00												$0.00

		(SALARIES)

		Honorariums, Performers, Bands, Lectures, Stipends, etc.

		4. SUPPLIES				$0.00				$0.00												$0.00

		5. TRAVEL EXPENSES (Trips, Hotels, Local Travel, Auto Millage, etc				$0.00				$0.00												$0.00

		6. MISCELLANEOUS    (This Category cannot be used by non-allocating bodies)				$0.00				$0.00												$0.00

		GRAND TOTAL				$195,760.75				$0.00												$195,760.75

		NOTE: BIDDING IS REQUIRED FOR ANY PURCHASES OVER $250. STUDENT ORGANIZATIONS MUST CONTACT THE COLLEGE ASSOCATION OFFICE PRIOR TO

		MAKING SUCH A PURCHASE.












ASSUMPTION OF RISK AND WAIVER OF LIABILITY



I hereby certify that I am at least eighteen (18) years of age.  



I understand that participation in the Oklahoma State University-Oklahoma City (OSU-OKC) [EVENT], is voluntary.



I understand that use of equipment and participation in [EVENT] may involve inherent risks, dangers, and hazards and that my participation in such [EVENT] may result in injury, property damage, death and other dangers.  I am fully aware of the risks involved and expressly and voluntarily assume such risks, including, but not limited to, drowning or other water related injuries.  I understand that OSU-OKC does not own or maintain and is not otherwise responsible for any equipment or facilities that may be used during [EVENT].  OSU-OKC makes no representation that the facilities or equipment used are safe or suitable for use.



I understand that I should participate only in those activities for which I have the prerequisite skills, qualifications, and training, and that are appropriate based upon my health.   I understand that I should consult a physician if I have any questions about the appropriateness of my participation in [EVENT].



I hereby agree, for myself and on behalf of my successors, heirs, and assigns, that for the sole consideration of OSU-OKC allowing my participation in [EVENT], I hereby knowingly, voluntarily, and expressly waive any and all claims and release and forever discharge Oklahoma State University-Oklahoma City and the Board of Regents for the Oklahoma Agricultural and Mechanical Colleges and their officers, agents, employees, representative and assigns from any and all actions, claims, damages, judgments, demands, rights and causes of action of whatever kind in nature, arising out of all known and unknown, foreseen and unforeseen bodily and personal injuries or damage to property arising out of or related to my voluntary participation in [EVENT].  



I HAVE CAREFULLY READ THIS ASSUMPTION OF RISK AND WAIVER OF LIABILITY AND FULLY UNDERSTAND ITS CONTENTS.  I AM AWARE THAT THIS ASSUMPTION OF RISK AND WAIVER OF LIABILITY IS A RELEASE OF LIABILITY (INCLUDING BUT NOT LIMITED TO LIABILITY FOR NEGLIGENCE) AND I VOLUNTARILY AGREE TO THE TERMS AND CONDITIONS STATED ABOVE.



Signature:  _________________________________________	Date: _____________



Printed Name: ______________________________________








_1727770896.doc
APPENDIX V

Oklahoma State University-Oklahoma City


Office of Student Engagement

student behavior contract for travel off-campus


OSU-Oklahoma City students traveling from the OSU-Oklahoma City campus to destinations where school-related business and activities are being conducted, and/or where transportation or any portion of expenses are provided by the school or school organizations, are required to follow these guidelines for behavior from the time of departure until the time of arrival back to the campus:


I.
Conduct


As stated in the Student Handbook, students are asked to uphold certain expectations and are under obligation to the University to maintain high standards of ethics and conduct.  The moral conduct and personal behavior of each member of a campus organization reflects not only on the organization’s image, but also on the University as a whole.  Students are expected to act at all times with self-respect, honor and integrity.  Inappropriate behavior(s) will be determined by any accompanying college personnel acting as sponsors or advisors.  In the event that behaviors merit immediate discipline, college sponsors or advisors reserve the right to suspend students from further organizational activities.  College personnel may also reserve the right to suspend students from future off-campus trips for inappropriate behaviors.


II.
Attendance


Attendance is mandatory at all activities, meetings, seminars and workshops taking place during an off-campus trip that are primarily for the purpose of education or training that will benefit the individual in fulfilling campus-related duties, unless excused by an accompanying advisor or sponsor.  At the discretion of any accompanying sponsor or advisor, students in violation will be subject to suspension from further organizational activities.


III.
Accommodations


Students will adhere to the accommodations provided for in advance by the University and/or campus organizations.  Assigned sleeping arrangements will be honored unless prior approval is received by accompanying advisor or sponsor.


Misuse of funds provided by the University or campus organizations for food, transportation and lodging will constitute immediate suspension from organizational activities for student(s) involved and will require reimbursement of misused funds to the University.


IV.
Alcoholic Beverages


Any use of alcoholic beverages by students who are minors is unlawful and forbidden by campus policy.  Any adult providing alcoholic beverages to minors is contributing to the delinquency of minors.  Use of alcohol by all organizational participants is strongly discouraged.  At the discretion of the accompanying advisor, students in violation will be subject to suspension from further organizational activities.


V.
Theft and Damage


Students will be held personally responsible for theft or damages to commercial or private property.


I have read, understand and agree to follow the above guidelines for student behavior when traveling on off-campus trips on behalf of OSU-Oklahoma City or a campus organization thereof.


Name
Date


Destination of Off-Campus Trip
Inclusive Dates of Trip


xv
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APPENDIX XI

Oklahoma State University-Oklahoma City


Office of Student Engagement

request to solicit donations


The following policies and procedures have been established to ensure a coordinated approach to seeking private gifts.  Such an approach will maximize the greatest support while promoting OSU-Oklahoma City in a positive manner.  Before you speak to any individual or company about a donation, you must attain written approval from The Director of Student Engagement.  Please complete and submit this form to the Office of Student Engagement at least two weeks before you plan to request contributions.


Name of Student Organization:



Student Organization Member Making the Request: (Please list name and phone number)


    (Name)                                                                                       (Daytime telephone number)


Date of Request:



Name of Activity/Event:



Date of Activity/Event:



Purpose of Activity/Event:



If funds are generated from the sale of the donated items through auction, for what will the money be used?


Name of Officer submitting form:



Approval of Advisor by signature:



Please list the businesses/individuals you plan to visit, their addresses, and the items you are going to request.


Prospective Donor
Address
Item(s)


( Approval    ( Disapproval





Director of Student Engagement
Date


xi
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APPENDIX XII

Oklahoma State University-Oklahoma City


Office of Student Engagement

STUDENT ORGANIZATION FUNDRAISING EVENT SUMMARY

Please complete and submit this form to the Office of Student Engagement at the time of fund deposit.

Name of Student Organization:



Name of Activity/Event:



Date of Activity/Event:



Purpose of Activity/Event:




Amount of funds generated from event: _____________________


Date of deposit to Business Services: _______________________


Amount of funds generated from the sale of donated items (if applicable):_____________________



Businesses/individuals that donated items for fundraiser (if applicable): 


______________________________________



Business/Individual                                               Items Donated



______________________________________



Business/Individual                                               Items Donated



______________________________________



Business/Individual                                               Items Donated



______________________________________



Business/Individual                                               Items Donated



If funds are generated from the sale of the donated items through auction, for what will the money be used?




Name of Officer submitting form:



Approval of Advisor by signature:



xii
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Treasurer’s


Manual

FOR STUDENT ORGANIZATIONS


Compiled by OSU University Accounting


Updated May 2020

FOREWORD



Congratulations on your election to the office of treasurer of your organization.  In accepting this position, you have assumed the responsibility of chief financial officer of the organization.  You can best serve the membership of your organization by maintaining an accurate, organized and well-documented set of financial records.  The Student Organization Treasurer’s Manual was prepared to assist you in fulfilling these objectives.  Part of your responsibility as Treasurer is to advise members of your organization on the requirements contained in this manual prior to making transactions.  This will greatly enhance the process by making sure the proper documentation is obtained.



The manual contains (i) step-by-step procedures for maintaining your financial records, (ii) procedures and example forms for processing deposits and payments through the University accounting system and (iii) instructions for reading your accounting reports. You should keep this manual with your financial records for future reference.  If you have any questions after reading this manual, please contact the University Accounting office at 744-5881 (304 Whitehurst) or the Campus Life office at 744-5488 (211 Student Union).  We look forward to working with you during your tenure of office.



This manual was prepared by the University Accounting office as a guide for treasurers of student organizations.  At the date of publication, the information included in this manual was in compliance with the policies and procedures of the Office of Business and Finance of Oklahoma State University.
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OPENING  AN  ACCOUNT


Pursuant to Section XI, Conduct, Rights and Obligations of Student Organizations, in the Oklahoma State University statement of Student Rights and Responsibilities Governing Student Behavior, all funds of recognized student organizations must be kept on deposit with the University if obtained in any of the following ways:



a.   Funds collected by the University on behalf of the club/organization.


b.  Funds allocated by the University to the organization, including the Activity Fees Allocation Committee (AFAC) process.



If your organization meets the above criteria and does not have its funds on deposit with the University, you should contact the office of Campus Life at 744-5488 (211 Student Union) to open an account.  At that time, your organization will be asked to execute an account signature card.



Upon request of the Director of Campus Life and receipt of your executed signature card, University Accounting will activate an account for your organization and notify your faculty advisor of your assigned fund code.  The University does not charge a fee for maintaining your account.



Registered student organizations are not required to keep their funds on deposit


with the university but may do so if they desire.  If they choose to open a bank account off campus, they will need to file IRS Form SS-4 to obtain a Federal Employer Identification (FEI) number.  This number is required even though the student organization has no employees.  Form SS-4 is available online at the IRS website (www.irs.gov).  A copy of the SS-4 needs to be filed with the Campus Life Office at 211 Student Union.


Funds of those groups on deposit with the university may not be used to purchase


alcohol, beer or tobacco products.  Likewise, student organizations are prohibited from using mandatory fees, dues, or assessments paid by members of the group to buy alcohol, beer or tobacco products.

TAX INFORMATION FOR STUDENT ORGANIZATIONS


Oklahoma State University Student Organizations are important to the general welfare and morale of the student body. However, the mission and purpose of each organization is unique to the interests of each group, and each group operates independently from the University while meeting certain University expectations.


Though affiliated with Oklahoma State University, student organizations operate under their own fiduciary requirements and follow business practices established under their own specific charters. As such, Oklahoma State University accepts no responsibility for federal or state tax requirements or liabilities incurred by student organizations. 


Tax Exempt Status


There is a common misconception that Oklahoma State University Student Organizations automatically receive tax-exempt status simply by their affiliation with the University. Unless the student organization has applied for and been granted “tax-exempt” status from the Internal Revenue Service, student organizations do not hold tax-exempt standing.


If you believe your organization qualifies for exemption from income taxes, contact the IRS (1-800-829-3676) and ask for Publication 557, “Tax-Exempt Status for your Organizations”.  This manual will tell you how to qualify for an exempt status.


If your organization is a chapter of a national organization, contact your national office. You may qualify under the national’s tax identification number. 


If your organization has previously applied for and received tax-exempt status, keep in mind there may be informational returns that must be filed by the organization, annually.


Sales Tax Exemption


Exemption from Sales Tax is a state tax exemption and is granted to OSU.  The OSU exemption is not automatically granted to student organizations by virtue of their association with the University.  Student organizations may apply for their own sales tax exemption by contacting the Oklahoma Tax Commission. 


Sales Tax Collections


Student Organizations are liable for collection and remittance of sales tax on Sales and Rentals involving non-exempt transactions.  It is important to note that while Student Organizations may be exempt from the payment of sales tax on purchases; they may not be exempt from collection and remittance of taxes on the revenue generated from sales and rentals.  Generally, the sales tax applies to sales of personal property to consumers.  Each organization is responsible for submitting all applicable sales tax revenues to the State of Oklahoma.


Unrelated Business Income Tax (UBIT) Activities


If your organization is involved in fund-raising activities, be aware that they may be considered Unrelated Business Income Activities and you may owe income taxes on the revenue that you generate.


Seeking Tax Advice


All student organizations should rely upon tax advice provided by their own independent tax advisors. Any information provided in this document is provided for general information purposes, and should not be considered tax advice given by the University or its employees. 


SIGNATURE  CARD



The University acts as custodian or fiscal agent of your organization’s funds.  In that capacity, the University maintains a signature card for each organization to prevent unauthorized payments from your account.  The signature card contains the signatures of those persons authorized to initiate payments.  Whenever you submit an invoice for payment, University Accounting compares the signatures on the disbursement voucher to the signatures on the signature card.


Authorized Signatures


Your signature card should include the signatures of your organization’s president, treasurer and advisor (and co-advisor if applicable).  Although three signatures are kept on file (four counting a co-advisor), two signatures are required to process a disbursement voucher.  An advisor always has to sign the disbursement voucher.  The other signature can be either the president or treasurer.  If the advisor is being reimbursed, then all 3 signatures are required.  During semester breaks when many officers are away from campus, University Accounting will process your disbursement voucher with only the signature of an advisor.  

Change in Officers or Advisors


Your organization is required to execute a new signature card when you change officers or advisors.  Blank cards are available at the offices of Campus Life, 211 Student Union.  You must submit the new signature card to the Campus Life office.  The card will be forwarded to University Accounting and filed for reference in processing disbursement vouchers.  If your advisor has changed, University Accounting will also use the new signature card to initiate a change to access e-print for your monthly accounting reports.  Your organization is responsible for updating all information on CampusLink on the web (http://campuslink.okstate.edu/).  When updating CampusLink, students will need to use their OKEY (OSU e-mail) authentication.  Students will be able to access CampusLink using their CWID.  CampusLink must be updated before an organization’s signature card will be forwarded to University Accounting.

Example


A copy of a blank signature card is on page 8.[image: image2.wmf]

(Front)


(

Organization ______________________________________ Account No.__________________


STUDENT ORGANIZATION SIGATURE AUTHORIZATION



Oklahoma State University is authorized to recognize the signature executed herewith as authorization for withdrawal of funds or transaction of any other business of the student organization


specified above.



If, for any reason, this organization or club becomes defunct or is declared inactive by the 


Committee on Student Organizations, the balance remaining in the organization or club account may


be closed out and transferred to an account entitled “Inactive Student Organizations”.  This account


shall be under the custody of the Director of Campus Life and may be used at his/her discretion


with the advice and consent of the Vice President for Student Affairs to underwrite those programs


and activities which are for the benefit of the general student body of Oklahoma State University.



Authority is also granted to the controller to invest free funds not needed to meet immediate


demands for payments of all student organizations in banks at a reasonable rate of interest and to 


deposit all the earnings of these funds into the Student Senate Account for the use and benefit of


the general student body.  It is understood that this will, in no way, restrict any student organi-


zation from disbursing the full balance of its opening account for its need as they become due.



In receiving items for deposit or collection, the University acts only as collecting agency


and assumes no responsibility beyond the exercise of due care.  All items credited are subject to


final payment in cash or solvent credit.  The University or its correspondents may send items,


directly or indirectly, to any bank including the payer and accept its draft or credit as conditional


payment in lieu of cash: it may charge back any item at any time before final payment, whether


returned or not, also any item drawn on the University not good at the close of business on the day


deposited.


(Back)


(

Organization __________________________________________Account No.__________________




No Initials, Spell Out

Pursuant to the conditions outlined on the reverse side of this card, the following individuals are


authorized signers:


		(first           middle           last)


Treasurer (please print)

		Signature of Treasurer

		CWID

		Date

		Phone



		

		

		

		

		



		(first         middle           last)


President (please print)

		Signature of President

		CWID

		Date

		Phone



		

		

		

		

		



		Name of Advisor (please print)

		Signature of Advisor

		CWID

		Date

		Phone



		

		

		

		

		



		Advisor’s Department




		Advisor’s Campus Address

		

		

		



		Name of Co-Advisor (please print)




		Signature of Co-Advisor

		

		Date

		Phone



		Manager, Campus Life


(Signature)

		

		Date

		



		

		

		

		

		



		Special Instructions:

		

		

		

		





TRANSACTION  REGISTER



A transaction register facilitates a single-entry system of accounting for the debits and credits to your account.  The register is simply a listing of all the transactions that affect your cash balance.  By maintaining a transaction register, you will have a record of the current cash balance in your account.  You can also use the register to compare the transactions that you recorded with those that the University recorded to ensure that all transactions were processed correctly.


Example


The suggested format for a transaction register is on page 10.  Specific instructions for using the transaction register are located on page 11.  You should update the register after every transaction.


[image: image3.wmf]

		TRANSACTION REGISTER



		



		



		1

		Dated From

		3

		20

		



		

		

		

		

		



		

		

		

		

		



		(Organization Name)

		To

		4

		20

		 



		2

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		(Fund Code)

		



		



		



		 

		 

		 

		 

		 

		 

		 

		Balance



		Number

		Date

		Description of Transaction

		Payment

		/

		Deposit

		/

		 



		 

		 

		 

		(-)

		 

		(+)

		 

		 



		 5

		6

		7

		 8

		 9

		 10

		 11

		 $                  -12   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		 

		 

		 

		 

		 

		 $                  -   



		 

		 

		

		

		

		

		

		





INSTRUCTIONS  FOR  TRANSACTION  REGISTER


1
ORGANIZATION  NAME



Enter the name of your student organization.


2
FUND CODE


Enter the 7-digit fund code (1-991XXX) of your organization.


3
DATED  FROM



Enter the date your term as treasurer begins.


4
DATED  TO



Enter the date your term as treasurer ends.


5
NUMBER



Deposit-Enter the number of each deposit (as assigned by the Bursar teller).


Payment-Enter the number of each disbursement voucher or campus vendor invoice.  These forms are prenumbered.


6
DATE



Enter the date you submitted the transaction for processing.


7
DESCRIPTION  OF  TRANSACTION



Deposit-Enter the source of the money received.



Payment-Enter the payee’s name.


8
PAYMENT



Enter the dollar amount of the expenditure.


9
CHECKMARK



Place a checkmark by each payment when it appears on your FGRODTA.


10
DEPOSIT



Enter the dollar amount of the deposit.


11
CHECKMARK


Place a checkmark by each deposit or payment when it appears on your FGRODTA.


12
BALANCE


The beginning balance is the amount your organization had on deposit with the University at the beginning of your term as treasurer.  Thereafter, either add deposits or subtract expenditures to arrive at your current balance.

DEPOSITS


Where


Deposits must be made within 24 hours after receipt of funds.  This should be done in person at a teller window in the Bursar’s office located at 113 Student Union.  The Bursar accepts deposits from 8:00 a.m. until 5:00 p.m. on Monday through Friday.  If deposited after 3:30 pm, deposits may be processed the following day.

Procedure


Deposits must be prepared in compliance with University policy 3-0331 “COLLECTIONS, DEPOSIT AND CONTROL OF CASH OR CHECKS RECEIVED IN THE NAME OF OKLAHOMA STATE UNIVERSITY.”  This policy is located on the OSU website.  Student organizations’ officers and officials are responsible for ensuring all members are aware of and abide by the requirements for accepting and depositing money.


You must use a deposit transmittal form to process a deposit through the University accounting system. The form is available online at http://ua.okstate.edu/student-organization-info.  The deposit forms can be found under Deposit Transmittal Form in the center of the page.  Two copies of the completed form must be submitted to a Bursar teller with your receipts (checks, currency, coins).  The Bursar teller will verify the deposit, assign a receipt number and sign the form. One copy of the form will be returned to you with a printed receipt.  The other copy will be retained by the Bursar.


Example


A copy of a blank deposit transmittal form is on page 13. Specific instructions for completing the form and preparing your receipts for deposit are on pages 14-15.  Please read these instructions carefully as the Bursar has specific requirements for preparing checks, currency and coins for deposit to keep teller lines moving quickly.


Record Keeping


You should keep your copies of all deposits (and related receipts) with your financial records.  These items serve as supporting documentation for the deposits recorded in your transaction register.


Receipts from a University Department


If your organization sells goods or renders a service to a University department, you must have a federal employer identification (FEI) number to receive payment.  If your organization does not have a FEI number, one may be obtained by filing Form SS-4 with the Internal Revenue Service, by phone: (800)-829-4933, Fax: (215)-516-3990, or Online @ http://www.irs.gov/pub/irs-pdf/fss4.pdf.  


.


1. Fill out Form SS-4


A. Put name of Student Organization on line 1


B. Leave line 7 blank or put “N/A”


C. Line 8A mark “Other Nonprofit Organization” specify “College/University Student Organization.”

[image: image4.emf]Oklahoma State University


Deposit Transmittal Form


Receipt #       (3)


Date                 (4)


 


Student Organization 


(1)


Address


(2)


SOURCE OF REVENUE


(5) (6) (7) (8)


CHART FUND   ORG CODE ACCOUNT PROGRAM AMOUNT (16 CHARACTERS DESCRIPTION)


1 991 500960 9990


           


         


TOTAL (9)


Checks


(10)


Currency


(11)


Coins


(12)


Credit Cards


(13)


Total Deposit


(14)


(15)


Prepared By / Treasurer Phone #


Bursar Teller


(16)


Advisor Phone #


FOAPAL


I certify that this deposit complies with the deposit  


procedures outlined in the current Policy and 


Procedure Letter 3-0331, Business and Finance.


(1) StudOrganization Name


(3)Receipt No will be given by the 


bursar


(4) date of the deposit


(5) enter the stud 


organization number 


(6) Enter the org code (can


call Acounting)


(7) amount to be 


deposited


(8) Descriptionof revenue-dues, 


bake sale, etc.


(9) Enter sum of allamounts.  Total 


should equal total of checks, currency, 


coins, and CC


(10) Enter the totalamount of checks with 2 adding machine tapes.


(11) Enter totalof all currency.


(12) Enter total of all coins.


(13) Enter total of all credit cards.


(14) Enter total of lines9-12.  Amount shold equal total in item 8.


(15) Signatureand phone number of 


Treasurer


(16) Nameand phone number of advisor


(2)office address of advisor




INSTRUCTIONS  FOR  DEPOSIT  TRANSMITTAL  FORM



Use a ball-point pen or typewriter.


1
STUDENT ORGANIZATION


Enter the name of your student organization.


2
ADDRESS


Enter the office address of the advisor


3
RECEIPT #


To be assigned by the Bursar teller at the time the deposit is made.  This number will be referenced on your FGRODTA.


4
DATE



Enter the date the deposit is prepared.


5
FUND 

Enter the following 13-digit number.


Under “CHART”       

Enter the first number (1,…) of your fund.    



Under “FUND”

Enter the next six digits of your fund  (991xxx).



Under “ACCT CODE”
Enter “500960”

6
ORG CODE



Enter the org code for your fund.  Accounting can assist you.


7
AMOUNT



Enter the dollar amount of the cash or check(s).


8
SOURCE  OF  REVENUE



Enter the source of the money received

9
TOTAL



Enter the total of the line items.


10
CHECKS


Enter the total of all checks.


a. Checks should be paper clipped with two adding machine tapes.  The tapes should list each check and calculate the total.


b.  The payee’s name (your organization) should be entered on each check.


INSTRUCTIONS  FOR  DEPOSIT  TRANSMITTAL  FORM


c.  All checks must be endorsed as follows:  (Refer to item 4 above for the 13-digit account number.)

For Deposit Only


Oklahoma State University


Student Organization Name


13-digit Fund Number


Treasurer’s Name


Treasurer’s Phone Number

Advisor’s Phone Number

11
CURRENCY


Enter the total of all currency.


a.  Include an adding machine tape as shown below



b.  Foreign currency will not be accepted.



c.  Bills should be bundled by placing a paper clip on the top left side with all bills in the bundle facing up and in the same direction.  Bills should be bundled in denominations as follows:


		

		Denomination

		Quantity

		Dollars



		

		Ones

		25

		$  25



		

		Fives

		20

		$100



		

		Tens

		10

		$100



		

		Twenties

		5

		$100





12
COINS


Enter the total of all silver.



a.  Include an adding machine tape as shown below



b.  Foreign coins will not be accepted.




c.  Coins should be rolled as follows:


		

		Coins

		Dollars



		

		Pennies

		$  0.50



		

		Nickels

		$  2.00



		

		Dimes

		$  5.00



		

		Quarters

		$10.00



		

		Halves

		$10.00








An adding machine listing each denomination [image: image1.png]



(as shown here) and totaling currency and coins must be sent with the deposit.


13
CREDIT  CARDS



Not applicable to student organizations.


14
TOTAL  DEPOSIT


Enter the total of the amounts in items 10 through 12.  This amount should agree with the total in item 9.


15
DEPOSITED  BY



Treasurer’s signature and phone number.


16
ADVISOR


Advisor’s name and phone number.  (Only one signature is required, but we do need  2 phone numbers in case of questions.) 


DISBURSEMENT  VOUCHERS


Where

Invoices to be paid should be submitted under the cover of a disbursement voucher to the University Accounting office at 304 Whitehurst.  You should place the voucher in the incoming mail slot at 304 Whitehurst in the reception area.  The office is open from 8:00 a.m. until 5:00 p.m. on Monday through Friday. The University Accounting office is also available to give assistance by phone.  You may call during office hours at the following number: (405) 744-5881.


Procedure


You must use a disbursement voucher to process a payment through the University accounting system.  These forms are available in the University Accounting office. Only one vendor/student can be paid per voucher.  All invoices are to be original and itemized showing the vendor’s tax id number (F.E.I. or S.S.N.) and address.  If reimbursing a student or advisor, only the Campus Wide ID (CWID) is needed.  If you do not have a vendor’s F.E.I. number, then you may request the vendor to fill out a form W-9.  The W-9 form can be found at www.irs.gov.  Invoice date and invoice number must be clearly indicated on the front of disbursement voucher. Statements are not considered to be the original invoices and are not accepted.  Purchasing requires all vendors to be added to the University database, maintained by the Purchasing Department.



Reimbursements require proof of payment and an original itemized receipt to be processed.  Proof of payment may be in the form of a cash receipt, credit card receipt, or copy of a canceled check (front & back).  All receipts are required to be itemized, dated, and show type/proof of payment.  An itemized receipt will include the date, amount, vendor name, and itemized description of item(s) purchased.  If these conditions are not met, the reimbursement will not be processed.  

Assembly


 After you complete the disbursement voucher, remove the gold copy for your records.  The original invoice should then be attached to the disbursement voucher by placing it between the yellow and green copies and stapling through all pages (staple twice at the top of the form on each side of the title).  It is important to send the original invoice with the disbursement voucher to avoid paying a bill twice.  The yellow copy and the original invoice will be filed by University Accounting. The green copy will be forwarded to the vendor with the check. Vendor checks will not be returned to organizations for mailing to vendor.  They will be mailed directly to the vendor.  If you have something to be forwarded to the vendor with the check, attach it to the green copy of the disbursement voucher. 



A check will be issued in approximately 2 to 3 weeks after the disbursement voucher has been approved by University Accounting.  All of the following criteria must be met for a disbursement voucher to be approved.



1.  The balance in your account must be sufficient to cover the expenditure.


2.  The disbursement voucher must be signed by the Advisor and the Treasurer or President as shown on yellow signature card

3.  Adequate documentation supporting the exact amount and proof of payment of the expenditure must be attached to the disbursement voucher.


Example


A copy of a blank disbursement voucher is on page 19 as an example only.  Specific instructions for completing the disbursement voucher are on pages 20-21.


Record Keeping



You should keep the gold copies of all disbursement vouchers and copies of related invoices with your financial records.  These items serve as supporting documentation for the disbursement vouchers recorded in your transaction register.


Additional Information

When reimbursement is to the President or Treasurer of the organization, then the voucher must be signed by the other authorized officer as shown on the signature card.  You can obtain your student organization balance by calling University Accounting 744-5881 with your fund code. 



The only items that may be prepaid are airfare and registrations.



If you are paying an individual for services, such as a speaker’s fee or a babysitting fee, the disbursement voucher must include the individual’s social security number and permanent address.  Payment of Stipends that are not for reimbursement of expenses are considered income and will be subject to Misc 1099 reporting.  If the total amount remitted to the individual exceeds $600 per calendar year, he or she will receive a Misc 1099 form from Oklahoma State University.  That amount will need to be included on his or her tax return as income.  Scholarships may also be taxable, but the individual will not receive a Form 1099 for them.



Also, please be aware that most student organizations are not exempt from paying sales tax on purchases.  Student organizations are considered separate entities from OSU and therefore are required by the Oklahoma Tax Commission to pay sales tax on purchases.  However, they may be required to charge and remit sales tax on sales and rentals involving non-exempt transactions.  For questions or clarification, call University Accounting at 744-5881.
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INSTRUCTIONS  FOR  DISBURSEMENT  VOUCHER


(SUPERSEDES THE INSTRUCTIONS ON THE BACK OF THE FORM)


Use a ballpoint pen or typewriter.


1
MAIL  TO


Enter the name and address of the person to whom the check is to be mailed.


2
PAY  TO


Enter the name of the person or vendor to whom the check is to be issued.   If you are paying a stipend to an officer of your student organization, you must include his or her Campus Wide ID number.  Also, if you are paying an individual for a service, you must include his or her Social Security number and permanent address.  


3
ACCOUNT  NAME


Enter the name of your student organization.  Do not use abbreviations or symbols such as Greek letters.


4
CHART

       
Enter the first number (1,…) of your 7-digit fund code.


5
FUND


Contains the last six digits of your 7-digit fund code.


6
ACCT CODE


Enter “708950”.


7
OBJECT


      
Enter “5411”.


8
DATE  PREPARED



Enter the date the disbursement voucher was prepared.


9
DESCRIPTION  OF  ITEM  AND  INVOICE  NUMBER


Enter a description of the item(s) purchased or the service rendered and the related invoice number if applicable.  Your organization keeps the gold copy of the form.  If you do not keep a copy of the invoice, this description will be the only documentation in your organization’s records about the expenditure.  The vendor will be sent the green copy of the form.  The invoice number is important to the vendor in correctly applying the payment to your account.

INSTRUCTIONS  FOR  DISBURSEMENT  VOUCHER (cont)

10
PRICE


Enter the dollar amount of the invoice.


11
TOTAL


Enter the total amount of the listed invoices.  This amount will be the same as item 10 if you are paying only one invoice.


12
ISSUED  BY  ORGANIZATION  TREASURER



Treasurer’s signature and phone number if president does not sign. See exception*


13
APPROVED  BY  ORGANIZATION  PRESIDENT



President’s signature and phone number if treasurer does not sign.  See exception*




14
APPROVED  BY  FACULTY  ADVISOR



Faculty advisor’s signature and phone number always.



*If paying Advisor-you will need signatures from both officers.


15
APPROVED  BY  CONTROLLER’S  OFFICE



Leave blank.  For use by University Accounting.


CAMPUS  VENDOR  INVOICES


Purpose


The campus vendor system facilitates the electronic transfer of funds between University departments.  This system may also be utilized by student organizations to make purchases from University departments without executing a disbursement voucher. 


Procedure


When you purchase goods or services from a University department, the department will complete a campus vendor invoice with instructions to charge your organization’s 7-digit fund number for the amount of the purchase.  The vendor prepares the invoice.  You just give the vendor your fund code.  After the campus vendor invoice is processed, your advisor will receive an e-mail with the expense details.  You will need to keep this e-mail for your records.


When accounting processes the invoice, the cash balance in your account will be reduced by the amount of the purchase.  You are responsible for having a balance in your account sufficient to cover the purchase.  The transaction will appear on your monthly accounting report (FGRODTA) as an expenditure and will reference the campus vendor invoice number.  Remember to record this expenditure in your transaction register.


DO NOT SUBMIT A DISBURSEMENT VOUCHER FOR A CAMPUS VENDOR INVOICE.  THIS WILL CAUSE DOUBLE PAYMENT OF THE EXPENDITURE.


Vendors


Some of the departments that utilize the campus vendor system are listed below.




O’Collegian



Spears School Duplicating



HES Duplicating


Student Union Bookstore




University Mailing


Student Union Food Services




Facilities Mgmt work orders


Record Keeping


You should keep copies of all campus vendor invoices with your financial records.  They serve as supporting documentation for the campus vendor charges on your transaction register.


PURCHASING GIFT CARDS



If the Student Organization would like to purchase gift cards, there are guidelines that must be followed:

· Approval for the purchase should be made prior to the actual purchase of the cards and should include the sponsor and officers of the organization.


· Set a limit of the total amount purchased at one time ($250) and a maximum card limit of $25 per card.


· Document information about the receiver of the gift card to include the name, address, CWID and the amount of the gift card.  This information must be attached to the disbursement voucher.


· As the cards are issued, the signature of the recipient needs to be obtained and the complete log of signatures attached to the purchase documentation and the disbursement voucher.

An example of what is needed is below.  If it is not complete, the reimbursement will not be processed.  


[image: image5.png]GIFT CARD LOG
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TRANSFERS



Your organization may make a payment to another student organization without processing a disbursement voucher.  This transfer of funds can be initiated by submitting a memo to University Accounting at 304 Whitehurst.  The memo should include the date, your organization name and fund code, the recipient organization’s name and fund code and a description and dollar amount of the expenditure.  The memo should be signed by your organization’s faculty advisor and either you, as treasurer, or your president.



The above policy applies to transfers between student organizations only.  Your organization cannot transfer funds to a University department by memo.  Payments to a University department should be processed via a disbursement voucher or a campus vendor invoice.







DONATIONS



 Any student organization receiving allocated monies through the University can not make donations with these funds.  They may make a donation from money collected from other activities.  Documentation is required showing the organization has deposited funds from other activities that support the donation.  A memo (signed by the organization’s faculty advisor) describing the donation, payee (with address) & amount should also be attached for documentation.  Voucher should be completed as described on page 20 & 21.

ACCOUNTING  REPORTS



The University prepares monthly accounting reports that are available thru e-print.    These reports are the Organization Detail Activity (FGRODTA), the Budget Status Report (FGRBDSC) and the Fund Account Activity Report (FGRFAAC).  You need these reports to prepare your monthly account reconciliation.  These reports serve as the University’s record of the transactions and current balance in your account.  

FGRBDSC


The FGRBDSC provides you with summarized year-to-date information for revenues and expenses and the balance in your fund as of the end of the reporting month.  Instructions for reading the FGRBDSC are on page 26. An example of an FGRBDSC is on page 27.   You should note that the University operates on a June 30 fiscal year.  Therefore, any year-to-date totals on this report are cumulative from July.


FGRODTA


The FGRODTA provides you with a record of the revenues and expenses recorded in your account by the University during the reporting month.  You can compare the transactions recorded on the FGRODTA with the transactions recorded in your transaction register to ensure that all items were processed correctly.  Instructions for reading the FGRODTA are on page 28.   An example of an FGRODTA is on page 29.

FGRFAAC



The FGRFAAC is used to show your available beginning balance, your net amount (revenue – expenses) and your current month end balance.  An example of an FGRFAAC is shown on page 30.


Questions


If you need copies of past reports, speak with your advisor.  If your advisor does not have copies, you may call University Accounting at 744-5881 to see who in the advisor’s office can print them.  If you have a question about a specific deposit or expense item on your report, contact the University Accounting office for assistance. 
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BUDGET  STATUS  REPORT


FGRBDSC

1
REPORT  TITLE



The reporting month is in the middle of the page.

2
ACCOUNT  ATTRIBUTES


Includes the fund and name of the student organization.  Also includes the organization.

3
REVENUE  SECTION


Summarizes receipts by subcode.  Student organizations code all deposits to account code 500960.   AFAP funds will be in account code 500140.


The “Year-End Balance Forward” which represents the balance in your account as of June 30 of the previous fiscal year that was carried forward to the current fiscal year can be found on the FGRGLTA.  Your advisor can get this report.

4
EXPENSE  SECTION



Summarizes expenses by account code.  Student organizations code all disbursement vouchers to account code 708950.  Expenses listed under other account codes have been processed through the campus vendor system.


5
ACCOUNT  TOTAL


Total revenue and expenditures will net to the current year to date balance.  If there is no negative sign, the amount is positive.  Add it to your Year End Balance Forward to find the current balance.
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FGRODTA 


1
REPORT  TITLE



The reporting month is in the middle of the page.

2
ACCOUNT  ATTRIBUTES


Includes the organization number and name of the student organization.  The fund and the account code can be found in the middle of the page.

3
DESCRIPTION


This report lists by account code the individual transactions recorded in your fund during the reporting month.  Transactions listed under account codes less than 602XXX are revenues.  Transactions listed under account codes greater than 602XXX are expenses.


4
DATE


Represents the date the transaction was processed in the University’s accounting system.


5
DOCUMENT REF#


References deposit number and the Banner invoice number.  The advisor can use the Document Ref # and look on SSB to find the voucher number.

6
BUDGET



Not applicable to student organizations.


7
TRANSACTION ACTIVITY

Lists the dollar amount of each transaction.   The total of the transactions for each object code is summarized on the FGRBDSC.


8
TOTAL


Calculated by adding revenues and subtracting expenses.  This is a total of the reporting month’s transactions only.
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FGRFAAC 


1
REPORT  TITLE



The reporting month is in the middle of the page.


2
ACCOUNT  ATTRIBUTES


Includes the fund and name of the student organization.  The account codes can be found in the middle of the page.


3
ASSETS

The amount listed under Beginning Balance column is the beginning balance for the year, also known as the carry forward balance. The amount listed under Ending Balance is the balance as of the date of the report.

4
CONTROL ACCOUNTS


The amount listed under Ending Balance is the net amount (revenue – expenses) for the year.  If there is  a “-“ (minus sign) by the amount, that means the revenues are greater than the expenses.
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ACCOUNT  RECONCILIATION



You can make certain that the balance in your account according to your organization’s records agrees to the balance in your account according to the University’s records by preparing an account reconciliation.  This reconciliation compares your cash balance per your transaction register with the amount for Assets per the FGRFAAC report.  These balances should be the same.  Any differences can be identified and corrected on a timely basis.


Identifying Differences


Differences occur if only one party records a transaction or if each party records the same transaction at different amounts.  You can identify differences by checking off the transactions in your transaction register when they appear on the FGRODTA report sent to you by the University.  You should also review the FGRODTA report for transactions recorded by the University which have not been recorded by your organization.



Timing Differences


A timing difference occurs at the end of the month as a result of the time it takes for the University to process a transaction after you submit it.  You record a deposit or disbursement voucher in your transaction register when you submit it for processing.  If you submit the item at the end of the month, it may not be recorded in the University’s records until the following month.  This creates a difference at the end of the month that will be included on your account reconciliation but will be eliminated in the following month when the University records the transaction.



Other Differences


Any other differences should be investigated by contacting the University Accounting office for assistance.


Example



The suggested format for an account reconciliation is on page 32.  Specific instructions for completing the reconciliation are on pages 33-34.  You should prepare an account reconciliation monthly when you receive your accounting reports from your advisor.

		ACCOUNT RECONCILIATION



		

		

		

		

		

		

		

		



		 

		 

		 1

		 

		 

		

		 

		 2



		(Organization Name)

		

		

		(Fund Code)



		

		

		

		

		

		

		

		



		Account balance per the University from the

		

		

		



		FGRFAAC report date                   3

		

		

		



		

		

		

		

		

		

		

		 $        4



		PLUS: Deposits on the organization's transaction register not yet recorded by the University on the FGRODTA report.

		

		

		

		



		

		

		

		

		

		

		

		



		Date

		Number 

		 

		Amount

		

		

		

		



		 

		

		$

		 

		

		

		

		



		 

		

		

		 

		

		

		

		



		 

		

		

		 

		

		5

		

		



		 

		

		

		 

		

		

		

		



		 

		

		

		 

		

		

		

		



		 

		

		

		 

		

		

		

		



		 

		 

		 

		 

		

		Total +

		 $          -   

		6



		

		

		

		

		

		

		

		



		Minus:  Expenses on the organization's transaction register not yet recorded by the University on the FGRODTA report.

		

		

		

		



		

		

		

		

		

		

		

		



		Date

		Number 

		 

		Amount

		

		

		

		



		 

		

		$

		 

		

		

		

		



		 

		

		

		 

		

		

		

		



		 

		

		

		 

		

		7

		

		



		 

		

		

		 

		

		

		

		



		 

		

		

		 

		

		

		

		



		 

		

		

		 

		

		

		

		



		 

		 

		 

		 

		

		Total -

		 $          -   

		8



		

		

		

		

		

		

		

		



		Other Items:

		

		

		

		

		

		



		 

		 

		 

		 

		

		

		 $          -   

		



		 

		 

		 

		 

		

		9

		 $          -   

		10



		 

		 

		 

		 

		

		

		 $          -   

		



		

		

		

		

		

		

		

		



		Net adjustments to University's balance

		 $         11



		Adjusted account balance per the University

		 $         12



		Account balance per the organization from the

		



		transaction register dated                    14

		 $          13



		

		

		

		

		

		

		

		



		*  The adjusted account balance per the University must equal the account balance per the organization



		

		

		

		

		

		

		

		



		Treasurer's Signature______________________.

		

		Date Prepared__________





INSTRUCTIONS  FOR  ACCOUNT  RECONCILIATION

1
ORGANIZATION  NAME



Enter the name of your student organization.


2
FUND CODE


Enter the 7-digit account number of your organization.


3
FGRFAAC  REPORT  DATE



Enter the date in the title of the FGRFAAC report prepared by the University.


4
ACCOUNT  BALANCE  PER  THE  UNIVERSITY


Enter the balance from the FGRFAAC  report found under the column “Ending Balance” and the row titled “Assets”.

5
LIST  OF  DEPOSITS


Enter the date, reference number and dollar amount of any deposits on your organization’s transaction register not yet recorded by the University on the FGRODTA report.


6
TOTAL  DEPOSITS



Enter the total of the deposits listed in item 5.


7
LIST  OF  EXPENSES


Enter the date, reference number and dollar amount of any expenses (i.e. disbursement vouchers, campus vendor invoices) on your organization’s transaction register not yet recorded by the University on the FGRODTA report.


8
TOTAL  EXPENSES



Enter the total of the expenses listed in item 7.


9
OTHER  ITEMS


Enter a description of any items recorded improperly by the University on the FGRODTA report.


10
OTHER  ITEMS  $


Enter the dollar amount of any items recorded improperly by the University on the FGRODTA report.


11
NET  ADJUSTMENTS  TO  THE  UNIVERSITY  BALANCE


Subtract the item 8 total from the item 6 total; add any expenses listed under item 10; subtract any deposits listed under item 10.


INSTRUCTIONS  FOR  ACCOUNT  RECONCILIATION


12
ADJUSTED  ACCOUNT  BALANCE  PER  THE  UNIVERSITY



Add the item 11 total to the balance in item 4.


13
ACCOUNT  BALANCE  PER  THE  ORGANIZATION



Enter the organization’s ending transaction register balance.


14
TRANSACTION  REGISTER  DATE



Enter the date of the balance in item 13 above.

REVIEW  BY  INTERNAL  AUDIT



The Department of Internal Audits of the OSU and A&M Board of Regents will review the records of student organizations that receive funds allocated by the Student Government Association upon request.



The purpose of the review is to determine that the organization is maintaining an accurate and complete set of financial records.  Internal Audit will review the following records to make this determination.  These records should be submitted to the Internal Audit office at 301 Whitehursth.


1.  The ledger sheet showing the debits and credits to your account with the cumulative cash balance.


2.  Documentation supporting the entries to the ledger sheet such as deposit receipts, invoices/disbursement vouchers and campus vendor invoices.


3.  The monthly accounting reports provided to you by the University (FGRODTA and FGRFAAAC).


4.  The reconciliation between the organization’s ledger and the University’s records.



Your organization will be notified by Internal Audit when their review is complete.  A memorandum to report the results of the review will be issued to the organization with copies sent to the organization’s faculty advisor and the Manager of Campus Life.  You will receive the memorandum when you pick up your records.



The review performed by Internal Audit is not a financial audit.  Requests for a full audit, if necessary, can be made to the Director of Internal Audits by your faculty advisor or any University administrator.  An audit would require a more extensive examination of your financial records.



You can contact the Department of Internal Audits at 744-6100.


[image: image10.wmf]

PURCHASING CARD FOR STUDENT ORGANIZATIONS

A purchasing card is available for Student Organizations with ledger 9 funds.  


For more information contact:



Purchasing Card Administrator



Fiscal and Administrative Compliance


1224 North Boomer Road


Stillwater, OK  74078-1028


405-744-8408

26

36
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Welcome and thank you for your interest in creating a new student organization at OSU-OKC!



Developing and formalizing a student organization allows you and your peers to utilize OSU-OKC services in order to manage your organization at the highest caliber. Benefits include: facilities at no cost, access to catering, along with various other things to enhance the campus environment for students attending OSU-OKC. A student organization is also a great way to build leadership skills and make a positive difference both on and off campus.



The OSU-OKC campus and Office of Student Engagement have expectations for your service to the student body. By having your organization associated with the university, you represent OSU-OKC to the student body and the community. Your student organization must participate within the rules and regulations of OSU-OKC, Student Engagement, and the Student Government Association.



In order to make this process easier for you, our student organizations have adopted a standard constitution which sets forth guidelines for your organization. However, the By-Laws are your opportunity to make your organization as unique as you would like! Attached are sample By-Laws for an organization. The sample includes an explanation of various articles and sections in the notes column.

Feel free to add or delete as much as you need to in order to achieve your organizational goals and objectives. Remember to refer back to your Constitution and the Student Government Constitution (http://www.osuokc.edu/sga/constitution).



Once these forms are completed and returned to the Office of Student Engagement, you will be required to present your petition at a designated Student Government Association meeting, where the representatives will vote to approve or deny the acceptance of your student organization. Once approved by SGA, your organization must then be approved by the OSU-OKC Executive Council.



We look forward to seeing what great things you have in store and watching your organization grow and flourish!





If you have any questions or need any type of assistance, please do not hesitate to contact Coral Rewasewicz, Coordinator of Student Development, at 405-945-6976 or coralr@okstate.edu.
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ADVISOR AGREEMENT FORM

I agree to serve in the advisor role for:



Name of Organization:  	



As the organization advisor, I understand that my responsibilities and obligations are:



1. To serve as a resource and to offer guidance, assistance, advice, and encouragement to the organizational leaders and members.



2. To help the organization:

a. Determine its goals and objectives for the year.

b. Develop a plan to achieve the goals and objectives.

c. Develop fundraising activities to finance programs proposed.

d. Know and understand established University policies and procedures.

e. Keep adequate organization records for present and future use.



3. To help students adhere to the University policies and procedures as outlined in the Student Organization Club Manual and the OSU-Oklahoma City Student Rights & Responsibilities that Govern Student Behavior (http://www.osuokc.edu/rights/).



4. To supervise the finances of the organization.



5. To attend all meetings and social activities of the club, travel with club on all trips, or to ensure that a qualified replacement is present.



6. To ensure the content of programs and other forms of entertainment reflect the educational goals of the University.



7. To become familiar with the constitution and by-laws of the organization and to encourage the officers to review and update the information periodically.



8. To encourage all members to participate and fulfill their obligations.



9. To assist officers in evaluating their meetings and programs during the year.





I AGREE TO ACCEPT THE DUTIES AND RESPONSIBLITIES ASSOCIATED WITH ADVISING AN OSU- OKLAHOMA CITY STUDENT ORGANIZATION.



Name:	Campus Address:	Extension:  	



Signature:	Date:  	



Supervisor Signature:	Date:  	
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Office of Student Engagement

Student Center, 132C OSU-Oklahoma City

(405) 945-6796











PETITION FOR FORMATION OR REACTIVATION 
OF CLUB OR ORGANIZATION



Date:  	

I. Official Name:  	

II. Purpose/Mission:  	







III. Club Requirements for Membership: (The University requires that all members be students currently enrolled in OSU-OKC academic programming.)



















IV. Proposed Meeting Date(s) and Time(s):  	

V. List of Officer Positions and the Duties of each.

Please note that the list of officers must include a Student Government Association Representative. (The SGA Representative may hold a dual position.) To be eligible to hold office, a student must be enrolled in at least six (6) credit hours, with a minimum cumulative grade point average (GPA) of 2.00.



























i



Office of Student Engagement

Student Center, 132C OSU-Oklahoma City




VI. Election Procedures:   	







VII. Club Fees or Dues: (It is recommended that dues not exceed $5-15/year. These dues must be deposited in your organization’s account through Business Services, SC 2nd Floor.)



VIII. Members: (Minimum of 10 student signatures): Include student email address.

1.  	

2.  	

3.  	

4.  	

5.  	

6.  	

7.  	

8.  	

9.  	

10.  	

IX. Signature of Faculty or Staff Advisor and Alternative Advisor:

Before signing, advisors should be aware of their responsibilities as outlined in the Student Organization Manual.

Advisors should also be aware that their involvement with an organization is not generally associated with an

employee’s normal work responsibilities. However, we feel it is important that the employee’s supervisor and vice- president are aware of the employee’s intention to serve as advisor. The advisor should request that his/her supervisor and appropriate vice-president sign the lines adjacent to their signature.  Thank you.





Faculty or Staff Advisor





Advisor’s Supervisor





Advisor’s Vice President



Please submit the completed form to the Office of Student Engagement.





Date	Approval – Director of Student Engagement





Date	Approval – Vice President of Student Experience





ii



1 OSU-OKC (Student Organization Name)

2 Constitution

3

4 Article 1	Name

5 This organization shall be known as the Oklahoma State University-

6 Oklahoma City (organization name) and shall be referred to in this

7 document as (organization name).

8

9	Article 2	Purpose/Mission Statement

10	*Added by student organization.

11

12 Article 3	Officers and Executive Board

13 The Executive Board shall consist of (at a minimum) President, Vice-

14 President, Student Government Association Representative, and Secretary.

15 Additional officers may be appointed as presented by the organization and

16 stated in the attached by-laws.

17

18 Section 1	Election and Procedures

19 Every member shall have only one vote. They shall vote for the Executive

20 Board. The election must be approved by a two-thirds vote from the

21 members of the organization.

22

23 Section 2	Eligibility of Officers

24 Officers of the organization must meet certain qualifications, as described

25 in the attached By-Laws, in order to be eligible for office.

26

27 Section 3	Terms of Office

28 Every officer shall hold his/her position for two semesters. If certain duties

29 are not met, or if the actions of an officer conflict with the rules and

30 regulations set forth by the organization and Student Government

31 Association, impeachment proceedings may be held to remove that person

32 from office. Impeachment proceedings may be found in attached By-

33 Laws.

34

35 Section 4	Impeachment

36 Grounds for impeachment of an officer include: failure to execute or

37 perform assigned duties and responsibilities; violation of university

38 regulations; violation of provisions of organization constitution or bylaws;

39 or conduct/behavior deemed offensive or unbecoming to a member of

40 (organization name).

41

42 In the event an officer is removed from office, either through

43 impeachment or for any other reason, he/she shall be replaced with the

44 proper succeeding officer. Any new appointments must be approved by a

45 two-thirds (2/3) majority vote of present members at the next organization

46 general session.



47

48 Article 4	Voting

49 The Executive Board and members are permitted to vote. All members

50 with the exception of the President are entitled to one (1) vote. The

51 President may vote only in the case of a tie. The election must be

52 approved by a two-thirds (2/3) majority vote from the members of the

53 organization.

54

55 Article 5	Updating the Organization

56 Each organization is responsible for keeping the Coordinator of Student

57 Development apprised of any changes that occur to the organization’s

58 Executive Board each semester. The President is also responsible for

59 submitting any addition, deletion or editing of the attached By-Laws to the

60 office of Student Life to keep on file.

61

62 Article 6	Conduct

63 The Executive Board and all members of the organization are required to

64 conduct themselves as outlined in the Student Rights and Responsibilities-

65 Article 5 (http://www.osuokc.edu/rights/), and the Student Government

66 Association Constitution (http://www.osuokc.edu/sga/constitution.aspx).

67 Violations may result in removal of office, membership, or inactivity of

68 student organization. All cases should be resolved at the lowest level

69 possible.

70







By signing this agreement, this organization agrees to follow all rules set forth by this Constitution, accepting it as the organizational constitution. Each organization must function within the guidelines of the OSU-OKC Student Government Association, the Office of Student Engagement, and the Student Code of Conduct. Any additional by-laws must also follow those guidelines.













Organization President	Date













Organization Advisor	Date









1

2	By-Laws of the OSU-OKC (Student Org. Name)

3

4

5 Article 1	Membership

6  (
Comment [NA1]:
 
Do you want only certain
 
students
 
to
 
be
 
eligible?
 
Certain
 
degrees,
 
academic
 
goals,
 
etc..
)Anyone who is a student of OSU-OKC is eligible for membership. 	

7 Section 1	Qualifications

8  (
Comment [NA2]: 
How many times must a
 
member
 
attend
 
meetings?
 
How
 
many
 
events
 
do
 
they need to participate in throughout the
 
semester?
)Every member must attend at least three meetings a semester to remain a

9 member. They must also participate in at least one club activity.

10

11 Article 2	Eligibility of elected officers

12 All elected officers must be students who maintain a 2.0 retention GPA or

13 higher. During their time of service they must be enrolled in at least six (6)

14  (
Comment [NA3]: 
Would you like for your
 
officers
 
to
 
have
 
a
 
certain
 
GPA,
 
enrolled
 
in
 
a
 
certain
 
amount of hours, etc..? Keep in mind that a 2.0
 
retention GPA and enrollment in 6 credit hours is
 
the
 
minimum
 
criteria
 
as
 
stated
 
in
 
the
 
Constitution.
)credit hours at OSU-OKC.

15

16 Article 3	Officers

17 The Executive Board shall consist of the President, Vice-President,

18 Secretary, and SGA Representative. Each Executive Board position shall

19 be elected as stated in the Organization Constitution, Article 3, Section 1.

20 The President may also appoint positions of Activities Coordinator and

21  (
Comment [NA4]: 
Are the 4 mandatory officers
 
sufficient enough? Do you need a Treasuer,
 
Activities
 
Coordinator,
 
Sgt.
 
At
 
Arms?
 
You
 
can
 
make
 
as
 
many
 
or
 
as
 
few
 
positions
 
as
 
you
 
need!
)Treasurer. The SGA Representative may also hold dual positions within

22 the organization, i.e., President/SGA Representative.

23

24  (
Comment [NA5]: 
This is where you list out the
 
duties of each officer. Each organization is going to
 
be different, some may take on more
 
responsibilities
 
than
 
others.
 
Some
 
officers
 
roles
 
may
 
be
 
absorbed
 
by
 
other
 
officers!
)Section 1	Duty of Officers 	

25 Item 1 Duties of President

26 The President shall preside over all meetings. He/She may appoint an

27 Activities Coordinator, SGA Representative, and Treasurer.

28

29 Item 2 Duties of the Vice-President

30 The Vice-President shall assume the duties of the President if a vacancy

31 occurs, or if the President is absent. He/She shall assist the President and

32 Secretary with their duties. As with all officers, the Vice-President is

33 expected to attend meetings regularly.

34

35 Item 3 Duties of the Secretary

36 The Secretary shall prepare and post agendas of meetings. He/She shall

37 keep accurate minutes of meetings and maintain a copy of these minutes.

38 As with all officers, the Secretary is expected to attend meetings regularly.

39

40 Item 4 Duties of the SGA Representative

41 The SGA Representative is to be selected by the President. This position

42 can also be held by an officer already in a current Executive position.

43 He/She shall attend every SGA meeting and report back to the

44 organization about any events, news, or activities. If the SGA

45 Representative cannot attend a particular SGA meeting, it is his/her

46 responsibility to appoint another officer to attend in his/her place. As with

47 all officers, the SGA Representative t is expected to attend meetings

48 regularly.









49

50 Item 5 Duties of the Activity Coordinator

51 The Activities Coordinator shall assist the President in the development of

52 on and off campus activities. He/She shall prepare flyers and notifications

53 of upcoming events. He/She shall promote activities and encourage

54 participation in events. As with all officers, the Activities Coordinator is

55 expected to attend meetings regularly.

56

57 Item 6 Duties of the Treasurer

58 He/She shall record, track, and maintain the budget. He/She is also

59 responsible for making all purchases within the organization and keeping

60 all receipts for reporting purposes. As with all officers, the Treasurer is

61 expected to attend meetings regularly.

62

63 Article 4	Budget/Finance

64  (
Comment [NA6]: 
Does a student have to pay
 
any
 
money
 
to
 
join
 
your
 
organization?
 
If
 
so,
 
this
 
is
 
where
 
you
 
would
 
say
 
how
 
much
 
and
 
how
 
often.
)Item 1 Dues

65 Dues may be established by the Executive Board on approval of a two-

66 thirds (2/3) majority vote of all eligible members present at a regularly

67 scheduled meeting. Any dues so established and approved shall not exceed

68  (
Comment
 
[NA7]:
 
You
 
may
 
also
 
want
 
to
 
denote
 
what the dues will go towards, i.e., national
 
conferences,
 
educational
 
field trips,
 
etc..
)ten ($10.00) dollars per academic year.

69

70  (
Comment
 
[NA8]:
 
Describe
 
who
 
collects
 
those
 
dues and who is in charge of depositing them in
 
your
 
organizational
 
account.
)Item 2 Collecting and Depositing

71 The Treasurer shall collect and deposit all contributions and keep an

72 account of the financial status. If the Treasurer is unable to perform his/her

73 duties, another officer shall be appointed by the President to perform the

74 duties of collecting and depositing.

75

76  (
Comment [NA9]: 
How many times will your
 
executive
 
board
 
meet?
 
How
 
many
 
times
 
will
 
all
 
of
 
your member meet? You can meet as many or as
 
few times as you would like, just list the amounts
 
here.
)Article 5	Meetings 	

77 The Executive Board shall meet, at a minimum, once per month. A

78 meeting of the regular membership shall be called, at a minimum, once per

79 month.

80

81  (
Comment [NA10]: 
Do you have any particular
 
structure to your meetings? Do you use Robert’s
 
Rules
 
of
 
Order
 
or
 
do
 
you
 
have
 
no
 
structure.
 
You
 
get
 
to
 
decide!
)Article 5	Procedures and Authority 	

82 The current edition of Robert’s Rules of Order shall govern all

83 proceedings.

84

85  (
Comment
 
[NA11]:
 
How
 
will
 
you
 
change
 
any
 
of
 
the
 
previous
 
by-laws
 
if
 
there is
 
ever
 
a need
 
to?
When
 
do
 
you
 
vote
 
on
 
those
 
changes?
)Article 6	Amendments 	

86 These by-laws may be amended by a two-thirds (2/3) majority vote of all

87 eligible members present at a regularly scheduled meeting. Amendments

88 may be proposed by any member of the organization, and shall not be put

89 to a vote until the next regularly scheduled meeting.

Article 7	Elections

Organization must hold elections for officers at least once per academic year, if an officer position has a sudden opening, or as otherwise stated in their constitution.
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Voucher (2)

		Mail To:												AGENCY FUNDS										Voucher No.

														DISBURSEMENT VOUCHER

														Oklahoma State University

		Pay To:												Stillwater, OK     74078

		FEI/SS:

		Both "Mail To" and "Pay To" Boxes

		must be completed prior to processing												Date:		Account Name:

		Address should be confined to "Mail To" Box

		Vendor#:

		Account No:

				Campus Code		Ledger		Dept No.		SubCode		Object Code		Sub-Activity						St. Fund		St. Agency		St. Acct:

				AA		9						5411		00001						701		010		000610

		QUANTITY				Description of Item and Invoice Number (if any )																PRICE

																										Date Received

																										in Accounting

																										Date

																										Entered

																						$   - 0

														phone								Instructions

		Issued by														All vouchers are to be drawn in triplicate using a typewriter or a ball point pen.

						Organization Treasurer										The student organization will retain the organization copy for its files.  The

		Approved by														accounting claim copy with all necessary supporting invoices or tickets

						Organization President										attached will be filed with the Accounting Office.  The accounting claim copy

		Approved by														will be accompanied by the remittance copy.

						Faculty Advisor

		Approved by

						Controller's Office

														Accounting Claim Copy





Instructions

		

		Instructions for MS EXCEL Voucher Form

		This form is to be used in place of a pre-printed voucher form.

		1.  Request from the University Accounting a group of voucher numbers.  Request a new group of

		voucher numbers when all numbers have been used.

		2.  University Accounting will reverse the right to refuse a form for alterations and/or readability.

		by University Accounting

		3.  Department must supply all copies required.  Currently they are:

		a.  Accounting Copy

		b.  Remittance Copy

		c.  Organizational Copy

		4.  Completion of form will be the same as current pre-printed form





Voucher

		Mail To:												AGENCY FUNDS										Voucher No.

														DISBURSEMENT VOUCHER										XXXXXX

														Oklahoma State University

		Pay To:												Stillwater, OK     74078

		CWID:

		FEI/SS:

		Both "Mail To" and "Pay To" Boxes

		must be completed prior to processing												Date:		Student Organization Name

		Address should be confined to "Mail To" Box

		Vendor#:

		Fund Code

				Chart		Fund Code				Acct Code		Object Code		Sub-Activity						St. Fund		St. Agency		St. Acct:

				6		991				708950		5411		00001						701		015		002210

		QUANTITY				Description of Item and Invoice Number (if any )																PRICE

																										Date Received

																										in Accounting

																										Date

																										Entered

																						$   - 0

														phone								Instructions

		Issued by														All vouchers are to be drawn in triplicate using a typewriter or a ball point pen.

						Organization Treasurer										The student organization will retain the organization copy for its files.  The

		Approved by														accounting claim copy with all necessary supporting invoices or tickets

						Organization President										attached will be filed with the Accounting Office.  The accounting claim copy

		Approved by														will be accompanied by the remittance copy.

						Faculty Advisor

		Approved by

						Controller's Office

														Accounting Claim Copy






STUDENT TRAVEL PROCEDURES AND UNIVERSITY POLICIES

Student organizations planning to travel off campus are required to comply with the following guidelines:



1.	A Student Activity Request Form (Appendix V.) must be submitted two weeks before travel plans are made by the organization, and approved by Coordinator of Student Development prior to scheduling, promoting or contracting for service. The electronic form is available on the OSU-OKC website under Student Activities & Campus Life.



2.	All participants traveling must read and sign the OSU-Oklahoma City Student Behavior Contract for Travel Off-Campus Form each year (Appendix X.). The electronic form is available on the OSU-OKC website under Student Activities & Campus Life. Completed forms should be returned to the Office of Student Activities at least three (3) days prior to departure. Failure to provide this form will prohibit the student's participation. A Contract of Participation is also generally required for an extended trip. Please speak to Coordinator of Student Development for specific details.



3.	Prior to departure, the student organization president or advisor should provide the Office of Student Life with the following: itinerary of the trip, list of contact names and destination telephone numbers.



4.	The student organization is required to provide receipts for ALL expenditures in accordance with OSU-Oklahoma City Business Office guidelines.



5.	Participants must be 18 years of age or accompanied by an adult.



6.	A full-time employee of the University should, in most cases, be designated as advisor of the trip.



7.	When University transportation is provided, regular University policy for use of University vehicles will be followed.



8.	If University transportation is used, the driver must be a University employee or University work-study student.



9.	If transportation is provided by a vendor, the vendor must possess appropriate licenses and liability coverage.



10.	Transportation provided by participants must be approved by the advisor, and the driver must have appropriate accident, health and liability coverage.



11.	If non-students are participants, those individuals should, in most cases, cover all of their own costs, including expenses involved with utilizing University vehicles.



OUT-of- STATE STUDENT TRAVEL POLICY 

Submit completed SGA Appropriations From and Out-of-State Travel From to SGA for consideration no later than thirty days before the travel date.  The student organization advisor’s out-of-state travel and airfare estimate form must be attached to the SGA Appropriations form at the time of the student organization request for funds from the Student Government Association. If this form is not included in the SGA Appropriations request, the request will not be considered until proper documentation is submitted.  Once appropriations are approved the SGA Student Body, students can begin making travel arrangements.

LODGING

Student organizations can pay for out-of-state lodging the following ways:

1) If the student organization advisor has a pcard, they may make student only hotel reservations on the pcard.  Once the participants arrive, the hotel can charge the pcard for the room and tax charges.  Original invoice should be attached to the transaction log and turned in monthly to Student Life.



2) Student organizations can submit an official invoice with Purchase Order and appropriate signatures to Student Life at least thirty days before travel date for check to be cut and sent with student club advisor for hand delivery payment to hotel.



3) Students can pay for hotel on their personal credit card and be reimbursed with proper documentation which includes original invoice, credit card statement showing payment, and purchase order signed with appropriate signatures.  Reimbursement usually within four to six weeks.

AIRLINE

Students can purchase airline tickets one of two ways:

1) The student club advisor can contact and have tickets purchased through Travel Agents, Inc.  This business accepts OSU-Oklahoma City purchase order numbers for airline ticket purchases.  Travel Agents, Inc will verify advisor permission to purchase tickets and receive a purchase order number from Student Life.  Travel Agents, Inc. will process ticket purchase, send electronic tickets to Student Life, who will forward to advisors of student organization.  Travel Agents, Inc will bill OSU-Oklahoma City student organization c/o Student Life.   (This is not new policy and has been approved and in place since February 18, 2004).



2) Students can purchase airline tickets directly from vendors by purchasing the airline ticket on their personal credit card and will be reimbursed after the out-of-state travel event.  Students will submit electronic ticket information, and credit card statement that shows purchased ticket to the purchase order with authorized student club signatures to Student Life and be reimbursed accordingly within four to six weeks.



** All student procedures are the current procedures in place and are currently being practiced.  This document serves the purpose for documentation of current process in place.






