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The Associated Studentic.Business Gite located in Room 229
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7) Representativesvho certify the correctness of a bill or voucher should know that the purchase and amount are proper
and correct. Obtaining or creating “false” invoices, receipts, or other misleading documentation is strictly prohibited
and will be prosecuted to the fumest extent allowed by law.

Violators of this code will be referred to the ASI Judiciary, the Office of Judicial Affairs, University Police, as eppnojividual
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X The student organizatiomust present a detailed plan about the activities for which it is seeking support
X The student organization’s activity must not replicateer campus programs
X The student organization’s activity must be open to all students and contribute to student life

X The student organization’s proposal must be fiscally responsible with external funding from the organization’s
headquarters or from fundraising

X The student organization must attend its hearing

EXAMPLES OF QUALNY PROGRAMS

Events and activities that sk to accomplish the following objectives have been deemed to contribute to ASI's mission and are
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SIGNIFICANCE

A proposed event should provide a meaningful benefit by virtue of the number of students served, the degree of improvement tc
the quality of student life, or the historical/traditional importance of the event. Indications of significance include:

f The likely audience is significant by virtue of its size or its unique needs

f
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f The revenue estimates are mathematically accurate and realistic and maximum allowable subsidy limits were
observed

f The event will be financially esponsored by other campusganizations or agencies

EXTERNAL FUNDING REQUIREMENT
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The ASI Treasurer will provide the Office of Student Life and Development with a listing of all unexpended grants ram Igter th

15" of the month in which the grants are set to expire. Any budget allocations not movedpanded by these deadlines shall
revert to ASI's Current Year Unallocated Fund for redistribution to other organizations.

AMENDING TERMS ANONDITIONS
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POSTEVENT ASSESSMENTOHEP

For programs receiving grant fundimg the amount of $1000 or morethe program planner(s) and/or the authorized Student
Representative of the organization shall complete the MHostnt Assessment Report. The report must be signed by your

organization’s Student Life and Development advisor.

ALTERNATIVE METHODS

For progr
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2) Copyright Infringement You cannot use your ASI grant to pay for the reproduction of any printed material that would
constitute copyright infringement.

3) Office Maintenance
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If your organization does not currently have an Agency Account, but wishes to open one, you may do so by completing tt
Application and Agreement for Agency Accounting Services and the Agency Account Signature Authorization Card.

If your organization sponsors a fumaising activity without the aid of ASI funding, then the money generatest be deposited in
your agency account in accordance with the CSU systiela policy. The deposit must take place within two days following the
activity at which revenues were collected.

After being deposited, revenues shall be available for experaliy the organization in a manner consistent with the organization
creating the account and with ASI’s Policy on Agency Accounts.

SIGNATUREUTHORITY

All ASI agency accounts must have a minimum of one organization representative and one advisor dutbaiga on each
account. There shall be a maximum of two organization representatives authorized on each account.

All student signatories on student organization accounts must be concurrently enrolled in classes at CSULB and a réiistered o
listed on the group’s Organization Registration Card issued through the Office of Student Life and Development. The organizatior
Student Life and Development advisor shall serve as the approving signatory on the account.

In order to become an authorized sighagoa student must attend the Student Organization Fiscal Workshop or undergo equivalent
fiscal training as determined by the ASI Treasurer.

RAISING MONEY FOR YOUR ORGANIZATION

There are a variety of ways in which an organization may raise money to sugpactivities. Typical fund raising events include
bake sales, ticket sales to events, and solicitation of contributions or donations. The possibilities foaigumgd are virtually
endless. However, in order to sponsor a fund raising event your aratgom must follow guidelines established by ASI and by the
University.

SALES ACTIVITIES

All sales activities, including bake saleshirft sales, and raffles must be conducted under the supervision of your Student Life and
Development Advisor. He/She Witform you of the policies and procedures you must follow in order to hold such an event.

TICKET SALES

Every time admission is charged to an event sponsored in part or in whole by the use of ASI Fees, all revenues must be accountec
by the use of tickets. All ticket sales will be conducted under the supervision of A.S. Business Office. You must contact the Busir
Office at least 15 working days before the date upon which the tickets are to be sold.

Tickets may be either roll tickets or custatasgned tickets. Roll tickets may be obtained from the A.S. Business Office and are
usually used for "at the door" ticket sales. Organizations that need to design tickets specifically for an event musttiachfsle
logo in the ticket design.

Organizationsmay arrange to have their tickets sold at the University Student Union Information Center by completing and
submitting a Request to Sell Tickets no later than 15 days before the event. The Information Center will sell tickets Ordpye
before an eent and only on a cash basis. Any advertising for an event that states availability of tickets at the Information Cente
must be approved by the USU before being published.

Tickets that are to be sold at the USU Information Center must be deliverediglitedhe ASI Business Services Coordinator along

REVISED: AUGUST Q12 PAGH1



CONTRIBUTIONS/DON®@NIS

Contributions (cash, checks or giftskind) are differentiated from other types of revenue primarily because they represent a
donation to your organization for which the donor could qualify for a tax deduction. The solicitation and acceptance of any
contribution of $1000 or more must be coordinated with a staff member from the Division of University Relations and Dentlopme
Because many area businesses have a longstanding relationship with CSULB and already make significant contributions to
University, we discourage student organizations from approaching area businesses for donations unless they have spoken witt
development staff member first. The development staff member will provide approp
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APPROVED USES OF AGENCY ACCOUNT MONEY

GENERATEREVENUES

The Business Office will treat all revenue for which restrictions have not been indicated as agency funds. By this definition, su
funds are not under the budgetary and programmatic control of the ASI and may be used for purposes otherwisegdrohiASI
policy, provided they are not otherwise prohibited by university or systéde policy. However, ASI prohibits the use of these
funds for the purchase of alcoholic beverages. In those cases where adequate supervision of activities byyyreveosibel is not
evident, the Business Office reserves the right to refuse the withdrawal of funds.

In accordance with CSU systavide policy, all revenues generated independently of ASI support by student organizations must be
deposited and administered
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QUALIFYING PROJECTS

CONFERENCE PRESENTATIONS
Student Travel Funds may be awarded to students wiidhe taking an active role in the conference or convention they propose to
attend. “Taking an active role” is defined as delivering an academic presentation. In order to qualify for Student Travel Funds, t
conference or convention at which the student is to present must feature the following:

f A “call for papers” or other invitation for submissions issued by the conference organizer(s)

f A screening process through which submissions are competitively judged and selected for presentation

f A letter of acceptace, invitation, or other documentation which confirms that the student’s attendance has been
requested at the conference or convention

All presentations made possible through award of the Student Travel Fund should represent significant contributioas to t
student’s educational experience. Funds cannot be awarded to any project completed as part of a course requirement

Student Travel Funds awarded for Conference Presentations shall be restrighegrtent of conference fees and transportation
costs to and from the event site. They may not be used for other purposes, such as lodging, meals, parking, or other relate
expenses. The fund does not cover initial transportation to the airport or dailyngrdransportation while at the event site.
Exceptions to the policy are at the discretion of the Board of Control. The maximum amount available per student shall be &
follows:

X Conthental U.S. $400
x Alaska, Hawaii and International Trave$500

In the event of multiple authors, the maximum amount available shatlexceed$1000 per group Students who travel in a group
are encouraged to use the same modes of transportation to minimize costs.

CONFERENCE ATTENOA

Student Travel Funds may be awardedstadent who will be attending but not presenting at leadership conferences, professional
development conferences, academic decathlons, academic competitions or conventions, and national organization conventions.

Student Travel Funds awarded for Conference Attendance shall be restricted to payment of conference fees only. They may not
used for transportation, lodging, meals, parking, or other related expenses. Exceptions to the policy are at the distthgon o
Board of Control. The maximum amount available per student shall be $50. In the event of multiple attendees at a single conferenc
the maximum amount available shalbt exceed $00 per group of attendees

APPLICATION

A Student Travel Fund Application must be filled out completely and submitted to the ASI Treasurer's Offigel(\n8Uess than
three (3) weekshefore the proposed date of departure. The form must besgmed by a CSULB faculty member who supports the
student’s participation in the conference.
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When the invoice with your signature is received, the Business Office will issue a check, charging your account. THetbkack wi
be mailed to the company, and the transaction will be concluded.

CONTRACTINRROCEDURES

The Contracting procedurs used to obtain personal services from firms or individuals acting as independent contractors, most
often guest speakers or performing artists. When a service contract is completed, signed by the independent contractor, an
approved by a university offial, it becomes a legally binding document. This document states that your organization will pay the
independent contractor a specified amount of money once he/she has performed specified services. You MUST use the Contract
procedure any time you wish to pay someone for providing services to you as an independent contractor. You MAY NOT pay t
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X You request reimbursement only to the individual whade the original purchase; and

X
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1) Attach your original receipts to the form and all other necessary documentation, for example copies of printed

materials for which reimbursement is being requested. The ASI Business Office cannot issue reimbursements withol
receipts.

2) Havethe Revolving Fund Expense Report signed by your Student Life and Development Advisor.

3) Submit the Revolving Fund Expense Report to the Business Office Service Counter. It will be checked for accuracy

appropriateness. Provided all information is cotrand there are funds available in your account, cash reimbursement
will be issued over the counter.

Ability to honor approved Revolving Fund Expense Reports is limited to cash on hand in the Business Office.
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EXCEPTIONS TO POLICY

Thepolicies and procedures as elaborated in this manual are based on State Department of Finance and Internal Revenue Sen
regulations. There should never be any reason for your organization not to observe these guidelines. Nonetheless, wéhat know
for every rule there is sometimes an exception.

Whenever your organization requires an exception to ASI policy or procedure, you will have to submit a Request for Exception
Fiscal Policy form. This form requires that you indicate the exception(s) reguastd provide a justification for granting the
exception. The form must be initialed by a Business Office staff member, approved by the ASI Treasurer, and attachedeto whate
forms you are submitting to the Business Office.

Consistent abuse of exceptions to policy will be referred to the ASI Treasurer who will a) require you to undeigongg b) refer
you to your Student Life and Development Advisor; or c) in extreme cases, revoke your ASI funding.

CHARGES FOR EXTRARNRRY SERVICES

Certainexceptions to policy, when granted have the effect of incurring additional costs on behalf of the ASI Business Offite. In su
cases, the Business Office is authorized to recover this additional cost from the offending organization. Accordindlgwthg fo
fees are automatically debited from your account whenever the service indicated is provided:

Issue Stop Payment on Check $20.00
Void a Staledated Check $15.00
Reissue a Lost or Stale Check $20.00
NSF Check Deposited to Account $25.00
Rush Purchas@rder $20.00
Rush Check $20.00
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FORMS

You can access therms mention on this manuaia the two following websites:
http://www.csulb.edu/divisions/students/asi/administration/asi_forms.html

..or by logging into BeaclBcunder ASI Gvernment forms.
DOGQUMENTATIOREQUIREMENTF®RPURCHASES ANBIRBURSEMENTS

The following list provides you with various documentation requirements for various purchasing and reimbursement transactions
Please review this list carefully befgskacing an order or making a purchase to ensure7 Tw74(e)-12(fu)-9(I)-4(I re f* 31.56 61 ET5pTc
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Commodityor Service Description Required for Payment to Required for Reimbursement
Purchased Vendor/Contractor

(listed alphabetically)

Printed Materials Flyers, posters and handbills 9 Packing slip signed Isyudent
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