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*** This booklet is just a summary.  Please refer to the JMU Office of Finance website at http://www.jmu.edu/finprocedures for a more detailed description of the information that is listed here***

People and Places to Know
In your role as treasurer for a FEB Organization, you will need to have contact with various people and places on campus, here is a list of just a few.
 Person/Office
Phone No./MSC
Location
What For?               

Pam Cahill
568-3714/5712

JMAC 3

Accounting Vouchers

Cashier/UBO
568-6291/3516

Warren 3rd floor
Deposits, ticket sales

CMSS

568-6468/3504

Warren 245
Co-sponsorships

Procurement
568-3145/5720

JMAC3

Copy of DPO

Jim McConnel
568-3550/3534

Taylor 399
Travel Authorization

Student Activities 568-6613/3501

Taylor 205A
Update Constitution

& Involvement





UPB, Clubs/Orgs
Copy Center
568-7842/5722

JMAC 6, Ste 31
Copies

We have a dedicated staff at University Unions; following is a list of people from the Unions that might be of service to you.  Our MSC code is 3501 and our location is in Taylor 205B. If you need to reserve rooms for executive meetings or training sessions you will need to contact Events and Conferences – 568-6330
Person 

Phone

Title

What For?

Dave Barnes
568-3341

Director

Signs Contracts

Sue Bauer
568-3341

Admin. Assistant
General Information

Paula Lam
568-7968

Asst. Director
Expenditure Approval

Gail May

568-5543

Fiscal Tech
Expenditure Approval

Kristin Muncy
568-6613

Assoc. Director
Signs Contracts

Shae Powell
568-6329

Fiscal Tech
Expenditure Approval

Mary L. Smith       568-2895              Office Manager    Expenditure Approval

Carrie Martin
568-7892

Coord. UPB
Contract Advice

Frequently Asked Questions     

The following is a list of questions that you, as a treasurer, will have as you assume your duties!!  If you can’t find your answers here, feel free to call Gail May 85543.  Happy Treasuring!!!!

What do I do with money that I receive for my organization after regular business hours?  All money received must be placed in specially marked, sealed plastic bags in the night depository at the University Cashier’s Office (UBO, Warren 3rd floor) immediately after any event; for late night deposits the night depository key MUST be obtain during business hours (8 a.m. – 5 p.m.).  Gail May can provide the plastic bags during regular business hours. Make sure night deposit includes your name, phone number, organization name and number.

What do I do if I collect money for my organization during regular business hours?   Give it to Gail May in University Unions, Taylor 205B, so that it can be deposited immediately or placed in the safe. 
We’d like to make a change to our budget and have a BBQ instead of bringing a speaker. How do we do this?  Your budget was approved by the SGA.  In order for you to make a change such as this you will need to let Paula Lam (lampe, Gail May (maygw)or Shae Powell (powel3sd) know what you would like to do and then contact the Finance Committee and request the Senates’ approval.

We’d like to bring a speaker / artist to campus.  How do we do this?    You must complete a skilled services contract, Appendix L, and a W-9 along with an Accounting Voucher. See page 11 for further details.
How do I purchase office supplies using my “8" account?  You need to use a gift card or DPO.  See page 9 for details.
How do I know what account to charge something against?    Refer to your budget or see the list of commonly used account codes on page 6.

We’d like to go to a conference.  How do we plan for this?   Refer to your budget; then see page 12.  Step by step, and you’ll be conferencing soon!

We made a mistake in our budget.  How do we change it?   Give Gail a call at extension 85543.  As your budget was approved (line by line) by the SGA, you need to go through them to approve any “material” changes.  Usually all this entails is a memorandum to the SGA Finance Committee Chair and you also need to send a carbon copy to Gail.
All of these duties are so demanding!  I’m not sure if I can do them and my classes too!  Give us a call, and let’s meet! Between you, your organization, your advisors, and a host of staff members (including myself), we can help turn this kind of situation around!

Vendors to Remember
The following is a list of frequently used vendors that still accept DPO’s as a form of procurement.  In order to process payment for these vendors you must bring the DPO and the original receipt to Paula Lam or Shae Orebaugh for processing.  The list is compiled from those used last fiscal year by student organizations.  It is not an all-inclusive list of who you can or cannot use, nor is it a list of “preferred vendors”.  REMEMBER: you must always stay under per diem - $7 breakfast/$11 lunch/$18 dinner.
Vendor Name
ID #
       Address

      Phone             Service 

Cally’s 

54-1859674       41 Court Sq. 
                         434-8777
Food

(Mike Comfort 2 days ahead) 
                 Harrisonburg, VA  22801



Chanello’s Pizza
54-1919819       425 N Main Street
        574-4700
Food




Harrisonburg, VA  22801

Dave’s Taverna
54-1725753       121 S. Main Street
        564-1487
Food




Harrisonburg, VA  22801


Dominos Pizza
62-1104189       31 Miller Circle
        
        433-2300
Pizza (Quad)



          
Harrisonburg, VA  22801
Dominos Pizza
62-1104189        22 Terri Dr.

        433-3111
Pizza (ISAT)





Harrisonburg, VA  228001 


Downtown Athletics
54-0938073       600 H University Blvd
        438-1460
T-shirts





Harrisonburg, VA  22801

Function4 Sports
54-2005977       1854 E Market Street
        432-0217
T-shirts




Harrisonburg, VA  22801




Glen’s Fair Price
54-0988595       227 North Main St
        434-8272
Awards





Harrisonburg, VA  22802

Hampton Inn
54-1463008       85 University Blvd
        432-1111
Hotel




          
Harrisonburg, VA  22801


Highland Center
54-0808741       14783 Upper Highland Dr          852-3226
Retreats





Bergton,  VA  22811


Kinko’s

00-0373248       1010 South Main St.
        433-9287
Printing


                
          

Harrisonburg, VA  22801

Lowe’s

56-0748358        201 Linda Lane
                         433-7660
Supplies



                          
Harrisonburg, VA  22801

Mr. J’s Bagel
54-1860004        1635 E Market St
        564-0416
Food




           
Harrisonburg, VA 22801

Papa John’s
61-1222435        2227 Valley Ave
        433-7272
Food

                      

          
Winchester, VA 22601

Qdoba

61-1401310        223 Burgess Road
        564-1515
Food






Harrisonburg, VA  22801

Quiznos

32-0023245        37 Burgess Road
        432-1302
Food





Harrisonburg, VA  22801
Rockingham Rent-All
54-1064445        1777 S Main St 
        
        433-2591
Rentals




           
Harrisonburg, VA 22801
Signs USA

54-1596146         21 Terri Drive
        
        432-6366
Banners





Harrisonburg, VA  22801
SOS Advertising
54-2008129          110 West Grace St.
        442-9226
PR supplies


 
Harrisonburg, VA  22801

Supply Room
54-1474203         PO Box 6887
       
        800-849-7239    Office Supplies




           
Richmond, VA  23230

The Cawley Co.
39-1165428         PO Box 2110
       
        800-822-9539
Name Tags      





Manitowoc, WI 54221-2110

TRT Marketing
20-1810575        1950 F Deyerle St
        434-4824            T-shirts


                                                Harrisonburg, VA  22801

Wayne Oxygen
54-0674705        1022 W. Main Street
        942-4145
Helium tanks





Waynesboro, VA 22980

Expense and Revenue Codes 

Expense Codes:

121200 – Media Services – advertising, radio ads, radio spots

121100 – Express Services – Federal Express

121400 – Postal Services – Post Office

121500 – Printing Services – copy centers, publications, tickets

121800 – Telecommunications – campus phone bill

121900 – Inbound freight – shipping charges

122100 – Organizational Memberships – professional memberships

122200 – Publications & Subscriptions – magazines, newspapers

124600 – Public Info & Public Relations – PR items, pens, cups, etc.

126400 – Food and Dietary Services – food in support of artists, catering, training

126700 – Production Services – film processing

126800 – Skilled Services – all contracted services, artists, and skilled workers

128200 – Travel Personal Vehicle – mileage 

128300 – Travel, Public Carrier – commercial air, etc.

128400 – Travel, State Vehicle – mileage charges for JMU vans and cars

128500 – Travel, Lodging – hotel costs, registration fees for students, etc.

129900 – Recovery – collection of money for any items listed in the 12XXXX section

131100 – Apparel Supplies – clothing, T-shirts, etc.

131200 – Office Supplies – pens, pencils, paper, etc.

131300 – Stationary, Forms – business cards, letterhead, envelopes

133400 – Merchandise – T-shirts or other items purchased for re-sale

136200 – Food & Dietary Services – food purchased for re-sale

136400 – Laundry & Linen – purchases or rental of laundry and linen supplies

137400 – Educational Supplies – books, educational aids, etc.

137700 – Photographic Supplies – film

137800 – Recreational Supplies – games, balls, bats, etc.

139900 – Recovery – collection of money for any items listed in the 13XXXX section

141300 – Premiums – awards, prizes, etc.

142500 – Undergraduate Scholarships – leadership scholarship award

153400 – Equipment Rental – copier machine, popcorn machine, helium tank, etc.

153510 – Internal Building Rental – rental charges for Godwin, Festival, etc.

226300 – Office Incidentals – staplers, 3- hole punch, paper clip holder, etc.

Revenue Codes:

011570 – Other Sources – Rush, membership dues, popcorn sales, etc

011710 – Ticket Fee – concert, show, event ticket sales

Accounts Receivable
ALL collection of money must be approved by Gail May or Paula Lam prior to the collection.  ALL monies collected must be in a secure, approved location and money must be deposited IMMEDIATELY failure to deposit the money would be considered embezzlement of state funds.

Deposit Codes:


011570 – Misc. Revenue (dues, popcorn, etc)


011710 – Ticket Sales 


139900 – Recovery (t-shirt sales)

Deposit Instructions:  In order to make a deposit you must obtain a bag from Gail May, if the deposit will be made after business hours (see #3) you must also get a key from the University Business Office (during business hours, 8 a.m.-5 p.m.) for the night deposit box.

1. Deposit Transmittal (DT) Form Insturctions:

a. Form is located at www.jmu.edu/universityunions/budget - Forms

b. Your information: phone number, email and MSC 

c. Today’s Date

d. Explanation – where & why you collected money

e. DEPT ID – your “8” number (ie. 800084)

f. Account – Revenue code (011570, 011710, 139900)

g. Description – Misc Revenue or Ticket sales

h. Amount – how much do you have

i. D/C –C for credit when depositing money - D for debit when there is a loss or shortage of money.

j. Enter amount of cash in the cash box and checks in the checks box

k. Checks must be endorsed with your organization’s UBO approved stamp. Need One?? Ask us!


2. The deposit (checks and cash) are now ready to be taken to the University Business Office.

a. Take two copies of the Deposit Transmittal Form and the checks and/or cash to the UBO in the bag you were given.  Call campus police for escort, if necessary.

b. Give deposit to cashier. Wait for receipt or you may leave deposit with cashier.

c. Attach your receipt to your documentation and bring to Gail.

3. After Hours (Night Deposit) Procedures

a. Obtain a key for the night deposit box from the University Business Office

b. Put deposit (money) in the bag that we gave you, seal it and fill out the bag completely.  If you have the Deposit Transmittal Forms completed you may put them in the bag also.

c. Drop in night deposit slot behind Campus Card Center “Picture Booth”

d. If you did not have a DT form you must bring it to the cashiers the next business day in order to process your deposit.

e. Bring a copy of the DT form and backup documentation to Gail for reconciliation

****ALL DEVIATIONS FROM DEPOSIT PROCEDURES WILL BE REPORTED TO APPLICABLE UNIVERSITY OFFICIALS AND THE JUDICIAL COMMITTEE***
Sales

Student Organizations have “sales” or collect money for a variety of reasons.  Regardless of the reason or money source, these funds must be accounted for in accordance with university requirement.  T-shirts are purchased and then resold for organization pride, marketing, or promotion, tickets are sold for speakers or artists, or money is collected for charity donation.

Remember – all monies you generate, collect, raise, etc. must be deposited in your local account immediately following the conclusion of that day’s sale or you are in violation of state procedures which would be considered embezzlement.

A) T-shirt / clothing sales

1) Plan ahead at least 2 weeks!!!

2) Go to Events and Conference in Taylor 233 to pick up an event specification form.

3) T-shirt design must be approved by Towana Moore (568-2535) before purchase - - if it has anything pertaining to JMU on the design.
4) Get approval from JMU Foundation 

5) Listing of approved vendors to purchase shirts from may be found at  www.jmu.edu/sos

6) Items are purchased under guidelines on page 9 and coded 133400 when purchased.
7) Enter sales into a “Sales Reconciliation Sheet” located on our website www.jmu.edu/universityunions/budget Forms link.

8) Sales should be totaled daily and deposit prepared as described on page 7.

a) Deposit into 8XXXXX – 139900

9) All transactions must be accounted for on the “Sales Reconciliation Sheet”

10) Send completed “Sales Reconciliation Sheet” to Gail May so we can attach it to the DPO and Accounting Voucher used to purchase those items.

11) Any shortages and/or excess in cash must be annotated on deposit transmittal form

B) Ticket Sales

1) See UU Fiscal Tech (Shae Powell) to order tickets and to coordinate ticket sales. Shae can:

a) Arrange ticket sales for your organization through on-line, Warren Box Office, and off-campus sources

b) Assist in ticket design

c) Provide guidance on ticket sale security and door sales

2) Ticket sales by student organization

a) Must use “Daily Ticket Sale Sheet” and attach to DAILY ticket sale deposit, available on our website.

b) Must use “Ticket Event Reconciliation Sheet” for final reconciliation of all tickets sold / unsold for the event

c) Any shortages and/or excess in cash must be annotated on deposit transmittal form

d) Send completed “Ticket Event Reconciliation Sheet” to Shae.

C) Charity - student organizations raise money for many reasons.  However, all funds must be deposited daily.  Follow directions in B – 2 a & b above (ticket sales). We must have the tax ID of each charity to which a donation or proceeds are given.
Accounts Payable

A payable is any expense owed by your organization.  These include all pending expenses, such as the DPO for pizza. It must be returned with the original receipt to Gail May for processing.

The following steps must be followed in order to purchase any and all items.  Please note you must give us at least 48 hours to process your request.  IF it is an emergency you will need to call Gail (568-5543) immediately.

1. Check your budget to see how much you are allotted

2. Determine whether the vendor accepts a DPO or not (if not stop here and go to the Gift Card request section on the next page)

3. Go to www.jmu.edu/universityunions/budget and click on the Request Funds link.

4. Your username is your group’s initials and the password is your last name
5. Click DPO/Accounting Voucher Request

6. COMPLETELY fill out the form

7. Click Submit

8. Come pick up the signed DPO from Paula or Shae

9. Make 3 copies of the DPO

10. Purchase your items

11. Sign on the bottom line as receiving party

12. Give the vendor a copy of the DPO

13. Bring a copy of the DPO and the original receipt to Paula, Gail or Shae immediately

14. Retain one copy of the DPO for your records

POINTS TO REMEMBER:


· Give at least 30 days for a check to be processed

· Reimbursements will not be allowed unless pre-approved

Food
· ALL food purchases must be accompanied by a Business Meal Certificate Form.  This form is located on our website at www.jmu.edu/universityunions/budget click on Forms and then on the BMCF link to pull up the form.  Please fill out completely and return to Gail May.

· BMCF needs to be attached to the receipts and/or invoices that they pertain to.  When paying with an accounting voucher you need to send a copy of the BMCF with the accounting voucher to accounts payable.  When using a credit card or gift card you need to keep the BMCF with your receipts for audit purposes. If you shop at several different locations for the same event you only need the one BMCF explaining the event.
· Please refer to the JMU Office of Finance website: http://www.jmu.edu/finprocedures/4000/4215.shtml  Financial Procedures Manual – Travel Section #4215.353.
· The AVP or VP is the only person authorized to sign the BMCF.
· Any food items purchased off campus that are over $50 must be approved by Aramark (contact Jay DeGioia in Entrance 7 D-Hall, degioijx or 84227) if they are going to be consumed on campus.
Gift Card Request

In order for you to obtain a gift card you must give 3 business days prior notification so that new gift card request form can be approved by Accounts Payable (this is a new rule for FY 11).  The following stores are approved for gift card purchases: Wal-mart, Staples, Target, and Michael’s.  No more than $500 may be put on a gift card at any given time and the full amount will be charged to your student organization.  
1. Check your budget and see how much you are allotted

2. Go to www.jmu.edu/universityunions/budget and click on the Request Funds link.

3. Your username is your groups initials and password is your last name
4. Click Gift Card request

5. Completely fill out form

6. Click submit

7. Stop by Gail’s office to sign out the gift card

8. Purchase items

9. Return gift card and original receipt* to Gail immediately.  Please be sure to sign that you have returned the card!
*If the original receipt is not returned be advised you and your organization will be held completely liable for the amount of money spent on the gift card.  Any purchases made that are for non organizational use you will have to reimburse the organization and will result in termination of your rights to request further funds for your organization. 
If you fail to return the gift card a hold will be placed on your personal student account for the balance on the card when it was given to you.
Campus Purchases
Internal accounting is utilized to process payment for goods and services you receive from other campus departments.  It is the responsibility of these other departments to “bill” you through internal methods.  These expenses are automatically charged to your organization.

For campus organizations you might be direct billed: Aramark, Wilson Hall rental, Convo rental, Copy Center, The Breeze, Duke Card, Telecom, etc.  Receipts for any of these services MUST be given to Gail May for reconciliation purposes.

The Duke Card is an organization debit card that money is placed on and used for various campus services – similar to the JACard.  Many campus services require the Duke Card.  In order to add money to your Duke Card you must complete the request form found at www.jmu.edu/universityunions/budget - click on the Forms link and then on the Duke Card request link.  Upon receiving the receipts you must return them to Gail for reconciliation purposes.

Stipends are the method of compensating you for your endeavors pertaining to your FEB group. 

A.) Selection process of recipients: Application process under constitutional specifications of each organization

B.)  Distribution of Stipend: Each individual must meet with Gail May to fill out the appropriate paperwork for both semesters; the stipends are not payable until the end of each semester after you have served in your FEB organization. They are paid as direct deposits to your checking account. IF YOU ARE NOT EMPLOYED BY JMU AND HAVE NOT BEEN FOR OVER SIX MONTHS , you must bring your Social Security card, Driver’s license or JMU ID and a blank voided check in order to complete this process.
Contracts for Artist and Speakers

For FY 11, all contracts must be processed PRIOR TO EVENTS OR PERFORMANCES.  This page covers contracts utilized by the student organizations to secure artists to perform musical, comedy, coffee house, lecture, entertainment and presentations.  
***NOTE: Only David Barnes (UU) and Kristin Muncy (SAI) can sign contracts.

Required Forms:

1.) Contract Form Addendum to Contractor’s:  A standard contract addendum that restricts contract provisions requirements and liabilities to those governed by the Commonwealth of Virginia. This is a required supplement to all contracts. 

2.) Skilled Services Contract: Contract used for those performers who don’t have their own contracts. The Student Organization initiates contract.  

3.) W- 9: Request for taxpayer Identification Number(s) and certification form.

4.) Accounting Voucher: Completed in order to obtain a check. This must be done ahead of time if you are going to pay an artist/speaker on the day of their event.
5.) Sole Source: If price is over $50,000 you must fill out this form.
Contract Processing  

1.) Upon receipt of the contract, please see the UPB Coordinator (Carrie Martin) for guidance on form completion and legalities.

2.) Contracts are reviewed and annotated as necessary with university required amendments and changes by the student organization and their advisor.  The UPB coordinator can assist if requested.  This process may take up to a week so make sure you plan ahead.
3.) All addendums by the promoter are reviewed and annotated as necessary with required amendments and changes.

4.) Contract Form Addendum to Contractor’s and W-9 are completed to accompany contract.

5.) The original contract is prepared for signature and submitted with Accounting     Voucher to one of the following:

David Barnes -University Unions 

Kristin Muncy – SAI
Contract distribution

1.) The artist/promoter gets one complete set. Faxed copies are acceptable.

2.) Your organization retains a contract set.

3.) Accounts Payable needs a complete set.  Faxed copies are acceptable.

4.) Procurement gets one complete set sent to MSC 5720.
Check Procurement

1.) Send the original Accounting Voucher with a completed contract to Accounts Payable.  Make sure you put on the Accounting Voucher where you would like the check to go and who to contact when check is received (i.e. pick up at UBO, call Susie at 804-455-1432 when check is ready)

2.) Keep a copy of the completed contract and Accounting Voucher for your records and a copy goes to Gail May.

Travel

Student organizations travel to gain leadership, management, and programming experience to bring back to their organizations.  The following steps must be accomplished for travel.  TA forms must be prepared at least 2 weeks in advance.

1.) Travel Authorization (TA) Form: Anytime travel exceeds $500.00 in total expenses or the trip involves overnight travel, the TA form must be completed. The TA is necessary to pay registration fees, lodging, and airline tickets.  You will find a blank TA and an example of the completed TA on our website: www.jmu.edu/universityunions/budget click on the forms link and then on the “Travel Authorization” links.

2.) Per Diem: All cost for meals and hotels must not be over the allocated per diem rate for the location of your travel.  Per diem rates may be found by going to our website www.jmu.edu/universityunions/budget and then click on the “Links” button and then on the “Travel Per Diem” link.  This will take you to JMU’s tables for the state per diem rates.
3.) TA Processing: 

a. SGA Organizations: Get signature of advisor, then submit to Jim McConnel’s office AVP, Student Life, Taylor Hall room 399.  Susan Linn will assign a TA number.

b. Media Board Organizations: Get signature of advisor, then submit to appropriate Vice President, Assistant/Associate Vice President or Dean’s office, as designated by your advisor.

c. Reference the TA # on all pertinent Accounting Vouchers and submit a copy of the TA with all other documentations.

4.) Registration Fee Payment: Prepare an Accounting Voucher (see page 7, Accounts Payable) to pay registration fee prior to the cutoff date. This will be a prepayment. Include 2 copies of registration form with AP copies of the Accounting Voucher and they will mail a copy of the registration fee with the check.  Also include a copy of TA with Accounting Voucher.

5.) Local Funds Travel Expense Form: all travelers who receive an advance for food and miscellaneous travel expenses (i.e. mileage) use this form. Advisors may place additional restrictions on their groups for receipt of these items.  This form may only be obtained through the office of Paula Lam.

a. Any monies due (up to the maximum amount) are paid to the traveler as a reimbursement on an Accounting Voucher.  

b. Monies owed: If the total is negative the traveler owes a reimbursement to the organization.  Process according to instructions in Accounts Receivable.

6.) Hotel / Lodging Expense Payment: Prepare an Accounting Voucher (see page 7, Accounts Payable) to prepay lodging for travel.  Submit an Accounting Voucher for 1 night’s lodging. Provide 2 copies of hotel registration so AP can mail one with your check. Submit a second Accounting Voucher for the remaining nights of travel. Send copy of TA with Accounting Voucher put the TA number in the PO Number box on the Accounting Voucher.  This check will be picked up by your organization, from the cashiers, the day before departure.  Carry this check to the hotel to pay the remaining nights lodging. 
Reconciliation
Around the 15th of every month you will need to schedule a meeting with Gail May.  During this meeting your account will be reconciled.  The State has strict accounting rules. Everything you purchase will be audited and a detailed description for each purchase is mandatory.  You are responsible for locating any missing items needed for backup and bringing them to Gail before any more purchases may be made.

Audit
· You will be audited

· Everything you purchase is going to be reviewed by an auditor

· If you purchase something that is not acceptable you will be held liable.

· Duke Card purchases will be audited - - make sure you retain all receipts and keep a ledger balance[image: image2.png]
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