
  

           

  

        

     

  

      

   

       

 

 

            



 

ASSOC. DIRECTOR FINANCES 
vonyetta.hunter@emory.edu 

 ph: 404-727-3513 
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           SHAQUAN JENKINS 
 

ACCOUNTANT 

shaquan.jenkins@emory.edu 
ph: 404-727-9918 
Office: ESC N219 
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sewashi@emory.edu  
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Office: ESC N219 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 

 

   
  

     

  

 

                   

Please send all emails regarding generic questions to the sgs@emory.edu inbox to receive guidance 

from someone within our office. 

WHERE ARE OUR OFFICES LOCATED? 

EMORY STUDENT CENTER 

SILT OFFICE LOCATION: 

 S309 (SOUTH TOWER) 

______________________________ 

SGS OFFICE LOCATION: 

N219 (NORTH TOWER) 

mailto:vonyetta.hunter@emory.edu
mailto:sgs@emory.edu


 

 
 

 

LISA LOVEALL 
DIRECTOR, SGA ADVISOR  
email: lisa.loveall@emory.edu  

Denna Kibrom 
ADMINISTRATIVE ASSISTANT                     
email: dkibrom@emory.edu  

SARAH BETH POTTER 
COLLEGE COUNCIL ADVISOR  
email: sarah.beth.potter@emory.edu  

NATASHA HOPKINS 
ASSOC. DIRECTOR, GSGA ADVISOR                 
email: natasha.hopkins@emory.edu  

VERNON SMITH 
SPC ADVISOR                                    
email: vernon.smith@emory.edu  

                      ADDITIONAL SILT STAFF 
Becka Shetty and Brendan Moriarity,  

                           ESC S330 ; ph: 404-727-6169  

PAYMENT AND  

PROCUREMENT SERVICES 

 ALL PAPERWORK IS DUE TO THE 
SGA BUSINESS OFFICE 

404-727-5400 (10am-2pm) email: 
actspay@emory.edu  
*Email SGS for payment update prior to reaching out 
to ActsPay.  

   FALL 2019: DECEMBER 19TH 
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TREASURERS, 

Congratulations on being selected as your organization's treasurer! As an organizational treasurer, 

you are part of a team of over 600 students who are committed to ensuring that their respective 

organizations receive the resources they need to fulfill their missions.  

I am delighted to present you with the updated Eagle Source which will aid you in fulfilling your 

duties. Although it is comprehensive and details many of the processes you will encounter, the 

Eagle Source may not have answers to all of your questions. We highly encourage you to contact 

your divisional treasurer, SGA Staff, or myself with any questions you may have.  

SGS Staff and Student Leaders  

IVITY FEE (SAF) 

BBA (Undergrad Business) 
Aditya Govindraj   

aditya.govindraj@emory.edu 

College Council 
Lyndsey Garbee    

lyndsey.louise.garbee@emory.edu 

Graduate Nursing Council 
Kay White              

katherine.white@emory.edu 

Media Council 
CJ Araujo                    

cj.araujo@emory.edu 

Undergraduate SGA 
Ben Wiener             
ben.wiener@emory.edu 

 
 
Theology (Candler)  
Joya Moore 
joya.renee.moore@emory.edu  

ESNA (Undergrad Nursing) 
Joy Park                         

joy.park2@emory.edu 

Medical School Senate 

Wesley Manz       

wesley.j.manz@emory.edu 

SBA (Law School) 
Natalia Souza  
natalia.souza@emory.edu 
 
 

EEVM 
Soham Bhartia 
soham.bhartia@emory.edu  
 

 
Public Health 
Kathleen Keh  
kathleen.keh@emory.edu   

 
 
Allied Health  
Olivia Franco 
olivia.franco@emory.edu  

  

Club Sports Council 
Jason Welling      

jason.welling@emory.edu 

 

Graduate Business 
Michael Babitsky    

michael.babitsky@emory.edu 

         Graduate SGA 
Rosilyn Chirayath   

rjchira@emory.edu 

       Outdoor Emory 
Zachary Mendolla  

zmendol@emory.edu 

        SPC 
Noah Lee 
noah.lee@emory.edu 

 

 
Graduate A&S  
Rylie Johnson 
ryan.johnson2@emory.edu  
 

 

mailto:soham.bhartia@emory.edu
mailto:kathleen.keh@emory.edu
mailto:olivia.franco@emory.edu
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WHAT IS THE SAF? 

The Student Activity Fee (SAF) is paid once per semester along with tuition by every 

student actively enrolled at Emory University. The SAF student funds student organizations 

throughout campus and is allocated to divisions per the Fee Split.  

The SAF  for the 2019/2020 academic year is $92/semester for GSGA and 

$95/semester for SGA.  

 Events held using SAF funds must be open to the entire student body.  

 Student Organizations must adhere to SGA and Divisional  

Financial Guidelines. (purchase restrictions, spend caps, etc.)  

*Each division has specific rules for distributing their allocation of the 
SAF to student organizations chartered under them.  

 

ALL PAPERWORK MUST GO THROUGH SGS 

 

   
  

         

 
$ 
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SPEEDTYPES (formerly known as Smartkeys) 

Speedtypes are unique account numbers for student organizations within SGS.  

 Ten digits long  

Treat your speedtype like your bank account number (do not share!) 

Two types of speedtypes: allocated and self-generated  

example 
0000099999 
0850000000 

SPEEDTYPE 

ALLOCATED 

 

SELF-GENERATED 

 For organizations with an allocated charter  

 Speedtype where SAF funds granted by 

divisions/SGA are deposited 

  Funds do not roll over between academic 

years  

 All expenditures must abide by the  

SGA Finance Code (restrictions/caps) 
  Funds cannot be transferred to other 
university departments 
ALLOCATED FUNDS CAN NOT BE MOVED TO 

SELF-GENERATED ACCOUNTS 
 

  All chartered organizations with funds are 

eligible for a self-generated speedtype  

 Organizations can deposit money 

collected from dues, fundraisers, etc. 

  Funds roll over every year but are 

reclaimed if there is no activity for 2 years  

 Less restrictions on use as long as 
spending complies with University 
policies  

 ACCOUNTS APPENDIX 

Accounts indicate what category of purchases you have allocated funds to. 

Five digit number  

Helpful for budgeting and planning so you know how much you anticipate  

        spending for each category (account). 

       Examples include Travel (56100), Catering (56515), and Office Supplies (53200) 

*You can find a list of account numbers in the appendix of this handbook 

APPENDIX 
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SGA FUNDING CAPS 

In order to provide an equal opportunity for all organizations to access Student Activity Fee 

funds, SGA has implemented funding caps that apply throughout all divisions. 

 Food Cap: $20/per person 

 Travel Cap: $92/per person for SGA and $95/per person for GSGA (lodging and 
transportation) 

 Retreat Cap: $12/per person 

*Exceptions to SGA funding caps may be approved under extenuating circumstances.  

Final approval must be granted by the VP of Finance for that specific division. 

 DEPOSITS  

 

To make deposits into your student organization's speedtypes, please ensure that you complete 

the Deposit Form and adhere to the guidelines below: 

 Only checks and cash; Paypal, CashApp,  Venmo, and Credit Cards are NOT accepted 

 Separate cash from checks (For cash, put all bills of the same denomination 

             together with bills facing heads up and facing the same direction)  

 For all fundraising/events where you are charging students, you must receive 

permission from the SGA/GSGA VP of Finance and deposits must first be made into 

your allocated account to repay the amount funded by the SAF. 

FINANCE CODE 
 

The SGA Finance Code governs all finance-related activities for all divisional councils and 

chartered student organizations. 

 The SGA Finance Code overrides any division-specific policy or governing document. 

Contact your divisional treasurer for with any questions. 

 You may not sell tickets for events funded by the SAF. All ticket sales must be approved by 

the SGA VP of Finance prior to the event. 

 Self-Generated speedtypes will be forfeited if not used for 2 years.  
 

IN-DEPTH 
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Funds from the Student Activity Fee are never handed out as cash. In order to use these 

funds, student organizations must claim them by submitting reimbursements or payment 

requests. 

 

USING YOUR MONEY 

Now that you have money in your speedtype... how do you use it? 
 

    PAYMENT REQUESTS 

Pay Directly from Speedtype 
 

REIMBURSEMENTS 

Pay Upfront, Reimburse Later 
 

PAYMENT REQUESTS IN-DEPTH
 

For larger pre-planned purchases, you should submit a payment request so that Emory can cut 

a check directly to your vendor. 

Your members will not have to make large purchases and wait for a reimbursement 

Payment requests take approximately 6 weeks to process (especially for contracts) 
Make sure you attach an invoice and 'SIF' to the payment request  
Never pay an individual out of pocket for services rendered. 

BE RESPONSIBLE 

As a treasurer, your organization relies on you to be responsible and ensure that accounts are 

balanced and speedtypes are not overdrawn. 

 You can obtain a copy of your account spreadsheet from the SGA Business Office 

 Overdrawn speedtypes will result in a freeze of all your club's accounts until the 

debt is repaid (must repay by December 1st or club may be de-chartered) 

 SAF funds cannot be used for prizes, gifts, or donations!  

 Raffles, tobacco, and movie rentals are not reimbursable or permitted.  
 Non-Emory organizational bank accounts are strictly prohibited 
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IN-DEPTH 



 

6 

S G A 
  F I N A N C E 

  1 0 1 

 

REIMBURSEMENTS  
Sometimes you don't know when and where you'll buy something for your event. You can 

have your members pay up front and apply for a reimbursement later. 

You must attach proof of payment (receipt), please do not use cash!  

You must submit the reimbursement within 2 weeks of the purchase date. 

You may only reimburse for purchases made during the same semester. 

 

 

SMALL DOLLAR 
Reimbursements less than $250pp 

Instant turnaround period for claiming 

cash reimbursement.  

Most common reimbursement, easier to 

process than expense reports. 

Submit typed form!  

 Receipts cannot add up to more 

than $250 per person.  

 

 

EXPENSE REPORTS 
Reimbursements more than $250pp 

Two to three week turnaround time for 

mailed check reimbursement  

Mailing address pulled from OPUS 

 More lengthy process that involves 

submitting a Request for Payment Form 

and selecting address for receiving 

reimbursement  

AMERICA TO GO/EMORY EXPRESS 

For many preferred vendors and food providers, you can use America To Go and Emory Express 

to make payments directly from your speedtype.  

   You must schedule an appointment with the SGS office to make a purchase through ATG 
or Emory Express at least 72 hours before the day of the event.  

   Research what specific items you would like to order and come to the appointment 

prepared  

   A list of ATG vendors is available and a copy can be requested from the SGS@emory.edu.  

IN-DEPTH 

mailto:SGS@emory.edu
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 PREFERRED VENDORS APPENDIX
 

Emory requires that student groups purchase from an approved list of vendors unless the 

product they are purchasing is not offered by any of the preferred vendors. 

 Visit the SGS Business Office for assistance with making a purchase through a preferred 

vendor.  

 All on-campus catering must go through SGS and America To Go. Remember to note 
number of people who ate, if <10, must include names of participants. 

 CONTRACTS IN-DEPTH 

A SILT-approved and signed contract is required for processing your payment requests and 

reimbursements. All contacts are submitted to SILT through Campus Labs. 

 Contracts cannot be signed by students. They must be approved by SILT at least six 

weeks before your event date (include a contract coversheet and SIF) 

 Make sure you have funds in place before submitting contracts on Campus Labs 

There is a 3-4 week turnaround time for contracts and further 2 weeks for payment 
processing (contracts must be signed by both parties to request payment)  

TRAVEL POLICY 

Emory has a student travel policy that must be adhered to by student organizations that 

travel. ($92/person for SGA and $95/person for GSGA) 

You must contact the SGS Business Office before making any travel purchases.  

If the full amount of airfare is being paid by the club or on behalf of a guest, you      

must use CTM Travel. Partially funded travel may be reimbursed but you must attach a 

partial reimbursement form, but only after travel occurs. 

All international travel must be registered with SILT  

Hotel folios are required 

All documentation must show when and where travel occurred (registration form) 

For mileage reimbursements, include google map documentation 

APPENDIX 

IN-DEPTH 
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IN-DEPTH 

SUPPLIER/INDIVIDUAL  

INFORMATION FORM (SIF) 

THE SUPPLIER/INDIVIDUAL INFORMATION FORM (SIF) WILL REPLACE THE W-9 

FORM. 

 

IN-DEPTH 



 

9 

 SPREADSHEETS 

Every speedtype has an associated spreadsheet which 
details account activity by date and transaction. 
 
Summary Tab: only given for self-generated accounts to 
show rollover from previous years, if applicable. 

  

1. Name of student organization, department description, division within SGS, speedtype,       

project number, and department number.   

2. Chart itemizes total amount spent or deposited in each month of the current fiscal 

year. 

3. Chart itemizes the amount of money in account at the end of each fiscal year.  

 

 

 

 

 

 

 

 

 

 

 

  

      

IN-DEPTH 
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Detail Tab (for Self-Generated and Allocated Accounts)  

 

 
 

1. Headers describe what each column will entail.  

a. The first column with the amount should be the sum of all the transactions for the current fiscal 

year. 

b. Speedtype should be either the allocated speedtype or the self-generated speedtype, whichever 

spreadsheet is being reviewed. (Each speedtype has its own detail spreadsheet.) 

c. Account is the account code used to identify what the transaction was made for. 

d. Account description is a detailed information about the transaction and how it relates to the 

account code given. 

e. Journal id is the id given in the system when a transaction is completed.  

f. Journal date: date the transaction took place 

g. Fiscal year: year the transactions took place 

h. Period: the time in which the date falls within the fiscal year 

i. Description: describes who or what the transaction went to 

j. Description two: extra space for more details  

k. Reference: how the transaction was paid  
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IN-DEPTH  

PROOF OF PAYMENT  
You must establish proof of payment for any 

reimbursement you submit. Without proof of payment,  

No reimbursement can be made. 
 

IT SHOULD HAVE...4 

1. Name of vendor (person or company you paid)  

2. Transaction date (when you paid)  5 

3. Itemized description of goods or services  

purchased (need both bill and signed  

payment receipt for restaurants)  

4. Amount paid  

5. Form of payment (how you paid – check, or  

       last four digits of credit card)   

6. Indication of who paid ( may need credit card statement) 

Credit card statements are not receipts and cannot be 

used in place of receipts for reimbursements. 

IT SHOULDN'T BE... 

 Invoices must accompany a credit card/bank 

statement. They are not accepted as a receipt 

only 

 Handwritten receipts (shown right) are not 

acceptable proof of payment 

  A receipt from a previous semester must 

accompany a written explanation for the 

reason why it was submitted late.  

 

 

 

1 

4 

3 

2 

5 

IN-DEPTH 



 

12 

 

 

 

 

 

 

 

 

 

ENSURE YOU HAVE PROOF OF PAYMENT (ORIGINAL ITEMIZED RECEIPT)  

ALL RECEIPTS MUST ADD UP TO LESS THAN $250 PER PERSON 

FILL OUT THE SMALL DOLLAR REIMBURSEMENT  

FORM ELECTRONICALLY & TAPE RECEIPT FACE UP TO THE BACK 

1. Name of student being reimbursed  

2. Payee Student ID Number  

3. Organization Name (A or SG)  

4. Dept. Number (On Spreadsheet)  

5. Amount of Reimbursement  

6. Dates of Receipts  

7. Speedtype to be reimbursed from  

8. Gen. Account to be reimbursed from  

        - Account must be in your budget 

 9. Legitimate business purpose for 

reimbursement 

  

3 BRING FORM TO SGS OFFICE 

FOR APPROVAL 

 

 

4 TAKE TO B.JONES BUILDING 

FOR CASH REIMBURSEMENT

   
 

 

 

 
SMALL DOLLAR 
REIMBURSEMENTS (< $250 pp) 

 

 

 

  

 

 

 

 

 

       
TREASURER SIGNS HERE 

        
REQUESTER SIGNS AT CASHIER’S OFFICE  

        

SGS OFFICE  

  

  S                          

INSTANT 

TURNAROUND 
IN-DEPTH 

8 
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COMPLETE REQUEST FOR  

PAYMENT ELECTRONICALLY &  

ATTACH RECEIPT 

Check 'Reimbursement" in the top left corner AND 

BE SURE TO SELECT HOME OR CAMPUS/LOCAL ADDRESS 

(ADDRESS MUST BE IN OPUS)  

6. Should state name of individual/company 

receiving payment 

7. Name and Division of Club  

8. Date of Purchase, speedtype to pay from, 

account to pay from, description of purchase, 

and amount of each purchase  

9. Legitimate business purpose for purchases  

(w/ number of people)  

10. Total amount of entire payment            

*Each Vendor must be listed on separate line 

SUBMIT TO THE SGS BUSINESS OFFICE 

Payments must be reimbursed or paid the same semester they were incurred 

EXPENSE REPORTS 
 (>$250) 

 

 

 

 

                         

 

 

2-3 WEEK 

TURNAROUND 

10 

 

IN-DEPTH 

http://bit.ly/1KLWUsX
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OBTAIN AN ITEMIZED INVOICE OF 

PURCHASE & VENDOR 'SIF'. 

COMPLETE REQUEST FOR  

PAYMENT ELECTRONICALLY &  

ATTACH INVOICE & 'SIF' 
Check 'Payment to Vendor' or "Payment to  

          Individual' 

1. Name of Vendor  

2. Name and Division of Club 

3.  Date of Purchase, speedtype to pay from, 

account to pay from, description of 

purchase, and amount of each purchase 

4. Legitimate business purpose for purchases (including # of people)  

 

SUBMIT PAPERWORK TO SGS BUSINESS OFFICE BETWEEN FOUR TO SIX  

WEEKS PRIOR TO YOUR PAYMENT DUE DATE  
Contracts take longer - must be signed by SILT before submitting to SGS 

 

REMEMBER… 
 Checks must be cut directly to the individual performing the service (do not pay out of 

pocket)  
 Notify the SGS Office if you are paying an Emory staff or student employee member  
 

CHECK REQUESTS 

Pay a vendor ahead of time with a check 
request instead of having to pay out of 
pocket. 

 

 

 

 

 

 

 

6 WEEK 

TURNAROUND IN-DEPTH 
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COLLECT ALL CASH AND  

CHECKS YOU WISH TO DEPOSIT 
 

COMPLETE SGS DEPOSIT SLIP 

Ensure you do not mix up your allocated and  

self-gen speedtypes 

 

1. Organization/department name and 

date  

2. Cash amount broken out by denomination 

3. Checks : counted and added together 

to get total  

4. Form total: add together  cash, coins, 

and checks totals  

5. Complete description of funds. Different 

descriptions should be on separate lines. 

6. Write down speedtypes, account codes, and 

how much goes to each speedtype then total. 

7. This portion is done in the SGS Office located in Emory Student Center N219.   

 

  SEPARATE CASH FROM CHECKS AND SORT BILLS AND CHECKS  
IN ASCENDING ORDER WITH BILLS FACING HEADS UP AND THE SAME DIRECTION 

SUBMIT FORM AND CHECKS/CASH TO EMORY STUDENT CENTER N219.  
Courier picks deposits up every Friday.  Deposits must be in office by Wednesday @ 3:30pm to be 

recorded that week.

DEPOSITS  

Most of the funds in your self-generated speedtype will come from deposits you 
submit. Remember that you cannot make money off the SAF  
(all SGA-approved sales must be deposited into your allocated speedtype) 

2 

3 

4 

 

 

 
 

 

 

 

INSTANT 

TURNAROUND 

1 

 

2 

3 4 

6 

7 

IN-DEPTH 
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PREPARE CLEAN COPY OF UNSIGNED CONTRACT (DIGITAL FILE) 

LOG INTO ENGAGE/CAMPUS LABS AND ENTER STUDENT ORGANIZATIONS  

PORTAL 

 

CLICK THE FORMS TAB AND SELECT THE CONTRACT SUBMISSION 

 

COMPLETE FORM SIX WEEKS BEFORE YOUR EVENT DATE AND SILT STAFF 

WILL CONTACT YOU. 

SUBMIT FULLY EXECUTED CONTRACT (SIGNED BY BOTH  

PARTIES) ALONG WITH REQUEST FOR PAYMENT AND SIF TO  

SGA OFFICE FOR PROCESSING 

 CONTRACTS 

Contracts are legally binding agreements in which a 
service is exchanged between two or more parties. 

 

4 

5 

 

 

 

6 WEEK 

TURNAROUND 

IN-DEPTH 
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EVENT-PLANNING CHECKLIST 
Remember to follow these guidelines when planning for 
events. 

 

Ensure no Divisional Monetary Policy and SGS Finance Code rules are being 

broken 

Create a budget that accounts for funding and spending and ensure you 

have the funds to proceed 

Submit Contracts and Requests for Payment at least six weeks before event 

date 

Understand which items are tax-exempt by visiting the Finance Division 

website 

Adhere to deadlines for reimbursements and payments 

Ensure that no SAF funds are being used to purchase gifts, prizes, or 

donations 

Track attendance. (Attendance can be tracked by reserving a card reader 

from SILT or using the Corq/Campus Labs Check In Apps) 

IN-DEPTH 
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ACCOUNTS 
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PREFERRED VENDORS 
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PREFERRED VENDORS 
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SUPPLIER/INDIVIDUAL INFORMATION (SIF) 
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ACH FORM 
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DEPOSIT SLIP 
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INTERNAL TRANSFER FORM 
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CHECK REQUEST/EXPENSE REPORT (>$250) 
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SMALL DOLLAR REIMBURSEMENT FORM (<$250) 

 


