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SGS STAFF

VONYETTA HUNTER SHALYN WASHINGTON
ASSOC. DIRECTOR FINANCES ACCOUNTANT
vonyetta.hunter@emory.edu sewashi@emory.edu

ph: 404-727-3513 ph: 404-727-7200

Office: ESC S309 Office: ESCN219

WHERE ARE OUR OFFICES LOCATED?

EMORY STUDENT CENTER

SILT OFFICE LOCATION:

$309 (SOUTH TOWER)

SGS OFFICE LOCATION:

SHAQUAN JENKINS

N219 (NORTH TOWER)
ACCOUNTANT

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

Please send all emails regarding generic questions to the sgs@emory.edu inbox to receive guidance
from someone within our office.



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

STUDENT INVOLVEMENT, LEADERSHIP, AND TRANSITIONS (SILT) TEAM

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

Denna Kibrom
ADMINISTRATIVE ASSISTANT
email: dkiborom@emory.edu

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

PAYMENT AND

PROCUREMENT SERVICES

404-727-5400 (10am-2pm) email:
actspay@emory.edu

*Email SGS for payment update prior to reaching out
to ActsPay.

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

ALL PAPERWORK IS DUE TO THE
SGA BUSINESS OFFICE

° FALL 2019: DECEMBER 19™
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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.

| 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.

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

SGS Staff and Student Leaders

Club Sports Council
Jason Welling
jason.welling@emory.edu

Graduate Business
Michael Babitsky
michael.babitsky@emory.edu

Graduate SGA
Rosilyn Chirayath
richira@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
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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.

e 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.

SGA
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ALL PAPERWORK MUST GO THROUGH SGS




SGA FINANCE 101

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
e For organizations with an allocated charter o All chartered organizations with funds are
e Speedtype where SAF funds granted by eligible for a self-generated speedtype
divisions/SGA are deposited e Organizations can deposit money
e Funds do not roll over between academic collected from dues, fundraisers, etc.
years e Funds roll over every year but are
o All expenditures must abide by the reclaimed if there is no activity for 2 years
SGA Finance Code (restrictions/caps) e Less restrictions on use as long as
e Funds cannot be transferred to other spending complies with University
university departments policies

ALLOCATED FUNDS CAN NOT BE MOVED TO
SELF-GENERATED ACCOUNTS

ACCOUNTS

Accounts indicate what category of purchases you have allocated funds to.
* Five digit number

e Helpful for budgeting and planning so you know how much you anticipate
spending for each category (account).

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

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



SGA FINANCE 101

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.

e Food Cap: $20/per person

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

e 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 C)

To make deposits into your student organization's speedtypes, please ensure that you complete
the Deposit Form and adhere to the guidelines below:

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

e Separate cash from checks (For cash, put all bills of the same denomination
together with bills facing heads up and facing the same direction)

e 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.
e The SGA Finance Code overrides any division-specific policy or governing document.
Contact your divisional treasurer for with any questions.
e 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.



SGA FINANCE 101

Funds from the Student Activity Fee are never handed out as cash. In order to use these
A 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 REIMBURSEMENTS
Pay Directly from Speedtype Pay Upfront, Reimburse Later

PAYMENT REQUESTS

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
e Payment requests take approximately 6 weeks to process (especially for contracts)
o 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.

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

e 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)

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

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



SGA FINANCE 101

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 EXPENSE REPORTS

Reimbursements less than $250pp Reimbursements more than $250pp

* Instant turnaround period for claiming * Two to three week turnaround time for
cash reimbursement. mailed check reimbursement

* Most common reimbursement, easier to ®* Mailing address pulled from OPUS
process than expense reports. ® More lengthy process that involves

* Submit typed form! submitting a Request for Payment Form
Receipts cannot add up to more and selecting address for receiving
than $250 per person. 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.

e 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.

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

e Alist of ATG vendors is available and a copy can be requested from the SGS@emory.edu.
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SGA FINANCE 101

PREFERRED VENDORS (D)

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.

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

e 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

A SILT-approved and signed contract is required for processing your payment requests and
reimbursements. All contacts are submitted to SILT through Campus Labs.

e 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. (592/person for SGA and $95/person for GSGA)

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

* |f 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.

* Allinternational travel must be registered with SILT

e Hotel folios are required

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

o For mileage reimbursements, include google map documentation



IN-DEPTH

SUPPLIER/INDIVIDUAL
INFORMATION FORM (SIF)

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

e The SIF is only required for
bl DAL e setting up new vendors.

Sunplierindividual Form
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T Emary Lniversity &g or sanices wom o betore
SE0ng I 4 10 I e, T Su[RS1 5 1 LOMpIE e &40 AR o B -4 16 (AT 10 Enoty Univrsly PRocirsment 50 Pyt Sk by

T, S A e to complete
NOTE TD SUPFLIER: Subimission of N8 1oim (doas nol SUlhedie & sunplie 16 PIOVIGE 1068 0 services 10 EMony Universy unlil Ihe suppier s nobied by Procuremen .

T e Y | w EMORY UNIVERSITY

PROCUREMENT & PAYMENT SERVICES
DUNS Number. ] Foreignin:
: |

Contact Name: | | Phne: | |Emai: |
0 T Legal Name | DeANeme, 7 aifferert: |
™ Emplayer apingfli
wiee ORIt OF-ilS- -- -
Enity Type Individisslsols proprislor or tingle mambar LLC € Corporaion [ ] S Comperation [ Parinarship Trusbestste [ | Faregn e i i el iy e B e s Ve oo st st i
Limiled Uiy company (LLC) |
I1LLE., sedect tax claasiieanon:
o D@ CL I O s covem 2 Oimtomemcommene
M,Pﬁ-:bqle—wmu_clmlhqummdm ‘Banpon hom S A nEDy, e e L L R
not chack LL. Insiesd, check e approprisis bax FATCA any | g
mm-..xdnmmnrnx.wﬂmm Tepocting,
Subclass fications: Subclassifications:
L (vebec ai ihat appy) {mabec all that apply)
ez
Minarity Owned Busingas MBE) Seusl Drsadvantaged Business [SDB)
asding Copimearz: Ve 8 et ot 4 e e o - e
Adsress i e e S A Sy e o s |
—— | e = ey
R A s i, En, s it e oy
ema| | R A s e, Eint. ot o i
Woman-Cwned Business (WBE)
S s o B i ‘Waman.Owned Bmall Business (WOEB)
e e T
P tme =
(¢ s
e ] Wistaricaly Black Collegea/Uniweraiies & Minoiy latitutions
P o | ;  rmmamater o o s
- | e iy
e 1] WUBZone Smal Business (HUR Zone)
Remit To
hasnas, e 2 SEnE ey
et
iran sboe) | rone
L Vetoran-Owned Small Busines s (VOSBI
eman: | ot Dot ot e | e
Ce s
nderpanalten of perjry, | corsy by igeing balow that w378 s e e st s e
1. The umber tam T T i e T e S s
= e Senics (925 01| 0 sEjec 10 BacuE WOk et e e i St e b
a5t o 2 2m  nger g i el
L. Uy fem 1. mt cumersly dasarrad, wspended, n--v.-m—-n-v.—--.nn,-u v Emory
4 My 1R d0e3 RS CUEITIl RIVE 3Ty SMGKIYSES. WSO, Br Glher fyRes af ine U.5. Y
o emvloyees. v [ Aisskan Native Corparations (ACs) & [ndisn Tribes
5. dew yuu 315, ctzom o ot LS. peruan as et the LS. Dopariment of Tasury Fom VAS? [ Yes | No
. O, Cumtr mr oy ey e ve Cike
trer, cie? Ve

N m.,........,a...m-y-,

- \/éndor Slqnature

|| Registered in System for Award Management (SAM)

ot supgbl at Emary Univaraiy can b ound orila by vifing e Procussment & Payment Sarvces webase. incuing ormaion about
cining busirews on carmpus, prefoern payment mettods, and our Supplier Code of Ehicnl Conduc. URL

¥ et sechs g - by shsting e
Cice of S paer y URL: i evasitst

Return SIF to SGA with Request for
Payment form & Invoice/Contract

Signature: Data: Pagezel2




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.

r Project Desc: e tata -tV el PR . T
Drept esc: rMedical School-5GA
s s R EH T T Hl Corl lese Cowrecil

Speadiype: (il kb
Project: S99 999
e OESo1E
Ll
- Fiscal Year: | 20L1E Pericd: [ =] L |
o
< B DAL
>< SEP S -
Ll OCT S A B2
MO S -
= DEC s [=51.25)
(T e S 20000
w FEB S (18.20)
PAR = (S77.32)
I APR = (27.15)
(7)) Py = -
TN = -
(] T S -
< A = =
Ll
o
a
n Y 207 5 —
Fy 2008 S -
Y 2009 S -
Y2010 =3 -
FY 2011 5 —
FY 2012 S 226.16
Y2013 S (1a9.31)
- FYy 2014 S [(87.60)
Y2015 5 FRT.OR
FY 2016 S 222,69
FY 2017 S (266.27)
Y2018 S 1030

year.

HOW DO IREAD IT?

project number, and department number.
2. Chart itemizes total amount spent or deposited in each month of the current fiscal

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

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



Detail Tab (for Self-Generated and Allocated Accounts)

%2433  SpeedType Account Account Desc lournalld  Journal Date Fiscal Year Period Description Reference

$400.32 '0000011111 91120 Trans - Other Support- IN CRD1120356° 10/20/17 = 2018 1 Conference

Description-2

(5153.32) '0000011111 i 56505 Meals CRD1120357 12/12/17 2018 4 Marco's Pizza
5400.00 '0000011111 i 91120 Trans - Other Support- IN CRD1120358 01/31/18 2018 5 Conference
(518.20) 'ao0o011111 " 78130 Rental Space CRD1120353 02/22/18 2018 &  Small Dollar Reimbursement  Smith, John  PETTY CASH
(3577.32) 'ooooo11111 " 53600 Supplies-Other ~ CRD1120360 03/01/18 = 2018 7 Vendor Payment Check
(527.15) 'ao00011111 " 56515 Catering-Food CRD1120361 04/27/18 2018 8  Small Dollar Reimbursement  Smith, John  PETTY CASH

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. Journalidis 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

Description: describes who or what the transaction went to
Description two: extra space for more details
k. Reference: how the transaction was paid

—

10



MP 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...

1. Name of vendor (person or company you paid)
2. Transaction date (when you paid)

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...

e Invoices must accompany a credit card/bank
statement. They are not accepted as a receipt
only

e Handwritten receipts (shown right) are not

acceptable proof of payment

e A receipt from a previous semester must

accompany a written explanation for the

reason why it was submitted late.
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FALL HARVEST 18 CI 5.99 t |
FALL HARVEST 18 CT 599 t |
FALL HARVEST 18 CI 599 t F
Balance Due 18. 51
Reference #: 766214-003

° Trace #: 0010011701
Acct #: XXKXXXXXXXXX/741
Purchase VISA

°1m,; cashier was Self-Checkout Lane 1

I X

Emory Commons
2155 N Decatur Rd
Decatur, GA 30033
Store Manager: James Gehring

404-638-6015

Credit Payment 18.5

PRESTO!

Amount: $18. 51
Auth #: 040311

Order Total 17.97
Regular Tax 0.00
Food Tax 0.54

Grand Total 18. 51

Change 0.00

1171672014 16:33 S0/23 R176 5426 C0776

Love to shop here. Love to save her

Visit publix.com/save

Publix Super Market

WILLIAMS’ BoOK STORE

lished 1908
708 SOUTH PACIFIC AVENUE
San Pedro, Calif. 90731
832-3631

N
G

Name,
A W

Phone.

G023 i 32~

SCOP | MAIL CHARGE

Mmo B fs

U

City L3

Author

Publisher “&MI/\

i
Ordered From

ON ORDERED BOOKS THERE| o) ¢ 154 ()&

IS A POSSIBILITY OF A

PRICE INCREASE, Total { g ‘7 3
na P Deposi
fo &

Balonce Due__
BUSINESS FORMS, INC- M.




SMALL DOLLAR
REIMBURSEMENTS (< $250 pp)

1

ENSURE YOU HAVE PROOF OF PAYMENT (ORIGINAL ITEMIZED RECEIPT)
ALL RECEIPTS MUST ADD UP TO LESS THAN $250 PER PERSON

2 FILL OUT THE SMALL DOLLAR REIMBURSEMENT
FORM ELECTRONICALLY & TAPE RECEIPT FACE UP TO THE BACK

. Name of student being reimbursed
. Payee Student ID Number

. Organization Name (A or SG)

. Dept. Number (On Spreadsheet)

\_») EMORY | Emory Procurement Services
UNIVERSITY Division of Finance

SMALL DOLLAR REIMBURSEMENT VOUCHER FORM

Small dollar reimbursements are considered expenses of 5250.00 or less. SGS O F F | CE
Approved Date to be filled in by the Authorized Signer Approved Date
(Form Expires 10 business days from this date)

. Amount of Reimbursement
Instructions: Please enter information below for the individual being reimbursed. This form must contain signatures of both the re-
quester (individual being reimbursed) and the authorized signer within your designated unit before a reimbursement is issued by the
Cashier's Office (101 Boisfavillet Jones Center, Atlants, Georgia 30322}

The authorized signer is ible to assure no exp es for the following are reimbursed via this form:

parsonal expenses, memberships, subscriptions, dues, and wages. Upan receipt of the authorized signature, the individual be-

ing rei should present a completed Small Dollar Rei Voucher Farm with all required signatures and original
receipts to the Cashier's Office.

Mote: This form must be submitted to th jer's Office within 10 business days from the date of the approved
The individual being reimbursed is re: sent 3 yalid EmoryCard ID ([Emory's official identification cary
cashier and can only submit ONE Sm ursement Voucher Form to the Cashier's Office per day.
REQUESTER MAME: Student 1D #:
First and Last Name ufthemg raimbursad
DEPARTMENT NAME: DEPARTMENT #:
SPEEDTYPE: c’ ACCOUNT CODE: 0 AMOUNT £

Business Purpose for Reimbursement {Required): Date of Receipts

. Dates of Receipts

. Speedtype to be reimbursed from

. Gen. Account to be reimbursed from
- Account must be in your budget

9. Legitimate business purpose for

00 N O U1 A WN R

reimbursement

3 BRING FORM TO SGS OFFICE

© QO owromn

1, 35 the individual being reimaursed, certfy that all expenses incurred and reported to accomalish official business with Emory University are aceu-

rate and valc, | also assure there e no expenses dEimed 3a remburzable which relate 1o gersana) of imgermissiole expenes
REQUESTER SIGNS AT CASHIER’S OFFICE
signature of Requester Phone Number of Requestar

TREASURER SIGNS HERE
Department Approver Signature (Organization Treasurer) Department Approver Frinted Name & Number 4 TAK E TO B __l O N ES B U I I_D I N G

SGS BUSINESS OFFICE SIGNS
FOR CASH REIMBURSEMENT

AUTHORIZED APPROVER SIGNATURE [Must be a 5G5 Staff Member) AUTHORIZED APPROVER
(Printed name and contact number)

12



IN-DEPTH

2-3 WEEK
TURNAROUND

EXPENSE REPORTS

(>$250)

(W) Reimbursement
(1] to non-Emory guest
(™ to student at: (*Address grabbed from OPUS)
Home Address
(W] Campus/Local Address

SGA Payment to an Individual (for services)(]

Payment to a Vendor [

Today’s Date: 9/1 n7

payee: JAMES DoOlEY

0009999

Student ID Number (Reimbursements only): to a foreign national: N(
Club: DOOIey CIUD -A Division: Co"ege Counc"
Club Treasurer Signature:
Invoice/
Receipt Pull;chase Smartkey Expense Type Vendor/Brief Pr—
ate (#plusAorSG) | (Acctcode) Description/# of people
Number
e 08/02/15 |0000099999-A 56515 Chipotle Catering 201.50
08/02/15 0000099999-A (56515 [Willy's Catering 56.50
3
4
5
258.00

Total '

i . .
Gorspichs Bidingss Dupases PurcEa of catering for Dooley's Week Kickoff
QERPAPERWORK

PLEASE ATTACH ORIGINAL ITEMIZED RECEIPTS, INVOICES, CONTRACTS, SIF/ACH}
TO THIS FORM

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

2 SUBMIT TO THE SGS BUSINESS OFFICE

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

13
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TURGN‘,IQv:f)Il(JND
CHECK REQUESTS

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

pocket.
oy s SQA, rrmetii g
to student at: (*Address grabbed from OPUS)
%2::;2%;3:\“&55 Today’s Date: 9/1 /1 7
EMC
1 OBTAIN AN ITEMIZED INVOICE OF e Classic Party Rentals
Student ID Number (Reimbursements only): Expenses to a foreign national: NO
PURCHASE & VENDOR 'S| F' . cup: Dooley Club - A ' ,,Msm:pCollege éouncil
Club Treasurer
oo :!/ ur se mal nse ‘endor; el
:;:f:l::'r g D:’: * :Ius‘:l::rysc) Efl’:nm“i')” mK:pmn/‘B:p'eople A"
2 COMPLETE REQUEST FOR el
PAYMENT ELECTRONICALLY & ez /PPy N [N P— Lo
ATTACH INVOICE & 'SIF' = ' ‘ '
Check 'Payment to Vendor' or "Payment to
Individual' 0
5
1. Name of Vendor , . ~ L
Total %
2. Name and DiViSion Of Club Complete Business Purpose. €Ntal 0f Dance Floor and D for Dooley's Week
3. Date of Purchase, speedtype to pay from,
accou nt to pay from’ descr|pt|on Of PLEASEATTACHGRIGIMLITEMIZ‘EDRECEI”?OIN;:;,R;ONTRM.TS,SIF/ACH,DRDTHERPAPERWORK

purchase, and amount of each purchase
4. Legitimate business purpose for purchases (including # of people)

3 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...
e 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
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TURNAROUND
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)

DEPOSIT FORM E DATE: ‘

1 COLLECT ALL CASH AND

CHECKS YOU WISH TO DEPOSIT s Y e T T
w1 W]
@ =5
2 COMPLETE SGS DEPOSIT SLIP SiO- S
Ensure you do not mix up your allocated and % “ %
self-gen speedtypes e | Tt - | SO

CHEDRS ‘ s i ‘ ‘ FORM TOTAL = n-...-.,...c...,,‘ 0
1. Organization/department name and "“”""““i - e e
date o

3. Checks : counted and added together

|| |
e . | |

2. Cash amount broken out by denomination enmlm — | |
| [

to get total et
4. Form total: add together cash, coins, romToTa e pmmommE e | rom

and checks totals ~ cemeee e — o
5. Complete description of funds. Different == = e e

descriptions should be on separate lines. T - e |

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.

3 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.
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TURNAROUND

CONTRACTS

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

PREPARE CLEAN COPY OF UNSIGNED CONTRACT (DIGITAL FILE)

LOG INTO ENGAGE/CAMPUS LABS AND ENTER STUDENT ORGANIZATIONS
PORTAL

~¢] EMORY

UNIVERSITY

HOME EVENTS ORGAMIZATIONS NEWS FORMS

Forms

3 CLICK THE FORMS TAB AND SELECT THE CONTRACT SUBMISSION
oz arn 5 ot

Contract Submission for Review and Signature

End N 13. 2022 2:15 P START
End . March 13,2023 2:15 PM

Graduat: dent Life

COMPLETE FORM SIX WEEKS BEFORE YOUR EVENT DATE AND SILT STAFF
WILL CONTACT YOU.

SUBMIT FULLY EXECUTED CONTRACT (SIGNED BY BOTH
5 PARTIES) ALONG WITH REQUEST FOR PAYMENT AND SIF TO
SGA OFFICE FOR PROCESSING

16



EVENT-PLANNING CHECKLIST

Remember to follow these guidelines when planning for

events.

DJ00 0000

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 Corg/Campus Labs Check In Apps)

17



ACCOUNTS

ACCOUNT NAME ACCOUNT NUMBER
ADVERTISING PR 62490
ALCOHOL 56122
AUDIO VISUAL SERVICES 52720
BOOKS, PERIODICALS, JOURNALS 57400
CATERING - FOOD 56515
CONFERENCE REGISTRATION 56410
COPY AND PRINTING COSTS 62460
DEPOSITS (into your account) 48010
DONATIONS (from your SG Smartkey Only) 55010
DOMESTIC TRAVEL (Airfare, lodging, parking, auto rental) 56100
ENTERTAINMENT 56500
FREIGHT/SHIPPING 62430
GAS FOR EMORY OWNED VEHICLE 53650
GAS FOR RENTAL CAR (DOMESTIC) 56100
GIFTS - NONEMPLOYEE (from SG only) 55040
GIFTS - EMPLOYEE 58010
GROUND TRANSPORTATION (Taxi, shuttle bus, etc) 56100
INTERNATIONAL TRAVEL 56030
LICENSES FEES 58235
MAINTENANCE & REPAIR 72510
MEAL GROUP < 10 (Must list Names) 56505
MEAL GROUP 10 OR MORE 56505
MILEAGE ON PERSONAL AUTO 56100
MISC SUPPLIES (paper plates, decorations) 53600
PROFESSIONAL FEES (don’t pay out of pocket) 52190
PROFESSIONAL ORGANIZATION/MEMBERSHIP DUES 58210
PROMOTIONAL ITEMS (T-Shirts/Cups/Magnets/etc) 52810
PUBLISHING EXPENSES 62470
RENTAL OF EQUIPMENT 78120
RENTAL OF SPACE 78130
SHIPPING/MAILING/POSTAGE STAMPS 62440
SUPPLIES - COMPUTER (Contact Meredith first) 53210
SUPPLIES - HOSTED SOFTWARE 52665
SUPPLIES - LAB /RESEARCH 53300
SUPPLIES - NONCAP EQUIPMENT 53800
SUPPLIES - OFFICE 53200
SUPPLIES - SOFTWARE (Contact Meredith first) 53810
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PREFERRED VENDORS

AWARDS/PICTURE FRAMES/ TROPHIES
Subuwrban Custom Awards & Framing

CATERING SERVICES
Emiry Catering
America To Go (ATG)- online ordering system available through Emory Express that
imcludes a variety of food providers and must be used for all campus events. SAF
funding for food and beverages {including alcohcl] shall not excesd S20/person per
event

COMPUTERS/DIGITAL COPIERS
Contact 5G5

EMORY COMPUTING RESOURCES
Helpdesk

SOFTWARE/PERIPHRALS
Spftware Distribution Microsoft (MAC & PC)/0S Upsrades
COWS (Adobe Software, computer peripherals)

BROCHURES & PUBLICATIONS (EMORY ORLY)
Emory Marketing

FLORAL
Emony Village Maud Baker
FURMNITURE
Contact 5G5
NEWSPAPERS
The Emory Report
The Emory Whesl
USA Today
OFFICE SUPPLIES
Staples Business Advantage
PHOTO/VIDED SERVICES

Emory Graphic Design Services
Emory FhotoVideo Services

PRINTIMNG & DNDICUMENT SERVICES
AlphaGraphics
Bennstt Graphics
Canterbury Press
Colour One O One
Emory Document Senvices
Emory Graphic Design Services [Posters, Signs, & Banners, Video, AV Meeds)
FedEx Kinkos
Geocgraphics, Inc.
Oifzet Atlanta
ProGraphics
Sauers Group
Wallace Graphics
‘Walton Press

[404-373-3544

| 404-712-8548

266-284-3646
customerservice@am

ericatogo. com

sEsiEemory. edu

| H0-TF2F-TTTT

404-727-4741

1-800-325-3388
|404-727-0334
404-378-3500

sesiElemory. adu

| H04-727-5545

404-727-6178

|1-800-872-0001

|1-80:0-373-1529

A04-727-77E3

|404-727-2025

| H04-504-6088
| FFO-723-1152

FI0-952-8309

|404-350-1700
404-727-6853

404-F27-TTE2

404-321-3930
404 7655805

FI0-448-2765

|678-537-1050

Ti0-621-88R8

| 770-723-0202
770-267-2596
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PREFERRED VENDORS

PROMOTIOMAL ITEMS-EXPRESS PUNCHOUTS
Pinnacle Promotions (send equote to SGE@emony.edu)
Booker Promotions

RESERVING SPACE AT EMORY CANMPUS
Academic Buimdings (after 6pm): Anthropology, Callaway, Candler Library,
Glenn Church School Building, Morth Decatur Building, Rich Building, and
White Hall
Miller Ward Alumni House Reservations
Reslife Residence Hall Commaon Areas
SAAC Reservations, Pool. Tennis Courts

EMORY SERVICES
Emory Campus Services
Emory Recycles
Emory Surplus Property

SHIPPING & MAIL SERVICES
FedEx
Emory Mail Services

VEHICLE RENTAL/CHARTER BUS/GROUMND TRANSPORTATION

American Coach

Buckhead Coach

Carey Executive Limousine

Chariots of Fire Transportation Services

Cooper Global

Emory Transportation and Parking
Enterprise-Emary Location

Hertz-if renting outside of Atlanta

Mational Car Rental-if renting cutside of Atlanta

770-457-6226
404-321-5511

404-727-5354
404-727-5290
404-727-4144
404-712-2430

404-727-7463
404-T12-0093
404-727-7484

1-B00-463-3339
404-727-6172

770-449-1806
404-286-2923
404-223-2000
7/0-528-6222
770-455-9600
404-727-7275
404-728-9911
1-B00-654-2200
1-B44-382-6875

*Must make appointment for ATG and Staples by emailing 5G5S @emory.edu
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SUPPLIER/INDIVIDUAL INFORMATION (SIF)

EMORY UNIVERSITY

PROCUREMENT & PAYMENT SERVICES

Supplier/Individual Information Form

This form is used to establish or update a record within the Emory University Procurement & Payment Services' system and meets the Federal requirements to request a
taxpayer identification number (TIN), request certain certifications for Federal procurement reporting and claims for exemption, and internal requirements for supplier
establishment. This form is to be completed in the place of the Federal W-9 form. International individuals/entities should complete the appropriate W-8 form.

FORM INSTRUCTIONS:

The Emory University employee that is requesting goods or services from the supplier must complete the Emory University Contact Information portion of this form before
sending the form to the supplier. The supplier is to complete the remaining portions of this two-page form and return to Emory University Procurement and Payment Services by
email at strategicsourcing@emeory.edu. Do not retumn this form to the IRS.

NOTE TO SUPPLIER: Submission of this form does not authorize a supplier to provide goods or services to Emory University until the supplier is notified by Procurement.

ty Contact Information his must be completed by an Emory University employee before sending the form to the suppliei
Employee Name:l | Emory Email:[
SchoollDepartment:l I Campus Phone: I
Supplier/indivi I Name and Inform.
Legal Name: | I DBA Name, if different: | |
DUNS Number:l | Foreign [D:I
Contact Name:l [ Phone:l lEmaiI:l
TIN |:| Employer Ident}ﬁcation Number (EIN) Taxpayer Identification Number:l I

(select one) [] Social Security Number (SSN)

Entity Type D Individual/sole proprietor or single member LLC D C Corporation D S Corporation [:I Partnership D Trust/estate D Foreign

(select one) i PR

e [ ower i |

[] c corporation [ ] S Corporation [ | Partnership
Note: For a single-member LLC that is disregarded, do
not check LLC. Instead, check the appropriate box above
for the tax classification of the single-member owner.

Exemption Code: I

Exemption from |
FATCA reporting,if any:

Line 1:
Line 2:
Legal
Mailing City/State/Zip:
Address
Website: Phone:
Email: Fax:
Method to receive orders: D Email D Fax
Ordering .
Address Coeils
(if different )
than above) Line 2:
This does not apply City/State/Zip: l Phone:
to Individuals.
Email: | Fax:
Line 1:
Remit To )
Address, Line 2:
(if different
than above) City/State/Zip: Phone: |
Email: Cash Discount Payment Terms:| None

Under penalties of perjury, | certify by signing below that
. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me).

. 1am not subject to backup withholding because (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue Service (IRS) that | am subject to backup withholding
as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am no longer subject to backup withholding.

N o=

3. My firm is not currently debarred, suspended, or proposed for debarment by any federal entity and | agree to notify Emory University Payment Services of any change in status.
4. My firm does not currently have any employees, vendors, or other types of contractual relationships in place with parties on the U.S. Department of Treasury Office of Foreign Assets Control Specially
Designated National (SDN) List. This list can be found at the ing URL: http:/i ustreas for

5. Are you a U.S. citizen or other U.S. person as defined in the U.S. Department of Treasury Form W-9? [JYes [No

6. Are you or any Officer, Owner or Partner in this company an employee of Emory University? [ Yes [JNo

7. Is a direct family member of any of the above an Emory University employee (spouse, partner, etc.)? [ Yes [ No

8. Does your firm agree to Emory's payment terms of Net30? [ Yes [JNo

Signature: Date: Page 1 of 2
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EMORY UNIVERSITY

PROCUREMENT & PAYMENT SERVICES

Legal Name: I DBA Name, if different:l

Business Classification & Diversity Information

All suppliers must select either "Large Business Concern (LBC)" or "Small Business Concern (SBC)" from the options below. Additionally, everyone should select any sub-
classification that applies and multiple sub-classifications may be appropriate. Failure to complete this Section of the form could result in payment delays.

[] Large Business Concern (LBC) [] Small Business Concern (SBC)
Dominant in field of operations per Federal Acquisitions Independently owned and operated, and meets industry size and
Circular (FAC 8.201). receipt requirements for small businesses per SBA 13 CFR 121.

Section 3 of the Small Business Act.

Sub-classifications: Sub-classifications:
(select all that apply) (select all that apply)
|:] Minority-Owned Business (MBE) D Small Disadvantaged Business (SDB)
Minimum 51% owned, controlled and operated day-to-day by one or more Minimum 51% owned, controlied and operated day-to-day by one or more
minority individuals; includes the following categories socially disadvantaged individuals. May be Section 8(a)-certified per 13 CFR
« African American « Hispanic American 124.1002. Small Disadvantaged Ethnicity definitions include the following
= Asian-Pacific American « Asian-Indian American categories
« Native American (American Indian, Eskimo, Aleut, Native Hawaiian) * African American « Hispanic American
» Asian-Pacific American * Asian-Indian American

« Native American (American Indian, Eskimo, Aleut, Native Hawaiian)

[] woman-Owned Business (WBE)

Minimum §1% owned and controlled by one or more women who have active D Woman-Owned Small Business (WOSB)
Ipvemantin Cayoe cparetone: Minimum 51% owned, controlied and operated day-to-day by one or more
women.

I:] Historically Black Colleges/Universities & Minority Institutions
An institution determined by the Secretary of Education to meet the
requirements of 34 CFR Section 608.2. The term also means any nonprofit
research institution that was an integral part of such a college or university
before November 14, 1986.

[] HuBZone Small Business (HUB Zone)
SBA certified; is small and is located in an ‘historically underutilized business
2zone' and is owned, controlled and operated at least 51% by U.S. citizens and
at least 35% of employees reside in HUB zone.

[T] veteran-Owned Small Business (VOSB)
Minimum 51% owned, controlied and operated day-to-day by one or more U.S.
veterans.

D Service Disabled Veteran-Owned Small Business (SDVOSB)
Minimum 51% owned by one or mare service-disabled veterans (if publicly
owned, minimum 51% of the stock is owned by one or more service-disabled
veterans), and the management and daily business operations of which are
controlied by one or more service-disabled veterans (if permanently and
severely disabled, by their spouse or primary care giver).

[T] Ataskan Native Corporations (ANCs) & Indian Tribes

D Registered in System for Award Management (SAM)

Additional Information

Information about becoming a new supplier at Emory University can be found online by visiting the Procurement & Payment Services website, including information about
doing business on campus, preferred payment methods, and our Supplier Code of Ethical Conduct. URL: https://www.finance.emory.edu/home/Procure and Pay/for_suppliers/

Emory University Procurement seeks opportunities to foster relationships with qualified small and diverse businesses. More information can be found online by visiting the
Office of Supplier Diversity website. URL: https://www.finance.emory.edu/home/Procure and Pay/supplier_diversity/

Signature: Date: Page 2 of 2

22



ACH FORM
EMORY Procucement and Payment Services

UMIVERSITY

Emory ACH Payment Authorization Form
Emazil Form to actipap@amary.edu

Wendor Information

Wendar Mame

Vendar Duasion Mame

Vendar Address

Vendar Frimary Contact Mame

Vendor Frimary Centact Fhone

Vendor Primary Contact Email ™

* Buernittaras isdeematise wall be seet be this eoemil sddren.
Banking Information
IWame of Recsiving Bank

Ruouting MNumber
Account Mumber

Bank Contagt Iama

Bank Contact Chane

Bank Contact Email

Wendor Authorisation

W' herelry authorize, with the sipnature balow, Emory University Fayment Sercices to depasit all
pavments inte the above refarenced account.

Vendor Autherized Signature

Authorised Signer's Title

Authonsed Signer's Fhone

Date of Signature

For Emory Fayment Services Lse Onby

Emory Vendot 1D (PeopleSoft)

Bank [nformation Entered on

Bank Cnformation Entered by

Vendor Maintenance Information Verthed by
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DEPOSIT SLIP

DERFOSIT FORM DATE:
Crgeniration | Deposrorent

RS H El Coy Totsl Coin Ty =x
b i B a 100 s
B % - 050
¥ ow " 0re
1B = - 0i0 =
3 £ - LS =
1 = " 11
ol Bilks = Tkl sl
CHECKE FORM TOTAL
B of e Chacik Tortsl Bl + Codrm < Chachs
SoELU e ENT
SFITOTYPT AITTAINT AR
S Iy
Dwmier i plion
Lpmed ype
Dhviriacr | pticn
Lpred Iy
Dy | ption
S Iy
Dwmier i plion
FORM TOTAL MUST EQIUAL DISBURSEMENT TOTAL DISBURSEMENT
TOTAL
Dingecai it rpcsivaed Troim:
FAINTTD Mk SGHATURT
-k ACTHETSS FIFINT HUBELE
Dl pr i By
FALNTTD MAkT SCHATURD
Hsls MUSYHES. ELSCHE MUSAHES Eid
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INTERNAL TRANSFER FORM

/’@.UE}:-_\

[~ =\

132 )0 EMORY UNIVERSITY
w7s A7 N L) STUDENT GOVERNMENT ASSOCIATION
i ,xL;:_% >

Internal Transfer Form

Requesting Organization (providing the funding)

Smartkev Number to Debit

Administrater of Debiting Smartkey

Receiving Organization (receiving the funding)

Smartkev Number to Credit

Administrator of Receiving Smartkey

Amount of Transfer 5

Organizational Treasurer’s Signature Date
Divisional Treasurer’s Signature Date
SGA Treasurer’s Signatmure Date
SGA Business Manager’s Signature Date

Reason For Transfer [Print Below]: Please be specific. If charges are to offset another
organizational or departmental account, we will need financial data from their ledgers.

Date on Excel Date on PS
Emory Univerzity Student Government Aszeciation
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CHECK REQUEST/EXPENSE REPORT (>$250)

L] Reimbursement SGA Payment to an Individual {for services)[]

i to non-Emory guest Payment to a Vendor []
D to student at: [*Address grabbed from OPLS)

[] Home Address

[ ] Campus/Local Address Today's Date:

EMORY

Payee:

Student ID Number (Reimbursements only): Expenses to a foreign national: MO

Club: Division:

Club Treasurer Signature:

Invoice/
Receipt
Number

Purchase Smartkey Expense Type Vendor/Brief

Date (# plus A or 8G) (Acct code) Description/# of people Amount

Taotal

Complete Business Purpose:

PLEASE ATTACH ORIGINAL ITEMIZED RECEIPTS, INVOICES, CONTRACTS, SIF/ACH, OR OTHER PAPERWORK
TO THIS FORM
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SMALL DOLLAR REIMBURSEMENT FORM (<$250)

@ EMORY | Emory Procurement Services

UMIVERSITY Mivicivn nf Finanes

SMALL DOLLAR REIMBURSEMENT VOUCHER FORM

small dollar reimbursements are considerad expenses of 5250.00 or less.
Approved Date to be filled in by the Autharized Signer Approved Date
(Form Expires 10 business days from this date)

Instructions: Pleasa enter information below for the individual being reimbursed. This form must contain signatures of both the re-
quester (indnidual being reimbursed) and the authorized signer within your designated unit before a reimbursement is issued by the
Cashier's Office (101 Boisfeuillet Jones Center, Atlanta, Geoargia 30322) -

The authorized signer is responsible to assure no expenditures for the following are reimbursed via this form:

personal expenses, memberships, subscriptions, dues, and wages. Upon receipt of the authorized signature, the individual be-
ing reimbursed should present a completed Small Dollar Reimbursement Voucher Form with all required signatures and original
receipts to the Cashier's Office.

Note: This form must be submitted to the Cashier's Office within 10 business days from the date of the approved form.
The individual being reimbursed is required to present a valid EmonyCard 1D (Emany’s official identification card) to the
cachier and can only submit OMNE Small Dollar Reimbursement Voucher Form to the Cashier's Office per day.

REQUESTER MAME: Student 1D #:
First and Last Mame of the individual being reimbursad

DEPARTMENT NAME: DEPARTMENT #:
SPEEDTYPE: ACCOUNTCODE: _____ AMOUNT:
Business Purpose for Reimbursement |Required): Date of Receipts

I, as the individual being reimbursed, certify that 2l expenses inourred and reported to sccomplish offidal business with Emory University are accu-

rate and valid. | zlso assure there are no expenses claimed s reimbursable which relate to personal or impermissible expenses.

Signature of Requester Phione Mumber of Reguester
Department Approver Signature (OTganization Treasurer] Department Approver Printed Mame E Mumber
AUTHORIZED APPROVER SIGNATURE [Must be a 565 Staff Member) AUTHORIZED APPROVER

(Printed name and contact number)
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