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Purpose

 Providing accounting and business services.
 Providing uniformity in accounting records and procedures.g y g p
 Providing procedures for proper accounting of funds.
 Establishing continuity between business officers and their 

successors.
P idi diti i Providing auditing services.

 Assisting organization officers in keeping their activities on a sound 
business basis.

 Assisting and educating officers on financial planning and financialAssisting and educating officers on financial planning and financial 
responsibilities.



Signature Cards

• Pick up in 
BOSO/SCHL 213 
complete andcomplete and 
return in 5 days.

• Signature Cards 
require the q
signature of the 
President, 
Treasurer and 
AdvisorAdvisor.

• Approvals for 
Check Requests, 
EPF’s and TPF’sEPF s and TPF s 
cannot be given 
until signature 
card is returned.



Event Planning Forms

 Fundraisers (i.e. 
t-shirt sales, etc.) 

 Meetings; 
Conferences; 
Callouts; Events 
with guest 
speakers

 Expenditures 
over $50.00 (i.e. 
small/large groupsmall/large group 
meetings, 
dinners, etc.

 Equipment & Equipment & 
office supply 
purchases do 
NOT require an 
EPF.



Travel Planning Forms

• Required any time 
you leave the 
Lafayette or WestLafayette or West 
Lafayette area.

• Available at Office of 
the Dean ofthe Dean of 
Students, SCHL Hall, 
Room 250.  

Retroactive forms• Retroactive forms 
may be denied by 
Office of Dean of 
Students.

• http://www.purdue.ed
u/odos/sao/forms/for
ms.htm



Deposits

 Backup documentation
– Record of Dues Collected
– Participant Roster
– Ticket Sales Report
– Merchandise Report

– Correct Income Code
– No Two Party Checks

– Deposit cash/checks promptly (within 30 days)



Donations Received

 Process for accepting donations of $100.00 or more to the student 
organization.g

– Bring the checks to BOSO to copy.
– BOSO will submit a copy of the check to the University 

Development Office for tax credit.
– Checks deposited without submitting to BOSO will not receive tax 

credit.



Check Request
Documentation & Signatures Required

• Itemized Receipts
• Approved Contractspp
• Itemized Invoice
• Personal reimbursements 

require the signature of the 
individual requesting theindividual requesting the 
reimbursement

• Correct Expense Code
• Authorized Signatures g

(President, Treasurer or 
Advisor)

• Officer reimbursements 
must be approved by themust be approved by the 
two remaining officers.



Contracts

 Following are examples 
of contracts which are 
to be signed by the 
vendor, President, 
Treasurer, Advisor and 
BOSO prior to the 
event.

– Service Contracts 
(i.e. speakers, DJ’s 
instructors, judges, 
etc.) as shown

– Fundraising 
Contracts
Rental contracts– Rental contracts 
(i.e. banquets, 
rooms, etc.)

– Band contracts



Un-cashed Checks

 Indiana Law requires un-cashed checks to be treated as “unclaimed 
property.”p p y

 Checks not cashed after 2 years are sent to the State of Indiana 
“Unclaimed Property Account.”

 www.in.gov/attorneygeneral/ucp/



Security Measures
Indiana Code 4-1-10, Release of Social Security Number

 Do not collect Social Security numbers of your members.

 Do not photo copy members checks or checks for merchandise sales.

 Do not collect Social Security numbers on National Application for 
Dues.

 Do not store Social Security numbers on your computers, zip disks, 
CD’s, etc.



Indiana Sale Tax

 Exempt Purchases
– Fundraisers (merchandise sold for profit). Exempt from vendor,Fundraisers (merchandise sold for profit).  Exempt from vendor, 

but the sales tax is paid on the retail sales amount deposited into 
the club account.

– Equipment purchased to be retained by the organization 
(computers, furniture, etc.).  No sales tax paid.

 Non Exempt Purchases-Tax paid at purchase.
– Prepared foods (pizza, banquets, etc.)
– Clothing/Merchandise purchased to sell to members at cost.
– Give away items (t-shirts, pens, etc.)



Gifts and Charitable Contributions

• The maximum dollar amount of 
$100 per item; maximum $100 

• The organization may donate 
up to $100.00 to agencies p

per person, per year; is the 
allowable total value of the gift.

• Cash, cash equivalent or gift 
tifi t ift d t

p g
recognized by the IRS as a 
501(c)3 non-profit, unless 
restricted by a third party. 
Additi l f d b icertificates or gift cards cannot

be given as gifts.  Student 
organization funds may not be 
used for gift card, certificates or 

• Additional funds may be given 
from Membership Dues or from 
a specific collection from it’s 
members for that purpose.  g ,

cash gifts.
p p



Additional Information

• Forms
http://www.purdue.edu/uco/BOSO/forms.htm
• Financial Procedures Manual
http://www.purdue.edu/uco/BOSO/manual.htm#intro
• Directory
http://www.purdue.edu/uco/Quick_Links/staffDirectory.htm
• Unclaimed Property
http://www.in.gov/attorneygeneral/ucp/


