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Student Activity Fee

COMMUTER SERVICES
FREE CONCERT | WEDNESDAY | 7:00 PM

Every undergraduate contributes: I

= $115 per semester (full-time)

= 512 per credit (part-time)

SGA allocates the Activity Fee:

= UAOs & Subordinate Bodies Allocations
= SGA Executives

= Club Budget Allocations
= SGA Student Organizations Committee (SOC)




Funds & Accounts

Every organization has a fund number
= Six digit number beginning with 81xxxx

= Unique to your organization

EngageXU > Group > Settings > More > Student Org Fund Number
= Needed for any financial form to be submitted on EngageXU

= Needed for depositing funds at the Bursar’s Office




Accounting Book

Connected with the university’s Banner system — Xavier’s official record system.
EngageXU > Group > Accounting Book

Only Officers (admins) can access the Accounting Book for your group.
Adjust Permissions if you want to further limit access to any Officers.

Use Show Archived to view previous years’ allocations, revenue and expenses.

+ Upload Transactions (Admin Only)

R!| Accounting Book B show Archived

Budgets Allocations/Revenues Expenses Balance

Fy22 $4,233.90 $1,086.00 $3,147.90

Current
Balance

Total $4,233.90 $1,086.00 — $3,147.90

Group Funds $0.00 50.00 $0.00




Purchasing Definitions

Xavier Buy — Xavier’s purchasing system —is used to process any type of order (ex. Amazon, Brown
Enterprise Solution, Apparel, Photographers, DJs, Venues etc.). This does not include payments
made to current students for services (DJ, graphic design, etc.).

Purchase Order (P.O.) is a document issued by Xavier and sent to vendors with details of items to
be purchased and it is a guarantee for payment to the vendor.

Retrofit Order is used when a quote is not submitted in advance into XavierBuy and there is no
existing purchase order issued for items or services. If an invoice is provided without a Purchase
Order created then the vendor will not be paid for 60 days. This is a university practice and we
have no way to expedite payment.

Independent Contractor Form (ICF) is a contractual form used for an individual who does business
with Xavier. Examples of an independent contractor may include: photographers, DJs, performers
etc. An independent contractor may be a student or Xavier employee performing approved
service outside of their role with the University and/or student organization.

Focus Blue is a pre—loaded card like a visa gift card and can be loaded with up to $300. Focus Blue
cards may be used to purchase goods at point-of-sale locations such as Kroger, Target, Whole
Foods, Meijer, etc.

University Purchasing Card (Pcard) — University issues credit card — this can be requested through
the purchase form for purchases like — dues, registration fees, travel, catering. One available in
OSl.



Updated Spending & Purchasing Rules

= Student organizations must be submit all purchasing
requests at least 2 weeks in advance

" The university’s finance department reviews all
) 4 purchasing requisitions over $500 once a week (anything
entered into Xavier Buy)

" No reimbursements for purchases made from individual
personal Amazon accounts

= Gift cards for event prizes

= Individual gift cards S50 or less
= Total amount for a program S500 or less




Updated Spending & Purchasing Rules
"Thank You Gifts

" You may not purchase advisor thank you gifts or gifts for other
university employees with student organization funds

> P = Student thank you gifts, including those for graduating seniors
or officers, should not exceed a total of $25

= Student organizations may not purchase regalia such as honor
cords or stoles for graduating seniors with student org funds.

" Individual students should purchase their own regalia through
Follett as the official commencement partner unless they are a
chapter of a national organization that vends their own
licensed regalia.




Updated Spending & Purchasing Rules
= Apparel

= Maximum of S35 per individual student

= Beyond $35, students will need to contribute to the purchase
) 4 = Organizations can subsidize costs with students paying partial
" Purchases must be made through one of three companies

="Equipment
=" No equipment may be purchased or reimbursed, including:

= Speaker systems, software, digital cameras lighting systems, sporting
equipment, outdoor furnishings




Updated Spending & Purchasing Rules

" Deliveries & Pick-up

= Any items that were ordered through the purchase form that need picked
up from OSI must be picked up within 48 hours of receiving the email from
oSl

4 4 «p_Ccard requests must be made 2 weeks in advance — you
can request to use the P-Card through the purchase form.

= P-Card cannot be taken out of OSI —there is only one available for Student
Organization use

For more information on spending and purchasing please visit
our website: xavier.edu/orgspending




Student Payment Advance Form

= Organizations can take out one advance at a time, up to $300 in total. You
will receive a Focus Blue card.

= The individual listed on the advance is responsible for the advance.

= Advances will only be considered for fully-approved events, submitted
) 4 through EngageXU.

= The Focus Blue card may be used to purchase goods. You cannot pay
performers, individuals for services, or use Focus Blue for rentals.

= Students must return receipts along the Focus Blue card to the Bursar’s
Office (Musketeer Mezzanine) within 7 days.

= Your organization is responsible for tracking and maintaining receipts with an
advance. Missing receipts will not be accepted.

= Students that are listed on the advance will personally be charged for
advances that are not closed in a timely manner.




Pre-Spend Authorization Form

= Individuals who wish to spend more than $300 of their own monies and be
reimbursed need to submit a Pre-Spend Authorization and have approval
from their advisor and Student Involvement prior to the purchase.

= The form requires you to explain, in detail, the purchase.

= Some purchases may be able to be made through other means (such as
university p-card).

= |f this form is not submitted and a student or advisor submits a
reimbursement request for purchase over $300 they will not be
reimbursed. Advisors are the first approver so please contact your advisor
once submitted to ensure timely review and approval of your form.



Student Reimbursements (Zelle)

= Students can be reimbursed by Zelle for eligible
purchases made up to $300. Amazon is not eligible.

= QOver $300 can be reimbursed to students via Zelle, but
a Pre-Spend Authorization must be approved in

advance of the purchase being made. B3 studem orgorarlon st
} 4 ® You must upload itemized copies of the receipts in Sudent fempursement

order to be reimbursed. Missing receipts will not be

reimbursed.

= The university is tax-exempted. We do not reimburse
for Sales Tax. Please have a copy of our Tax Exemption
Form when making purchases.

Students and advisors will not be reimbursed for
purchases made from Amazon or any apparel
purchases.

= Advisors are reimbursed using the Advisor
Reimbursement Form.




Purchase Form

Must complete at least 2 weeks in advance

Used to order items from Amazon or office
supplies from Brown Enterprise Solutions.

Used to Request P-Card

Used to pay vendors
= Must have quote or a contract
= Do not sign any contracts

= Ask for a W-9 form (IRS) if we’ve never paid
the vendor before (or if you’re unsure)

Not used to hire students

= Students that are being hired (DJ, graphic
design, etc.) have to be setup through
student employment payroll. Contact Ray to
do this.

B student Organization Purchase Form s O Copylok O Manage

Gel | Informati




Purchase Forms Summary

= Purchase Form
= Must be completed 2 weeks in advance
= Use to order items from Amazon or office supplies from Brown
» Used to request Pcard (university credit card not Focus Blue)
= Students cannot be paid through this form
= Used to pay vendors — must have quote or contract
= Ex. Apparel, DJs, buses, catering etc.
= Student & Advisor Reimbursement (Zelle)
= Used to reimburse students and advisors for purchases under $300
= Amazon is not eligible
= Tax will not be reimbursed
= Can be reimbursed for purchases over $300 if Pre-Spend was filled out and approved

= Pre-Spend Authorization

* For individuals who wish to spend $300 or more of their own personal money. Cannot be reimbursed if
this form is not filled out and approved.

= Payment Advance

» Focus Blue Card from Bursar office — used to purchase goods from Kroger, Target, Walmart etc. — acts
like a Visa gift card
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