RHC Vice President (Finance) Info
Reimbursements
· Reimbursements are for all transactions under $75, for reimbursements of more than $75 dollars, see “Check Requests”
1. Fill the Reimbursement form completely.
2. Enter amount into your records.
3. Make a copy of the form and receipt to be kept for your records

4. Attach receipt to the completed form
5. Give the Reimbursement form to the Resident Director to fill out the account number and they will give it to Rebecca.
· Reimbursements must be done within 30 days of the purchase.

· For reimbursements of prizes or for off campus meetings/events, include the names of the recipients or the names of all who attended.
· It’s a good idea to have the ID numbers of all RHA Members on file somewhere at the beginning of the year, so you don’t have to ask throughout the year.
· It is okay if the individual being reimbursed fills out the form themselves/get signed by the Residential Director, so long as it is given to you to enter into your records and make copies before it is taken to the business office.
Check Requests

· For all reimbursements over $75 dollars a check request must be filled out rather than a reimbursement form.

1. Fill out Check Request form completely. If the individual being reimbursed is not a student you must have their Social Security Number and Address.
2. Enter amount into your records.
3. Make a copy of the form and receipt to be kept for your records.
4. Attach receipt to the completed form
5. Give the Reimbursement form to the Residential Director to sign and turn in to the business office. The student must then pick up the check two Fridays after the form is turned in (Checks are only written on Fridays). If it is a non-student being reimbursed, mark on the form that the check is to be mailed to them.
· Advance check/cash requests use the same form and must be turned in at least two (2) weeks prior to the date needed.

· If you are writing the check to a company, local business, or local entertainment group (such as a musical artist, etc) you must have the Tax ID of the group or company. If you are mailing the check to them include the address on the form.
Deposits

· Deposits must include a completed deposit form. A copy of the form should be kept for your records.
· There is an RHC deposit bag, with a key.
· Deposits must be made ASAP after money is received.

· All deposits must be given to Rebecca in ResLife to be counted again. Then delivered to the business office by Campus Safety. Deposits must be given to her as early as possible in the day to give her ample time to count.

· Money should NOT be left in the office. If it is after regular office hours (5pm) call Campus Safety to come and pick the deposit bags (They will ask for the “detail” which means deposit bag).
· All deposit deliveries to the business office shall be performed by Campus Safety. Never carry around a deposit bag on your person.

· Once the deposit is complete, you will receive a copy of the deposit, along with a receipt. Check the amounts to make sure it is accurate with your count.
Account Transfers
· Transfers can be made between the either RHC account and any account on campus.
· If a transfer needs to be made, contact Rebecca in ResLife with the account information, the amount, and reason for transfer and she will make the transfer.

Appropriations

· At this point, any on campus organization or residence hall is welcome to fill out the Appropriations Request Form (Updated 03/2010) and apply for appropriations.

· Any request must be approved by RHA.
· Residence Halls are encouraged to apply for appropriations.

· Further information about Appropriations Requests can be found on the form.

On Campus Services

· Often times, on campus services like Multimedia, Conferences & Events, Impact, Mail Services, or Facilities will take a long time before they bill the account or send a receipt or invoice.

· It is important that the prices of their services be acquired or looked into prior to events and that these amounts are accounted for before they are taken out of the account.
· With many on campus services, contacting the organization and asking how much they have billed RHA throughout the year can be useful. 
