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Club Budgets

Handled by Melissa Vander Ryk

Each organization should keep an accurate
record of its finances separate from Student
Development’s accounting.

To inquire about available funds or expenses,
email melissa.vanderryk@stockton.edu
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Areas of Responsibility

e Maintain records of Budgets

* Handle Expenditure Requests

* Collect Prize Receipts/Maintain Database
* Process Contract Requests

* Petty Cash Requests

e Fundraiser/Revenue Deposits

* Chartwells Catering Invoices

* Print Shop Expenses

Expenditure/Purchasing Process

Submit check requisition form with back-up (i.e. quote or contract
proposal) for Student Development’s approval.

Determine if vendor is registered with the college. Work with S/D
to register new vendors.

Order requests are entered into Banner and a Purchase Order is
sent to the vendor to fulfill the order.

Vendor ships the order to S/D and provides invoice for final
payment. Order is marked received and invoice forwarded to AP.

Accounts Payable pays the invoice within 30 days.

*Any quotes more than $1,750 will require 2 other vendor
quotes for price comparison.
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Check Requisition Form

STOCKTON COLLEGE
THE RICHARD STOCKTON COLLICE 0F NEW FURSEY
Office of Shident Develogasent
STUENT ACTIVITY NI EXPENDHTURE REGUISITION FaM
Fox Paymens of goodservioes
{Msirtusms of Thirty Dy processiag tine for Payment)

PLEASE PRESS HARD D, Tiale, and of Location Event

*When checks must be issued before
goods are shipped, please check this

T SRR oy box to request a check.

Lapemitre Denrisn. i per e

ot
Fund #: L1000 Ovpanieation #:50____ Accouss #:
e
Ticle: ___ = Date.
Freeed e
= i et Seouient lhdm- —rT——
tmbibe -
FacaitySaf Advior Dt
fice of Soaderst Drveiopment Advior Date
Direston of Studert (evelopment; Date
Fer Stmabienst Devedepment Lie Only
Audeed by: Datr
» e Check &,

Whins L amary - Sttt Dvsebaponrs Plak - Cbetpamration

AcMoore,  Store Cards

1. Submit check requisition form for approval.
2. Sign out the store card on the day you are shopping.
3. Return original receipt and card within 24 hours.

4. Provide event flyer and/or prize receipts to Student Development
depending on the nature of the purchase.

*Store cards cannot be used to purchase gift cards.
They are only to be used for merchandise purchases only.
Complete check requisition form to have a check cut.




Prize Receipts

What is considered a prize? — A purchased item that is
intended to be awarded to a student at a club event.
(i.e gift cards, merchandise or event tickets)

Prize Receipts must be completed at the event in order to track the prize
item, student recipient and event information.

Return Prize Receipts as soon as possible to Student Development

along with a copy of the event flyer.

*Cash prizes and bank issued gift cards are prohibited!
Gift cards are limited to a maximum of $50.00.

Prize Receipt Form

Please note that cash gifts or prizes cannot be awarded to anyone,
Imelucdi id credit cards Issued gift cards).

*An wvent flyer must sccompany the prize receipt or an slectronsc copy cen be emailed to
™ ady
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Contracts are required for any person or business coming onto campus to
Provides a service to the college, regardless if payment is to be rendered or not.

Contracts

Guest Speaker
e Artist/Performer/D)

Development’s approval.

Party Rental Services (rides, novelty entertainers, craft stations)

Submit check requisition form with back-up (i.e. contract proposal and invoice) for Student

Determine if vendor is registered with the college. Work with S/D to register new vendors.
S/D will submit a contract request to Staff Counsel to review the vendor’s proposal.

Staff Counsel assigns a contract number; S/D drafts the appropriate contract type and submits to

the vendor for signing. A Purchase Order is sent to the vendor as confirmation of the contracted

event.

The vendor submits an invoice to the college after services are rendered. Accounts Payable will

pay the invoice within 30 days.

*In some cases a certificate of insurance may be required as determined by the
office of Risk Management.

Petty Cash Request Form (online submission)

of Administration & Finance
dbeialhinleraai

Petty Cash Disbursement

- PR RN

The online request form will be
submitted by Student Development
on the club’s behalf based on the
information provided.

Requests must provide the following:
*Requestor’s Name

*Cell Number and Email Address
*Club’s Name

eAmount Needed

ePurchasing from what store?

*To be used for what event or reason?

*If item is to be awarded as a prize, prize
receipts and event flyer are required.
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Deposit Form

STOCKTON COLLEGE

Division af Sudent Affairs

STUDENT ORGANIZATION REVENUE REPORT

Name of Organization

Category

Checks must be listed below

ClubOeganizathon:

Donated/fundraised money must be
deposited into the club’s account.

Complete the
Organization Revenue Report
and return with money to
Student Development.

*When donating to a charity the
fundraiser flyer is required.
It must state the intention of the
fundraised donation.

Complete a check requisition form
in order for the donation check to
be paid to the charity.

Be sure the charity is a registered
vendor or work with S/D to get
them registered as a new vendor.

Chartwells Catering

Your catering request must be approved by
Student Development. Review the catering
contract with your advisor. They will sign off
and return the contract back to Chartwells.

Catering invoices are sent to Student
Development. Your club account will be
deducted for the catering expense after the
invoice is received and processed.

Email catering@stockton.edu to
request a catering quote.

Include the following details:
*Event Date, Time, Location
*Pick-Up or Delivery
*Headcount for food quantity
*Desired Food Options

Plan ahead of time!
Chartwells requires a 14-day
lead time on all requests.
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Print Shop Request Form

Only 25 copies per day or 75/week
can be run in the Resource Room

= for club related material.

For larger jobs use the Print Shop.

STOCKTON COLLEGE | [er———

PRINT $HOP SERVICES ARE FOl COLLEGE BUSSESS OMLY

Advisors first must review, edit and
approve your material.
All documents must include the
disclaimer.

Your advisor will complete the
print request form and send to the
Print Shop for completion.

Print Shop expenses are deducted
from club accounts each month.

Student Travel
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The Travel Process

eConsult with your club’s Student Development Advisor before
making any travel plans.

eAllow 6-8 weeks to process travel request.

eSecure an attending faculty/staff advisor.

eComplete and return the Student Development Travel Packet.
Includes a Travel Checklist, an outline of Trip

Coordinator expectations and travel forms.

*prior to travel, a club roster must be submitted to Barbara Teel in the Office of Student
Development.

N

Travel Packet
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Travel Checklist

Ot o Shyius Dot
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Travel Checklis

ol with pomr € izations Student Development Ad
wny fravel

O Subsmit your chib roster 10 Barbara Teel in Student Development

O Complete Student Organization Travel Proposal

O Complote Travel Fumds Waorkshest

O Complete Extra Cumcular Travel Fonm theep a copy for Trip Coordinstor)
O Have all participants complete and sign the Waiver for Participation

O Hlave all participants sign the Travel Resmbsirsement Agroement

O Secure bdiging ard registration with your Sulent Development Advisos
O [iscuss transgs Advisor

O Complete Vehicle Reservation fotm (if applicable)
o Provide copy of Driver's Liconse (i applicabie)
o Complete Driver's License Disclosure (if appiicabies

OIF flyving, provide rames of pariiipanis as it appears on their
indemtification and bindi dates

opticns with vour Student !

0 Subsit a Check Reuisition for all cheeks 1o be processed
fansrilable in Stuadenst Devebopment)

0 Obtain the OFF Campas Trmvel Emergency Gaide

X imm

ane

Trip Coordinator Expectations and
Other Important Travel Information

| Trip Coordinatar ]

The Trip Coondinator may be a el mémbes or a faculty aall advior. Homever, if the Trip
Coondinster in 3 studem. 3 Taculty stall member may alao b required U ationd

Moat with the <lubcrgamization's Studemt Dicvelopment Advinar 1o dincsss detaib of the
et 15 =)

in plassiing and
plans

Meet P [
traviling will be ushiert o the pulizien of the colloge and "

scuvedance with the Campus Code of Conduct
Baview the CFF Campus Travel Kmengrmey Gulde and follon gusdelings i adinos
emergencics, inchuding repeorting procenss.

e than all hare completed

lemure ths have signed the Travel Agreement (1
applicablel,
Maistaks s kiep 8 copy of the Extra Curvicular Travel Form which costains o it of

cmergency comtacts for cach pasticipant
Aunce the 1y e coundinate wip detials

Rt all socspts fiw : Studont
Dhevhopussein wpeon st

[ Travel Neotes ]

Consult with yosr club’
plans

Peuse aflow (-8 weeks 80 process travel request

A fisculty T advinor may b required 1o atiend

Maks snd fomsk s

Stockion vehicles s only llowed ta be deiven by paid College emplovees
Students who are pof vel 1% veses of age must have o pasent guandisn
s P S partscipateg in setivites that seuise 8 naver

Any vendar reesiving 8 check for your trip must be rognsered in the Banser
wtem. Paparnork snd instrech labde in Stdest Develop

[ Qwich Tipn ]

Tk advantage of comferenos carly bid registration foes when possible

Chver catimate flight exponses as they change dsdy

o For local trips and when pood vehicles are not aveilable, Stockion Amvlisry
Servicen, Ine. (SAS]), haw 3 Hmiled sessber of shuttle vehicles available ot an
bourly rade

Chctcber November and March April are sy travel montis s if your confirence
s dhuring thee times, schedule n svecting with yoer shisor s s00n as prsible.

Student Development Advisor before making any travel

-

Fow any

Rewes Tolleay i the Soet Devaicpmend Cffve or
wlopment s
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Club/QOrganization Travel Proposal

iﬁ'@

OFFICE OF STUDENT DEVELOPMENT
CLUBAIRGANIZATION
TRAVEL PROPOSAL

[ateds) of Trip

ClubX

Diestimaticn:

Trip Coondinator

P —

v i
is commecteat o the mirsdon of the chab

FA TR T
GETINVOLVED

Travel Funds Worksheet

OFFICE OF STUDENT DEVELOPMENT
Travel Funds Worksheet
ORGANIZATION DESTINATHR
PFURPOSE OF TRIP APPROX. ATTENDANCE
TRIF COORDINATOR CONTACT INFORMATION
FACULTY STAFF MEMBER ATTE
5 N EXPENSE:
Charter Ben Total 5
Stochton Shitle Total §,
Tl and Parking Feer _____ ... Totut s
AIREARE
Nmiber of travelers _ X ot et theket 5_ Total 5,
*The colege disoomunges the nav of personal vehicles for stident travel,
BEGISTRATIONENTRY VERS:
Number of Students _noostperstudent S
Nissiber of Students % cout et stuelers 5,
Taxs___ Total 5,
MEAL EXPESSES;
De ot mewls that are incuded in the cont of regtration
o Veeakfmy) @S for__wrmvekm-$_____
Lunchis} @ §, For _ travelers - 5,
o Dhnneris) @S fer__twmwhmoS____ Total 5,
*Tigeicaaly, aveusls are mol flsded
MTEL EXPENSES:
Nuniber of foomms _ % cent pes rocen . x tmmsber of nights
omber of rooms ___ % cost par- room 3. x mmbar of nights Total 3,
OTHER {axplain) Total 5
OTHER {explain) Tutal §,
ESTINATED TRIF COST Tutal 5,
Aimack supparting decumentation for ALL fumds requentcd and submis all recvipts apon retwm, *

*This form can also be used
as a guide for Supplemental
Budget Requests!

1/18/2013
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Extra Curricular Travel Form

THE OFFICE OF STUDENT DEVELOPMENT
Exira Curricular Travel Form

Travel Destismation:
Purpose:
Fravel Dates:
Trip Cosndimaton Adviser {pristl
Trip Comdimator Adviser Cell #:
St Dev Advimor's Signatire:
Stu Dev Advinor's Contact #

z ol . o

Faxss C: Folics: Extension 445

*A copy of this form should
be retained by the Trip
Coordinator in case of
emergency.

Waiver for Participation

Richard Stockton College of Sew Jorey
Wakver for Panticipation fer Persens Over I

Locatson:
[hate:
L (peint mams) have vebamtarily requestad
permission o participat = the Richand Stockion Collegs (irip)
o0 (date) 1 have familisgized meyself with the program and | belicve than [

am physically, medically and mentally capable of participating in such activiry. If there
ara any medical or other concams which might lmit my participation i such cvml, [

B advised appes personnc of sach comcems. | am agresing of my own free will
B participate in thas activity ssd we of sy facililics of equipmcnt ssociated with this
event

I have personally and willingly assumed respomibility of all knows and
wnforeseen risks that may oocur arising ot my panticipation in this program. O behalf
of mysell, and amy of my beirs, ssigns or scessors, agroc b rebeass,
demniy, defind s bobd hanslews Richand Stockion College of New Jersey and its,
efficers, agents, servants, Board of Trtoes, and smployoes agaisst any damage, <lais,
demand, liability, judgssenn, loss, expense, o costs arsing from panicipation in this
avent whether due 10 intentional acts or omissiom or neglipence of Richard Stockion
Collegs or amy of its emplovess, servants or apents or thoss of thind parties o
rpanizations. 1 acknowledge and agree om behall of mysell, my heirs, assigm or
smoessons, that | am relemmng Richaed Stockion College of New Jerscy froms amy
lishilitics im L or exquity, hovwsver the liabiity mary tha arise, for any injurics, fatalitics,

e, b o expensca. o mysclf o my personal property. | agros and conserd that
any deputes asising ot of participatien in this sctivity and any and all claims that | may
Being agsent the State of New Jersey s the Richand Stockiom Callege of New Jersey
and their employecs s a resull of this sctivity shall be subject t0 the provision nf the
laws of the State of New Jersey, particularly the New Jeney Tort Claims At (N.J \
3511 ot mog b, New Jorsay Contractual Liability Act, (NIS AL 559131 ot sog
Jorcy Chasitable sty Act, (NJ5.A ZASIAT of seq.) and s other action o
monctary dumages o ether legal oe equitsble reliel shall be beought in any oher
jurisdiction other than the couns of the State of New Jersey and vemsed in Atlamic
County. the sitws of e Colloge. 1 agree that should any domages arise ot of my

iom in this program that | nibl,

T oty that 1 v rosd i refesse, | s o foat 15 years of s and ot by sy
sagnatare below, | bind mysell. my heins, auigm, sdministaion, ad ccuton o ths
agreement

Dt Signatura: 3

Printed Name, Addeeas and telephons of mumber of paitacipan

Name, elephone sumber g Eaveling be skl i

1/18/2013
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Travel Reimbursement Agreement

TRAVEL REIMBURSEMENT AGREEMENT

ClulVOrganization Destination Travel Dates

1 understand that Steckton will be paying for expenses on my behalf which may inchide travel, registration
and'or entry fees. By signing below, | acknowledge that if | am wnable to atiend this trip, | agree io
reimburse Stockton the fill cost of the fees paid on my behalf fexcept in the event of a documented medical
or family emergencyl. Failure to reimburse Stockion as agreed may resull in a hold on my acadenic
recards, prokibiting registration, release of grades, ete. uniil the College has received full reimbursement.

murst b i ik, Witness must be @ Stockton Emplavee,

Al 5i
Date Student Name (printed ) £ Number Studerd Segnature | Witness Signature iness Name (printed)

Vehicle Reservation Form

OFFICEOF STUDENT DEVELOFMENT
Vehicle Reservation Form

Chb

Purpone of Trig:

Advinor: Trip Condimator:

I dete mbdrina

City, St

Dhatq of Deparser Pick-up Tams: - -
[t of Remurm. Dovop--ofl Toms: A pe

Pickeup and Brop off point on s

Approvimats mumber in groap; ___

O Stackion Paol Vehisker
Number of vehickes {lmit 23
7 pasinger minivan
9 paenger Chevy Suburban
1% passenger van*

Drverfa)*

* 15 passemger viebicle dri J d o hat cam be sei g
theough Sandi Mintz in the Risk Mamsgensent Office: Sandi Minteitsockion.edy or 609-626- 3601

e e

it & copy of thear dfoes s i
AND SELF DESCLOS

the UL DRIERS
able in the Snudent Developaent

o ol

ton &
555 per hour

O Chartered Bus
See Malissa Vander Ryk or your chul’s Student Development advisor for quate

1/18/2013
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Authorization Request for Travel/Vehicle

(ARTV Form)

warTE BT

o Callege o New Jersey

AT LTV SRR ATTINGT

o T I TR
SKEF TIIES SECTHOS AND 40U ARE

CETE
CHIRED 10 COMPLETE

*This form will be sent through the
approval process and must be
processed prior to travel:

*Coordinator/Advisor attending
*Director of Student Development
*Dean of Students

*Affirmative Action (if applicable)
*Travel Office

Questions

1/18/2013
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