SGAO
FUNDS




ACCOUNTING OFFICE?

transactlons are accounted for and authorized.

Angela is the primary contact for PB Funded organizations, however, anyone in the
office can assist you with your questions.

WE ARE HERE TO HELP YOU!!




ElINGISTARTIED.

* Only chartered student organizations are
allowed to request and spend money

Get Chartered allocated by GPSA.

* Must re-charter every year.

* Two (2) officers must attend in order to
access your PB allocated funds.

e Minimum of 3 signatures.

» Advisor may be authorized but not
required.

* Forms expire June 30t each year.




WIRAT ARE P2 FUNDSZ

PB Funds = Pro-Rated Benefits J

Available each semester to every recognized departmental student
association (RDSA).

Each RDSA must be chartered.
Each RDSA must renew qualification annually
Must be requested by the 8™ Friday of each se

$9.50 per student is awarded based ¢
students enrolled in your department as determined 0y

 report.

[ RDSAs requesting PB
LG PSA budget proce

S are not eligible to participate in the




IMPORTANT REMINDER

* Organizations receiving funding from the University must follow the fiscal policies
and procedures of the University. In addition, organizations receiving ASUNM and
or GPSA funding must follow the fiscal guidelines developed by the Student
Government Accounting Office.

* CSOs must deposit all funds received from any source in a University ac

* If your organization has an off-campus bank account and wishes
receive funding from the university (ASUNM or GPSA), you wil
ount immediately and provide proof of the closure an



AW IO [REQUIEST [P35 [FUNIDS

o

e Email Subject: Fall 2022 (or Spring 2023) PB Funds Request.
* Include:

* Organization name.

* Academic department represented.

* Contact information of person submitting the request.

* SGAO account number (670xxx).

* Estimated number of graduate students enrolled in your de

Must send a separate request for the fall and spring semester.

Fall 2022 PB Funds request MUST be submitted
to SGAO by Friday, October 14, 2022.

Spring 2023 PB Funds request MUST be
submitted to SGAO by Friday, March 10, 2023.



SCHOOL OF MEDICINE

The School of Medicine is the RDSA and requests funds on
behalf of all SOM student organizations.

SOM organizations will request funds directly from the
Medical Student Association (MSA) president.

Must be requested each semester.

To request your portion of funds, please emai



IMPORTANT!!

Per GPSA Bylaws, VIl Finance Code, Section 3. Pro-
Rated Benefits (PB) Fund:

= C. 2. At the end of the fiscal year, an RDSA may keep up to 100% of
funds allocated during the academic year.

Funds allocated by an RDSA directly to departmentally-associated
rganizations will not revert at the end of the fiscal year.



TWO IMPORUANT FORMS




SIGNATURE'AUTHORIZATION FORM

Student Government Accounting Office (SGAO)

SIGNATURE AUTHORIZATION FORM

Valid July 1 - June 30

¥ This form is used to establish or change authorized signers on your SGAO account.
¥  All signers must be renewed every July 1% to remain active on the account.

- In order to be an authorized signer, the individual must be & currently enrolled UMM student or & faculty/staff advisor of the
arganization. Please refer to the UNM Chartered Stwdent Organization Policy for complete eligibility requirements.

- By being an authorized signer on this form, your 2-mail address will be added to the 5GAOC list-sarv.
- Completea, sign, and return this form to the SGAO (SUB 1018, M5C03-2210) or sgasEunm.edu.

Date:

Account Mame: Index: 670 - ____

For chanages to original on file only:

[] ADD to current signatures on-file* [] REPLACE all previously submitted signatures

*Requires authorization of current President or Treasurer on file for this account.

Signature

[] AUTHORIZED SIGNER(S)

Print Name Banner ID E-mail Signature Titie

|:| DELETE AUTHORIZED SIGNER(S)
MName(s)

The sbove listedindividuals will be recognized as duly authorized representatives for theaccount listed sbowve. Your signature on this form indicates
that, inaccordance with University Business Policy and Procedures Manual Section 3715-1, 3720, 4000-3, 4325-2 3 [Conflictof interest], you are
certifying that neither you nor any relative of yours will inappropriately benefit from any payment made from the account listed abowea.

NO EXPENDITURES WILL EE PROCESSED WITHOUT THIS FORM ON FILE.

£CAC ellgw — Student Organization __{Revised 04/19)




STUDENT UNION BUILDING 1018 « MSC 03 2210 « (505) 277-7888 = Fax: (505) 277-2987
Email: sgan@@unm.edu = website www.unm.edo/-sgan

KTKERNAL REQUISITION FORM (IR)

INTERNAL REQUISITION
ORGANIZATION: he Billy Club DATE: _ 071518
ORG. CONTACT: __Pilly Crystal PHONE: ___555-5555  E-MAIL ADDRESS: billyc@unm.edu
PAYMENT TYPE:
1. FHREIMBURSE UNM STUDENT OR EMPLOYEE 2. [JON-CAMPUS VENDOR 3. [JOFF-CAMPUS VENDOR 4. Coruer
EIPETTY CASH <s100 [JCHECK Clome riMe [] MASTER OR INDIVIDUAL
O PAYEE INFORMATION: (check all that apply) X___STUDENT___ FACULTY/ STAFF/ RA, GA, TA, PA FOREION NATIONAL

A Payee Name: I 2h del Complete one ID # as applicable to payee
Address: 4122 e:s:rtﬁ'ns Drive UNMID# 1 00000000 A” events require a

(UNM Student /Employee)

d “ lbuquerque flyer.

— Tty Stae i (Individual-
Fhone: 555-5555 E-mail: _idol@unam edu If under 21
(Off-campus Vendor) attendees, a list of

DESCRIPTION OF ITEMS/RECEIPTS TO BE PURCHASED OR REIMBURSEL (Attach additional pages(s) if more .
attendees is

Imart - Refres 5 ¥ :
almart - Kefreshments 5 26001 reql.“red.

2)  Smith's- 5{.\2 5 289

T

REQUIRED FOR EVENTS:
NaME oF BVENT: _Pilly Club Recruitment [ vent DATE: ___07/13,/18 . EXplanation/PurChaSE'

START TIME: ‘i—m END TIME: ém LOCATION: SIS Acoma A # of Attendees _54_ (IF <21, ATTACH LIST OF ATTENDEES) :

ACCOUNT NUMBERS TO CHARGE AND AMOUNTS (F;.W-.‘nnﬂ' that apply) 9
* 5W’s
ACCOUNT: 670

ACCOUNT: 670 3 TOTAL CHARGE AMOUNT —s———— —— § 259

* Who, What, When,

EXPLANATION OF EVENT/PURCHASE: _[Sananas and fixin urchased to make banana splits for the cub’s annual W h
ere, & Why

summer recruitment and information event.

-

Yellow- Student Organization




670355 -Student Bar Assn. [PB Funds) Balance Sheet
Az of the end of May 2022, 82% of Fiscal Year 2022

REVENUE
BOCCUST ACCOUNT DESCREIFTION BUDGET  SPENT BALANCE (DDA MIENTS
V) Ewmmn! Srvenue Sen &0
Lerriv] Oebui Sl i Senvion Reveniue =0
1000 G Gan 50 00 500
Intredapartmestal Alocation 52 0
S0

Fizezedl FRA Unallowiabile Gan
Sppsly Ceeits FEA Unallowable

Preesational Exg FRA Unallewalls Gen

Inerdepartmental Suppert

Feetndaticn Surchatge 50 585

585
Gnd Vol ssfusw| s | |




FOUNDANION SURC]RIARES

An additional .5% charged to all expenses made from your SGAO account.

Charged monthly based on purchases.

“

This is automatically charged.

“

Make sure you have enough in your self-generated balance to cover the
surcharge if you spend from self-gen.



SIE(LFEISNER/AED) [FUNIDS

CashiandiChecks

EXaimples:

"R < W -

The transfer of funds from another University department into your
account is not considered self-generated funds and must be spent
according to transfer instructions.



SELEE-GENERATEDIEUNDS

Should be made using
your SGAO account
number at the UNM

Foundation Office.

If you need immediate
access to these funds,
bring a copy of deposit
receipt to SGAO.



SEEE-GENERATEDIEUNDS

AV NS Ehat are deposiied inte Your NN

accountibecomerstibjectitormostiUNIVI
policies: Howeverthererare exemptions for
itemsisiuchiastgiftsiflowersydomnationsitornon-
prefiitiorganizationsgetcawhenpusing self
genekatedifiuinds?




A'FEW THINGS ===

* Political contributions tor
* Payments to UNM emplo
* Awards/Gifts to UNM em
- ' * Gifts to students.
Expenditures - Aloohol.
* Deposits or Advance Ser

als or organizations.
tside of Payroll.

rchases

* Gift/s Card purchases MUST be made directly by an
SGAO accountant. We CANNOT reimburse these types
of purchases.

» Gift/s Cards CANNOT be given to University employees
or individuals NOT associated with UNM, e.g., guest
speakers in lieu of Honorarium payment.

» Payable to an individual of special achievement or
renown.

* Payment does not constitute compensation.
* Must be paid by Check!

* Cannot be paid to UNM employees or students.



1N5S O TRANSAGUIONS

* Person pays out of pocket and submits \
original receipts, IR, and Reimbursement
signature form for reimbursement. You
should verify that your purchase can be

reimbursed before you move forward.

vices can be confusing and are not
reimbursement

Submit IR.
SGAO makes purchase for you
charges your account directly.
If you are placing an online or
place the order directly and SC
with a PCard.




ARF YOU REQUESTING A REIMBURSEMENT?

Completely fill out an IR form.
— o
s ]

¥ 4

i igned travel .
, signed
reimbursement form and i
. reimbursemen 3
affidavit, if necessary.
Attach all itemized receipts. ._l
Is your reimbursement less than
| 51007 I
e

are noft =]

acceptable
as receipts! |j —

If you have your Lobo ID, we can pay you now.
Is your address correct in
the UNM system?

- L =
-

Bank
statements

SGAO will process for payment. You should receive your |
funds within 14-21 days.




REIMBURSENMENTS

Reimbursements should be submitted to SGAO no later than
30 calendar days after making the purchase.

Your reimbursement may be subject to tax if submitted 60 days after the purchase
date. Any receipts 180 days or older will not be reimbursed!

Reimbursements cannot be done for or for purchases
from foreign companies.

Reimbursements should only be made to UNM students and
UNM employees.

Must submit and receipts showing the
items purchases and method of payment (cash or card).

Reimbursement signature form accompany receipts
and the signed IR in order to receive your reimbursement.




TYPES OF REIMBURSEMENTS

RAZINSE7690 1234567890 4004




PERNCASH

Paperwork timeline: Same da |
Method of paymentCash |

Rllichasermust betunderS1 00 J
Must have original, itemized recelpt. No exceptions!

Only goodifor: |
» Goods straight off the shelf '
e Cannot reimburse tax. Electronic
* To avoid paying tax, use tax exemption notice (located at the back of booklet). submission of
* Restaurant receipts Petty cash
* Must have the itemized receipt. | receipts are

no longer

@) ) e Can include tax and tip (tip cannot exceed 20%).
allowed!

you purchase alcohol, please do not include on food receipt. You ¢
P ursed for alcohol purchase! '

l@@rf@@m} whioimaderthe purchasemust be present in
order to'receive’cash reimbursemeni.




UnallowablejRettyiCasmExpenditures
include; but-areinot! limited to:

Salary payments

Travel costs (Conference fee's, hotel, gas, per diem, food, etc)

Outside Services (Must be paid with PCard or PO due fo tax reporting requirements)
Expenses generally prohibited by the University - Examples

Personal advances, loans, or IOU’s

Expenses without a valid University business connection (ex. Personal Benefit)
Cashing of personal checks

Gifts of any type (Farewell, Sympathy, Congratulations, Retirement, etc.)

Reimbursement for stolen or damaged personal items

Prepayments
Fed-Ex, UPS, DHL, etc., mailing out (use P-card)

Photographic service other than basic photo developing and digital prints

Printing services other than basic photocopying

ico Gross Receipts Tax on the purchase of goods

should be used for all keys, including fil



SEWIRIEE PIETTN GASIR REINMIBUIRSENMIENT

Student Government Accounting Office

STUDENT GOVERNMENT ACCOUNTING OFFICE (SGAO) ;
STUDENT UNION BUILDING 1018 « MSC 03 2210 « (305) 277-7888 » Fax: (505) 277.2987 Reim bl.l rsement Form
Email: szaodiunm.edy « website www.unmedu/~sgao for

INTERNAL REQUISITION Goods & Food Purchases

ORGANIZATION: The Billy Club. DATE: _07/15/16
ORG. CONTACT: __Pilly Crystal PHONE: __555-5555__ E-MAIL ADDRESS: billyc@unm.cdu

PAYMENT TYPE: I hereby certify the expenses incurred, as reported on this form, were necessary and proper, are

1. BIREIMBURSE UNM STUDENT OR EMPLOVEE 2. [JON-CAMPUS VENDOR 3. CIOFE-CAMPUS VENDOR 4. Dorner just and true in all respects, and that no part of the amount requested to be paid or reimbursed
BIPETTY CASH<s100 [JCHECK [JONETIME [] MASTER OR INDIVIDUAL R R
has been paid or reimbursed by any other source.

PAYEE INFORMATION: (check all that apply) _X__STUDENT _FACULTY/ STAFF/ RA, GA, TA, PA ____FOREIGN NATIONAL
Reimbursements:

Payee Name: __Poly dol Complete ons ID ¢ as applicable to pagee If the payment being requested on this form represents reimbursement to a UNM employee, by
Address: 4122 Desert Springs Drive UNMID # 1 00000000 signing below, the employee acknowledges that any expense incurred greater than sixty (60)
(UNM Student /Employee) days before receipt of this form by Financial Services will be considered additional taxable
Albuguerque NM 87131 compensation per IRS regulations and herby authorizes all applicable taxes to be withheld from

City State Zip 8 (Individual- their next paycheck.
NON-UNM)

Phone: 555-5555 E-mail; __idol@unm edu,
(Off-campus Vendor)

DESCRIPTION OF ITEMS/RECEIPTS TO BE PURCHASED OR REIMBURSED (Attach additional pages(s) if more space is needed) 523 an

1)_Walmart - Refreshments Total Amount of Request

2)  Smith's- ns

NAME OF EVENT: _[Sily Club Recruitment [ vent, DATE: __07/13/16 Billy Tdol The Billy Club

START TIME: 4pm END TIME: §pm LOCATION: coma A #f of Attendees _34_(IF <21, ATTACH LIST OF ATTENDEES)
=p2 2P

Payee's Name Organization Name

ACCOUNT NUMBERS TO CHARGE AND AMOUNTS (Fill-in all that apply)

ACCOUNT:6700 0 0 - 310 §_ 2601 100000000

ACCOUNT: 6700 0 0 -__8060 _$ 2.89 TOTAL CHARGE AMOUNT——-—-> - $ 28.90 Banner ID &
ladex#  Account-code Amount

EXPLANATION OF EVENT/PURCHASE: _[Sananas and fixings purchased to make banana splits for the club’s annual )
Bully ldel 7/15/16

summer recruitment and information event.

Authn’ﬁd Signature léc gxuthor'mﬁ?gnlm& Date

Note: Payee cannot authorize his or her own reimbursement!

Payee's Signature Date

COMMENTS:
Approved By: Deters .

Dot Tracking ¥ . "
e e F4+3%  DONOT use this form for Travel Reimbursements  *¥%%*

Velow- Stiden Organizatsn




CHECKYADIRECIEDEROSIII

Paperwork timeline: 14-21 days

[R@imbwg@mmﬁ@ over S100 ]

e Can be under $100 if payee chooses to receive a check instead
of coming in for petty cash.

[@E@Hy good for:

* Goods straight off the shelf

e Cannot reimburse tax.
oid paying tax, use tax exemption notice (located back




PURCRASIES NMIADIE B SE/A0

* Any on-line vendor

. 1 If you want SGAO to make online purchases, please
On-line purchases schedule an appointment with your assigned
) accountant. YOU may come to SGAO & place your

order; your accountant will make payment via PCard.

* Office supplies, etc.
* Do not go straight to the Bookstore.

*SGAO will issue a Bookstore Requisition approving the
purchase and verify the availability of funds.

* Food purchases from vendors in the SUB.
On-Campus Vendor *You do NOT have to pay out of pocket!

*You can pay with Lobo Cash Card (ask your
Lobo Cash Card e e

*Your Accountant can pay with their Pcard.

On-Campus Vendor « UNM Catering, SUB Eatery, Daily Lobo, PPD

On-Campus Vendor * Must either pay out of pocket (reimbursement) or have SGAO
use PCard.

* Please only use them as a last resort!!!

Copy Center

* Rental agreements & contracts
*We can NOT reimburse for services; SGAO must

make payment and have UNM Purchasing sign the

contract




UINIVIRCATIERING

N N L L L ~
\ You must make sure your organization submits paperwork

14 days prior to event for UNM Catering to process your
order.
.!g/g!;'/

\ DO NOT place your organization’s order directly with UNM

Catering. SGAO must verify the availability of your funds prior

~to purchase. Once funds are verified, you will place the
~ |order.

(ﬁ 0O) ill AN0 bmit the IR form to the AO

P B

* UNM Catering will charge a $35 delivery fee.
*  You will not be charged if you pick up your own order.



RIROEESSIONAL SIERWVIC5S VISNPOIRES

SHOULD * UNM students may * Fill out
be contracted for the IR
services, e.g., DJ,
photography, musical
performance, etc.,

« All services MUST be however, due to
pre-approved by University policies,

UNM prior to payment will be
payment. processed via

scholarship, which

may result in the

e Contracts or payment being
agreements should
not be signed by _
student group! outstanding balance

in the Bursar’s
Office.

* |[f no balance exists,
a check / direct
deposit will be

processed.




Professional Service vs. Honorarium

| ponoraam |

dancers, indigenous as a guest speaker.
prayer dancers, * Ph. D or professor from
ceremonial dancers, another University.
curandero/a, etc. e Cultural leaders or
e Custom Printing (T-shirts, elders.
banners, lapel pins, « Brian Urlacher could be
coffee mugs/tumblers, a guest coach at UNM’s
bags/totes, etc. annual summer football
* A person teaching while camp.

a UNM professor is on
sabbatical or leave.

* The President of the
Navajo Nation Jonathan
Nez could guide a group
on a tour of the Navajo
nation and educate
them on the history.




T%OFESSIONAL SERVICES CHECKLIST / |
\) MY VNN | stetert Government Accounting Office (5640

Professional Services Checklist

Date:

. Name:

Business Name (if different):

MANDATORY: Attach completed W-9 f

Business Purpose / Name of Event:

Date of Event:

Amount of Payment:

This form is
ma ndatory" Payment Method:

Present check day of performance
Mail check

P-Card

Other

Important:
+  Students SHOULD NOT pay for services with personal funds.
* All services MUST be pre-approved by UNM prior to payment.
+ Contracts or agreements SHOULD NOT be signed by student group!

This formm MUST be completed and submitted prior to any expenditure of funds!




APRRORRIATIOIN

What is it?

The appropriation process is
different and separate from
the spring budget process.

A Chartered Student
Organization may request
funds for:

Unforeseen expenses
(conferences, events, etc.).

One-time capital outlays
(computers, large equipment,
etc.).

grants prc
funding.

Important

A chartered student

organization may receive
up to two appropriations
per semester from GPSA.

The process will take
approximately 3 - 5 weeks
to complete if all forms are
submitted by the
appropriate deadlines.

Funds allocated during this

process must be spent
within the same fisca

Process

A representative from your
organization must attend the
GPSA Finance Committee
meeting to explain the need
for the requested funds.

If the Finance Committee
approves the appropriatic
will go on to the next f
Council meeting fo

If the Finance
does not ar




All international travel MUST be pre-approved by the Global
Education Office before we will make any travel arrangements
for your student organization.

Prior to arranging travel, schedule an appointment with
the SGAO to discuss pre-payment options available for:

ly be made to UNM students, UNM
uests of the University.




TRAVEE (COND)

Travel Reimbursement Checkfist S RAVEL REIVBURSEMENT FOAM

Original itemized receipts for all expenditures being claimed for reimbursement must be provided.

wokxx% Al receipts MUST show method of payment. *****

Travel MUST BE uumplmd prior to reimbursement. | hereby certify the expenses incurred,as reparted on this form, were necessary and proper, are just
and true in all respects, and that no part of the amount requested be paid or reimbursed has been
paid or reimbursed by any other source. | also certify that any travel associated with the above
expenses has been completed for the stated UNM Business Purpose.

v Ahirline Ticket Receipt and Itinerary

Reimbursement will be processed upon receipt indicating that payment in full has been made.
» Itis preferable that airline tickets are paid, in advance, by an accountant in SGAO.
You may contact your SGAQ accountant to set up a time to purchase your airline tickets.

, CA

v ltemized Hotel Rgngint Departure Date & Time: 1/8/1F @Fam Return Date & Time: LN/101F @ me

Reimbursement will be processed upon receipt indicating that payment in full has been made.
¥ Itis preferable that hotel charges are paid, in advance, by an accountant in SGAO.

You may contact vgur SGAO accountant to set up a time to purchase your airline tickets.

* Reimbursements are allowed for room and tax charges ONLY. Lodging / Hotel Address: 333 5. ‘-Fie,u.arm S¢., Les Angale.s

Lodging / Hotel Name: Marriott - Los Aﬂﬂ&!&s Deowntown

v Ground Transportation

Reimbursement will be processed upon receipt indicating that payment in full has been made. Total Amount of Request: 343701
Original rental car receipt.
Fuel receipts.
Original receipts for cab fare, Uber, parking, tolls, etc.
If driving and claiming mileage, you will be reimbursed at either ASUNM or GPSA rates,
depending how your group’s affiliation.

v" Meal Expenses
Timmy Fallon The Comies Club

» Provide ITEMIZED receipts for all meals being claimed. Printed Name Organization Name

v" Conference/Event Registration o 000

Reimbursement will be processed upon receipt indicating that payment in full has been made. Banner ID #
* You may choose to contact your SGAQ accountant to set up a time to purchase your
conference registration.

» Attach a conference agenda. M Pallon

Signature

Important: |f you are paying for others who are NOT seeking reimbursement, each individual
must sign an AFFIDAVIT stating they will not seek reimbursement for any expenses

related to the specific travel for which you are seeking reimbursement.
MNECESSARY FOR ALL TRAVEL REIMBURSEMENTS




List of Do

- Don't
- Don’t
- Don't
- Don't
- Don't
Please schedule an appointment with your accountant.
- Don't

Don’t

offer g : mfpayment.

request a reimbursement for something another group member

purchased.



Both the SGAO Spending Guide and the PB Funds Workshop Quiz are
available on the sgao.unm.edu website under Spending Workshops link.




