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Student Life Business Practices

Policy Statements

· In accordance with MnSCU Policy 2.8.1, Subpart E, Use of Funds, #2, Lake Superior College shall establish guidelines on appropriate business practices for the expenditures of the student life/activity fund.

· In accordance with Minnesota State Statute, 136F.71, subd 2, Student Life funds are exempt from budgetary control as exercised by the commissioner of finance (136F.71, subd 2); therefore, these business practices seek to ensure the proper use and stewardship of public funds in the operation of the student life programs.
· All student life activity fee accounts shall adhere to these business practices as well as travel and financial procedures as outlined in the student organization and advisors’ handbooks.
Use of Funds
1. Student Life activities shall be consistent with M.S. 136F.01, subdivision 5.  Student life fees shall be used for lectures, concerts, and other functions contributing to the mental, moral, and cultural development of the student body and community in which they live, athletic activities, including intercollegiate contests, forensics, dramatics, and such other activities of any nature as in the opinion of the board contribute to the educational, cultural, or physical well-being of the student body.  All funding decisions shall be made in a viewpoint neutral manner which are in accordance with the allocation model approved by the Student Life Committee.
2. Student life funds shall not be used for the purchase of alcohol.

3. Student life fees shall not be used as donations to college or university foundations or to other external charitable organizations.

4. Student life fees shall not be used to provide individual scholarships or grants.

5. Student Life fees shall not be used to promote or support political parties or individual candidates for public office.  Student Life fees may be used for activities or events that promote civic engagement which does not provide a benefit to any individual political party or candidate.  

6. Student organizations may use their allotted funds for expenditures that are in accordance with the club’s mission that do not conflict with the restrictions listed above.
7. In addition to the restrictions set forth by MnSCU, Lake Superior College and Student Life Business Practices, student organization funds may not be used for the following:

a. Personal dues or memberships fees are not allowed.  Student organization dues to a parent organization may be allowed.

b. Personal recreation equipment rental or purchase.

c. Items that are for personal use.

d. Expenses during travel status which would be considered recreational.
e. Salaries or stipends for holding a position in a student organization.  Requests for a student to receive leadership stipends must be submitted to the Director of Student Life.

f. Student organizations are not authorized to maintain a petty cash account.

8.  All recreational activities must be approved by the Director of Student Life.  
Financial Procedures

· All Student Life accounts are required to follow the proper procedures for requesting purchase orders, checks for payments, and student reimbursements.

· Student Life-Special Expense form must be completed and approved for any student life/student activity expenditures for food, recreation or other extraordinary expenses. 

· Student Organization Travel form must be completed and approved for all travel related expenses including registration, lodging, meals, rental vehicle, mileage, airfare, etc.  

· Payments from student life accounts will only be processed if the account has sufficient funds in the account.

Director of Student Life Responsibilities

· Develop a draft student life budget and submit to Student Life Committee.
· Distribute allocated student life funds per student life budget.

· Authorize student life allocations to student organizations that have met the approval or met the allocation requirements as approved by the Student Life Committee.
· Monitor all student organization purchase order requests.
· Notify the Director of Business Services of any student organization purchase that does not meet the requirements of policies and procedures or has any appearances of impropriety. 

· Authorize expenditures for student organizations and student life budget allocations.

· Provide rationale for approval of any special expenses in all Student Life accounts.

Finance Checks and Balances System for Student Life Payments

Student Senate may review all student life and student organization expenditures.  Student Life Director shall submit a copy of the student life ACOU531 ISRS report for their review upon request.
Clubs/Senate PO Request Form to Student Life for Processing.

· Student signature requesting purchase/service.
· Advisor signature approving purchase/service assuring that payment meets mission of organization.

· Student Life Assistant process PO.

· Student Life Director authorizes PO and payment.
Activity Board

· Activity Coordinator signature approving purchase/service assuring that payment meets mission of organization.

· Student Life Assistant process PO.

· Student Life Director authorizes PO and payment.
Student Life Expenditures

· Student Life Assistant completes purchase order.
· Student Life Director authorizes PO and payment to insure expenditure is in accordance with current policies/procedures.

Authorizations

· Director of Student Life has Delegation of Authority to approve all Student Life travel up to $10,000 per trip except out-of-state travel.

· Out-of-state travel also requires the approval of the college President.

· Travel requests for the Director of Student Life and other staff must be processed through the normal procedures and approvals as other LSC staff.

· Director of Student Life has authority to approve non-travel special expenses (e.g., food, entertainment, meetings, etc.) up to $2,500. Expenses over $2,500 also require higher levels of authorized approval.

Purchase Order Requests

A purchase order request form must be completed and submitted to Student Life for all requests for purchase orders and payments. The forms are available in the Student Life Center. 

For all purchases a request form must be completed and submitted to the Student Life Center. The purchase order will require a processing period of one to two weeks. Once the organization has received the PO, purchase can be made. Payments to vendors will be paid within thirty (30) days from the time the invoice is received in Accounts Payable.

Payments are made only to established vendors of the State of Minnesota.  If the vendor is not registered, a one or two week processing time will apply.

*NOTE Persons ordering any item or service without a purchase order will be held liable for the costs.

Process for ordering materials and/or services

· Obtain a quote for the product or services from the vendor.

· Complete and submit the Purchase Order/Check Request to Student Life. 

Once the purchase order has been received, you may order the materials or service.  

Do Not order anything until you have received the hard copy of the purchase order. 

If you have received the invoice, drop it off at the Student Life Center for processing.  If you do not submit the invoice, the bill cannot be processed for payment. 

Payments

· Vendor Payments – Organizations must notify the vendor prior to the order and inform them that all billing/invoicing must be directed to Lake Superior College Accounts Payable.  

BILL TO:

ACCOUNTS PAYABLE

LAKE SUPERIOR COLLEGE

2101 TRINITY ROAD

DULUTH, MN 55811

If your organization has received the invoice for the materials ordered, the invoice must be submitted to Student Life for payment as soon as possible.  

· Student Payments – All students that are to receive any type of payment or check from your organization must be established as a vendor for the State of Minnesota.  This process may take one to two weeks depending on various circumstances.  Once the student is an established vendor, a purchase order must be issued, and payment can be processed as a vendor.  For students requesting any travel or per diem amounts, the purchase order must be processed prior to the date that the expense had occurred.  

· Advisor Payments - For advisors receiving payments from the organization account, a purchase order must be processed prior to the date that the expense occurs. Purchase orders will be processed to Lake Superior College, and all payments will be added to the pay advice of the advisor after expenditure forms are submitted.
· Request for Reimbursements – Reimbursements are only approved in special circumstances.  Contact the Student Life Director for more information regarding reimbursements.
Deposits

· Receipts must be deposited within three business days following the event, and receipts in excess of $200 must be deposited by the end of the next business day following the event. 

· All organizations should complete the standardized deposit slip when depositing cash with the Student Payment Office. The deposit form is available in Student Life.
· Questions concerning cost centers, object codes, or taxes should be directed to the Accountant located in the Business Services Office. 

· When total receipts do not equal the total deposit, the variance should be extended in the over/short line. The variance should never be added to or deducted from starting cash in an attempt to balance receipts to deposits. 

· The period covered by the deposit should be entered in the memo area of the deposit slip. 

· When receipt books are used, they should be given to the Student Payment Office along with the deposits for auditing. 

· When a cash register is used, the register tape should be dated and given to the Student Payment Office along with the deposits for auditing. 

· Business Services is the only department authorized to have a bank account. All other departments, including student life/student activities, are prohibited from opening any bank account to deposit state funds. All receipts collected by any department in the performance of assigned duties are considered state funds and must be deposited through the Student Payment Office. 

The following applies to the deposit of any funds received from a student organization.  When student organizations deposit funds a budget entry is necessary to allow the student organization to access the funds. 

When the Student Payment Office receives a deposit slip:

· Process the deposit per the standard procedure.

· A copy of the deposit slip should be forwarded to the Director of Student Life.

· Director of Student Life will verify the student organization had provided the necessary event information, and received prior approval to conduct the event.

· The Director of Student Life will submit the budget entry to the Business Services Office.

· The Accountant will make a budget entry to the cost center recognizing the receipt of funds.

Student Organizations conducting events or fund raisers without prior approval by the Director of Student Life may lose their charter status.
Before handling cash, all student organizations must:

· First have the approval of the Director of Student Life.

· If necessary, student organizations may request starting cash from Student Payment Office in writing or e-mail. 

· Obtain a blank receipt book from the Student Payment Office unless a cash register is used. RECEIPT BOOKS MUST BE OBTAINED FROM THE STUDENT PAYMENT OFFICE. NO OTHER RECEIPT BOOKS ARE ALLOWED. 

· Obtain a locking cash box unless a cash tray or other secured device is available. 

· Have the ability to secure funds in a safe or locking file cabinet when not in use. 

· Have at least one locking money bag for transporting money. Money bags are available in the Student Payment Office. 

· Designate one person to be responsible for the funds. 

Cash Handling
· All transactions must be receipted. Receipt should be completed immediately when the transaction is made. 

1. The payor should be given the original receipt if a receipt book is used. The carbon copy should be left in the book. If a receipt is voided, the original receipt must be attached in the receipt book. Skipped receipts should be voided with the original kept in the receipt book. 

2. Cash registers should be placed to enable the payor to see what is being rung up. The machine-printed receipt should be given the payor.

· Check transactions should be made out to the student organization accepting payment 
(e.g., Lake Superior College Auto Tech, Lake Superior College BPA, etc.)

· Check transactions should be immediately endorsed ‘for deposit only' with an endorsement stamp. An endorsement stamp may be checked out of the Student Payment Office if needed.

· Postdated checks should not be accepted for payment.

· IOU's borrowed against starting cash or undeposited receipts are prohibited. 

· Refunds should not be made out of receipts. If a refund is needed, a request should be sent to the Student Payment Office indicating the receipt number, date of receipt, amount of receipt, amount to be refunded, and an explanation if necessary. The only exception to this is if the receipt was just written and the payment for that receipt has not been deposited yet. In this case, the receipt would need to be voided and the original receipt attached to the receipt book. If you can't secure the original receipt then the refund has to be processed through the Student Payment Office. 

· No expenditures can be made directly out of receipts. All expenses associated with an operation must be initiated through established purchasing procedures. Any questions in this regard should be directed to Purchasing. 

Deposits
· Receipts should be deposited within three (3) business days following the event, and receipts in excess of $200 must be deposited by the end of the next business day.

· All organizations should complete the standardized deposit slip when depositing cash with the Student Payment Office. The deposit form is available from the Director of Student Life.

· Questions concerning cost centers, object codes, or taxes should be directed to the Accountant in the Business Services Office.

· When total receipts do not equal the total deposit, the variance should be extended in the over/short line. The variance should never be added to or deducted from starting cash in an attempt to balance receipts to deposits.

· The period covered by the deposit should be entered in the memo area of the deposit slip.

· When receipt books are used, they should be given to the Student Payment Office along with the deposits for auditing.

· When a cash register is used, the register tape should be dated and given to the Student Payment Office along with the deposits for auditing. 

Bank Accounts

The Business Services Office is the only department authorized to have a bank account. All other departments, including Student Life and clubs, are prohibited from opening any bank account to deposit state funds. All receipts collected by any department in the performance of assigned duties are considered state funds and must be deposited through the Student Payment Office.

Archiving

Filled receipt books, or any other form of receipts, must be submitted to the Student Payment Office.

Losses

Any theft or disappearance of cash should be immediately reported to the Director of Business Services. 
Established in accordance with MnSCU System Procedures 2.8.1, Subpart E by 
Director of Student Life, Roger Johnson, and Director of Business Services, Kathy Dugdale. 
Approved by Vice President of Administration, Mark Winson, on July 19, 2011.
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