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Introduction
Student Government Administrative Services primary responsibility is to manage and monitor the Activity and Service fees as well as perform administrative functions related to the operation of Student Government.  The office of Administrative Services researches policies and procedures in order to implement fiscal objectives for Student Government operations.
Administrative Services also ensures audit compliance with State law, University Policy and ensures all expenditure requests are completed in accordance with the "Proviso" Chapter 804 of SG Statutes.

Our office is composed of 5 student Comptrollers and 3 full time staff who are here to assist you.
Comptroller:







Thomas King
· Chief Financial Officer for Student Government.

· Maintains approval authority for all Activity and Service expenditures.

· Processes purchase requests for the Senate and Judicial branches along with the WBUL Radio Station, Student Resource Agency.
· Ensures productivity and efficiency of Student Government Administrative Services.
Senior Assistant Comptroller –Purchasing and Finance:

Nydia Mangual
· Processes purchase requests for the Executive branch, Computer Services, SAFE Team, the Marketing Department, and Student Organizations.
· Pays invoices and clears any remaining encumbrances.
· Monitors Activity and Service expenditures.
Assistant Comptroller – Travel and Purchasing:


Lori-Le Daniels
· Maintains approval authority for all pre-travel documents and makes all advance purchases for hotels, car rentals, etc.

· Processes all after travel paperwork to ensure timely reimbursements.
· Completes purchase requisitions for student organizations.
Assistant Comptroller – Property and Purchasing:

Bran Ezell
· Tags Student Government property into the SG asset management system.

· Authorizes property transfers between departments 
· Assigns keys to authorized users.

· Completes purchase requisitions for student organizations.
Assistant Comptroller – Human Resources and Payroll

Reyna Ugarte
· Prepares and processes all Human Resources paperwork, which includes new employee packets, status changes, and terminations.

· Conducts biweekly Payroll duties such as ledger entry and reconciliation, preparation of signature sheets and pay warrant pick up.

· Assists the Coordinator with the payroll process on a biweekly basis.

Accountant  







Melissa Rice
· Responsible for reconciling Student Government accounts with the University ledgers.
Business and Fiscal Coordinator 




Vivian Kovacs 

· Responsible for managing and coordinating a variety of business and financial service functions for Student Government Administrative Services and Student Government.

Student Government Director




David Armstrong
· Responsible for the overall operations of SG Administrative Services and Student Government.

Student Government Administrative Services is located on the second floor of the Marshall Center in room 203. We can also be reached by email or call 813.974.2045.
Financial Officer Responsibilities
The Financial Officer of an organization is responsible for the proper and legal use of A&S funding. Financial officers must be on the executive board of the organization and are usually the President, Treasurer, or Vice President. Administrative Services allows up to two financial officers per organization. 
One financial officer is recommended to be the primary representative for the organization’s finances and the other should be the reserve in case the primary financial officer cannot perform his/her duties i.e. sick, out of town etc. 
The financial officer of each organization must meet the following requirements: 

1. Pass the On-line Financial Officer Test/Training.
2. Explain all pertinent information to the officers and members of their organization, such as any upcoming events and deadlines.

3. Must read the Finance Code Chapter 800 of the SG Statutes to ensure the organization is acting in accordance with the SG Constitution, Statues, and University policies.

4. Must fully understand all the rules and regulations within the "Proviso" Chapter 804 of the SG Statutes
5. Maintain accurate records of the organization’s financial activity and hand the information gathered to the succeeding Financial Officer.
6. Storing and securing of all property purchased with A&S funds and must be able to present such inventory for audit.

7. Must be a University of South Florida student.

8. At the end of each month request an account summary from SG Administrative Services. 

Penalties for Fiscal Irresponsibility
Entities receiving A&S funding are subject to audit by the University. Note: The Comptroller reserves the right to enforce established guidelines by use of freezing the organization’s account and or placing the organizations financial officer on academic restriction. Academic Restriction involves the holding of one’s diploma and transcripts, as well as the inability to register for classes. 

Registration with the Office of Engagement and Involvement
All student organizations must maintain registration with the Office of Engagement and Involvement (OEI). In order to submit a budget or spend your A&S fees your organization’s records must be kept up-to-date with OEI. 

Registration and maintenance of student organizations are done through OASIS. The president is given access to the organization’s records and has the responsibility of maintaining the records. This includes adding new members, deleting former members, changing member’s positions within the organization. (i.e. member to vice president) 
OEI is located on the 2nd floor of the Marshall Center in room 215, or they can be reached by calling 813.974.7595.

How to access Passport and complete the training

The Student Government Administrative Service budgeting and training system is called Passport. If you are new to the system you must create a new user. Please fill out all information requested or your access will be delayed. Once we have verified that you are in fact holding the position requested you will be granted access to Passport and notified by email. 

When you enter the system you must first complete the online financial officer test. Read the dialog boxes thoroughly and then click the test button. It is imperative you retain the test information because you will use it constantly as a financial officer. You may close any test at any time to re-read any other information included within the dialog boxes, however any answers you selected will be lost. Please note there is no time limit and the questions are randomly generated. You must pass every test in order to be a certified financial officer. If you fail any test more than once you will be locked out of the system for one fiscal year which runs from June 30th to July 1st of the following year. Do not ask any comptroller to unlock your account as we do not have the ability to do so. Also, a replacement will be needed to fulfill the financial duties.
After you have completed all the tests you will be able to complete and submit a budget request. 

Budget Process

The purpose of Activity and Service fees (A & S fees) is to provide students the opportunity to interact and participate in campus projects, programs and services to enhance morale and the overall University Experience.  The budget process is where Student Government, Agencies, and Organizations receive Activity and Service Fee funding. All organizations are encouraged to seek outside financial support since A&S fees are meant to supplement, not fully fund. 
Activity and Service fees are accumulated from a local fee within every USF student’s tuition. Currently there is a 7.00 flat fee and 8.08 per credit hour. Budgets are allocated according to a variety of factors including number of members, campus involvement and funding history.
There are two ways an organization can receive A&S funding. One is the annual funding process and the other is through interim funding.

Requirements

In order for an organization to receive A&S funding, they MUST meet these requirements:
1. Registered and considered an active organization for 14 weeks with the Office of Engagement and Involvement (OEI).

2. Have a constitution and officer listing with at least 10 members on file with OEI.

3. Be open to membership for ALL USF students regardless of age, sex, race, etc.
4. Cannot charge any type of membership fee or dues.
5. Organization must have an advisor.
Annual Budget
The fiscal year for the University of South Florida is July 1st through June 30th of the following year (e.g. July 2007 – June 2008).The annual budget for SG Entities is due the first Friday in December. The Student Organization funding deadline is the fourth Friday in January at 5:00 p.m. The annual budget will be available to spend on July 1st. The allocated funds are not used in the same fiscal year the budget is submitted.

Interim Budget

A request for funding in the current fiscal year must go through interim funding. Interim funding is used in the same fiscal year that it was allocated. 

 Interim funding is used for:

1. New organizations (must be registered with OEI for at least 14 weeks)
2. Emergency expenditures such as a nature disaster or a sudden change of circumstances.

3. Student Government campus wide events.

4. Organizations that were not funded as a result of late or incomplete budget requests.
Interim funding takes up to 6 weeks from the time of submission until your funds are available to spend. Please be patient and plan ahead.
Procedure before Submitting an Annual and Interim Budget

1) As a reminder, your budget request is made through Passport, our budget and training database. If new to the system click “new user”. You will be prompted to enter information about yourself and your organization. After 3 to 4 business days (Note: A business day is Monday through Friday except holidays) you will be notified whether or not you have been granted access to Passport.
2) Once access is granted, you must pass the online financial officer test. You will then be able to submit your budget request. Please use the Passport Budget Tutorial while you submit your request as it will help you step by step. Warning: You can log in and out as many times as needed however, once you submit the overall budget as complete, you will not be able to go back and make changes.

Procedure after Submission of Budget

Once your budget has been submitted as complete, the Senate Budget Committee (interim budgets) or the Activity and Service fee Recommendation Committee (annual budgets) will contact your organization. A member of the committee will go over your budget and present your budget on your behalf to the relevant committee. 
Next, your budget will be presented to the Student Government Senate in the form of a bill. It will remain on the senate floor for two weeks and then voted on. If passed by the Senate the Senate President and Student Body President have up to 10 school days to sign the bill. 

Finally, the passed and signed bill comes to SG Administrative Services which will set up an account for your organization within our accounting database.  Once your account has been established by SG Administrative Services you are authorized to spend your budget. 
Warning: At no time before this are you to commit or spend any funds. If you do spend funds before you meet the above guidelines, you will be personally responsible for those expenses. 
Deadline Reminders:
Annual Budget – Submission deadline is the 4th Friday of January by 5:00 p.m.
Interim Budget – Can be submitted any time before April 15th of the current fiscal year.
SPENDING PROCESS
In order to spend your A&S funds you must fully understand the rules, regulations and processes that govern a purchase request. Note: Regardless of which form is required for you type of purchase you must submit the completed document 10 business days prior to the event date. There are three ways in which to spend the money that was allocated to your organization. It is imperative to understand the different use for each form. 
1. Online Purchase Order System
2. Student Government Order Form
3. Office Stores Form
Online Purchasing System

The online purchase order system is used to purchase goods and services from vendors independent of the University of South Florida. Location does not constitute independence. An example is a vendor that is located on campus but is independent from the university. Specific examples include; Aramark dining services and the Barnes and Noble bookstore both located in the Marshall Center. It is the organization’s responsibility to contact the vendor before you submit a purchase order to ensure they accept purchase orders. 
Submitting a Purchase Request

Purchase requests are submitted online using the Online Purchase Order System (OPS). You will be prompted to enter your user name and password. Passwords are issued by SG Administrative Services after each financial officer has completed the online financial officer test through Passport. Each financial officer will have his or her own logon identification and password. Your logon identification will act as an electronic signature when submitting a request. Warning; DO NOT give your login information to anyone including members within your organization, as you are fully responsibly for any misrepresentation that might occur when using OPS.
When filling out a purchase request, OPS will guide you through the 3 step process. 

1.
Approved vendors are available in a drop down list within OPS. If you are using a vendor 
that is not listed you must “create a new vendor" and include the following items:


A. 
Federal Identification Number (FEID) – The Federal Government assigns 


every business an FEID number. For sole proprietorships that do not have 


a FEID number, please use their social security number. Note: Sole 


Proprietorships must fill out a W-9 Independent Contractors form and 


return it to the SG Administrative office.  

B. 
Vendor’s address, phone number, fax number and email address.
2. 
Decide if your purchase is accompanied by an event. Food purchases will always be an 
event; where as office supplies are not. If your purchase is event related please fill out all
the information requested. If you fail to fill out all blanks, your purchase request will be 
delayed. If your purchase is a non event please provide a thorough justification including 
all pertinent information. 

3.
Itemize every good or service you plan on purchasing. Warning: Do not type Food as the 
item and 3000.00 as the price. Your purchase order will be rejected and you will have to 
complete a correct request. Once complete, click submit. Please be sure to check OPS 
periodically to ensure your request was “accepted” which means approved. 
After ten business days from when you completed the request and a comptroller has “approved” the purchase you must come to Administrative Services to pick up your purchase order. You must sign the top half of an affidavit stating you will return an itemized receipt within 5 business days along with the bottom half of the affidavit that will be given to you when you pick up the purchase order. Failure to do this will cause your organization’s account to be temporarily frozen. Warning: Repeated abuse will result in the permanent freezing of your organizations account for the remainder of the fiscal year. 

Purchasing Card
Certain items can be purchased by a Comptroller using a Purchasing Credit Card (Pcard). If your organization’s purchase request is eligible to be Pcarded please include the item numbers of the goods in your purchase request and provide Administrative Services an itemized quote. If no additional information is required, your purchase request will be accepted and the items will be ordered. Administrative Services will contact you when your items are ready for pickup.
Prepayment (last resort)
If the vendor you are using does not accept purchase orders or requests payment day of event, a prepayment must be processed. Please make this be known in the justification section provided in the purchase request stating you will need a prepayment.  You must submit an itemized invoice to SG Administrative Services. Warning: The purchase request and invoice MUST be submitted 15 business days before the event.

Submitting a Student Government Order Form

Student Government Order Forms (SGOF) are used to purchase items and services from vendors on campus, except, Aramark, and the Bookstore. Any other on campus entity will be paid using a SGOF signed by both a Comptroller and the Fiscal Coordinator before it can be used. 
Once you have completely filled out the required sections, submit the form to SG Administrative Services at least 10 business days before your event. The form will be rejected, or if accepted, signed by the Comptroller and Fiscal Coordinator and can be picked up after 10 business days. Be sure to fill out all required information and do not forget to sign the form. Warning: Any
absence of information will result in a delay in processing your form which may hinder the success of your event!
Submitting an Office Stores Form

The Office Store Order Form is used for purchases made at the Office Store on campus. 

Note: You must have an office on campus in order to buy office supplies.

Remember to fill out every required section and submit the form to SG Administrative Services at least 10 business days before your event. The form will be rejected, or if accepted, signed by the Comptroller and Fiscal Coordinator and can be picked up after 10 business days.
Invoice Procedure
When you make a purchase, regardless of what form is used, you must submit an itemized receipt to Administrative Services 5 business days after you make the purchase. You can let your vendor know that they will receive payment from the University by mail within 40 calendar days. 
Budget Transfers

Organizations are allowed to transfer money between cost categories (i.e. “Food” to “Materials” or “Materials” to “Food” by submitting a Budget Transfer Form to SG Administrative Services.  SG Administrative Services has the authority to transfer up to 250.00. Note: At the discretion of the Comptroller a transfer of any amount can be denied or forwarded to the SG Senate Budget Committee.

Flexible Spending

Organizations have flexibility with the spending of their budget. To clarify, requested expenditures that are “similar” to approved allocations within an organizations budget are allowable as long as they stay within the guidelines listed in Proviso (Rules) Chapter 804
Note: The Comptroller has the right to deny a flex spending request or forward any request to the SG Senate Budget Committee that are questionable or require Committee approval.
Deadline Reminders

Purchase order




10 business days before the event


Purchase order with Prepayment

15 business days before the event

Student Government Order Form

10 business days before the event


Office Store Order Form


10 business days before the event
Travel
Some A&S funded organizations request money for travel or transfer the money into their travel account. In order to spend these funds, it is important that your organization understands the processes and guidelines that govern travel expenses. Note: The Proviso (Rules) Chapter 804 limits the amount of money that can be spent for hotel rooms, registration, and other travel costs.
The travel forms below are included in the document titled Travel Forms and Instructions.

Outline of Procedure

Listed below are the travel documents that are needed before you depart on your trip.
Travel Authorization Request (TAR) (Required): The TAR must be properly completed and submitted 10 business days before departure. Failure to do so will result in your organization being denied from reimbursement regardless if you were budgeted for the trip. Warning: Do not go on a trip without prior authorizing from SG and expect to be reimbursed, because you won’t.
Proof of Trip (Required) Documentation from the host of the conference or convention. Examples include a brochure or schedule with the dates, location and name of event.
Affidavit of Travelers (Only required if more than one student is attending): This document lists all the travelers’ names, Social Security Numbers and original signatures.
Warning: Do not put your U number in place of you SSN. This will delay authorization.
Application for Advance (Optional request for funds before trip): This form, along with all other before travel paperwork, must be submitted 15 business days before travel begins.

Listed below are the travel documents that are needed after you depart on your trip


Travel Expense Report (TER) (Required): The TER is used to itemize the expenses 
incurred on the trip in order to reimburse the traveler. This form must be submitted within 
30 calendar days of the trip regardless of the reimbursement amount. Note: If you 
received money in advance of the trip you must submit your TER 5 business days after 
you return. Warning: Failure to submit the completed TER with supporting documents 
in 5 business days will result in a freeze or your organization’s account and or a hold will 
be placed on your academic records.  

Receipts (Required): Itemized receipts for expenses being claimed during your travel.

Proof of attendance (Required): Documentation proving you attended the event. Such 
examples include your name badge or program cover page received at the event.
Deadline Reminder


Before travel: 




No advance:    10 business days before trip.








With advance: 15 business days before trip.

After travel: 




No advance:     30 calendar days.







With advance:  5 business days.
Property
Student organizations at the discretion of the funding committees may be budgeted to purchase equipment to help fulfill its mission. Equipment can be anything from computers to sporting equipment. When equipment is purchased, it becomes property of the University of South Florida. All equipment purchased with A&S fees must be tagged by SG Administrative Services and stored on University of South Florida facilities.

Purchasing Equipment

1) Property is obtained by submitting a purchase order listing equipment and justification for purchasing equipment

2) Once these items are ordered they must be shipped to SG Administrative      Services for proper tagging. Note: If the equipment is worth more than $1000.00, the USF Property Department will have to tag the item, which may delay the expected pick up time for the organization. 
Property Forms: Off Campus Permit, Transfer, Write-Off

If property must be taken off campus for special circumstances, transferred, or needs to be written off, the proper form can be obtain from Administrative Services The form must be competed by the organization and submitted to Administrative Services.
Property Contracts

At the beginning of each fiscal year or change in financial officer for student organizations with A&S funded property, a Property Contract must be signed. This ensures that the financial officer knows the items they are responsible for as well as the measures that will be taken should the items be misused.

Storage
All property must be kept in a safe, locked area so that it can be protected. SG Administrative Services has a storage area where various items can be housed. Remember, this is State property, not anyone’s personal property for their exclusive use. Officers cannot store items in their garage, car trunks, or home. If your organization does not have an office or storage area, the property must be kept with SG Administrative Services.

Revenue
Revenue Generated By Using A&S Funds
Throughout the year, there may be A&S funded events in which non-students can be assessed a cover charge. Note: USF students cannot, under any circumstances, be charged a fee for any A & S funded event. Revenue, which is collected by an organization during an event where A&S funds are used, must be deposited and kept in the organization’s A&S account which is maintained by Student Government Administrative Services. 
These funds will be recorded in the organization’s account in a separate and distinct category. This A&S revenue will not be subject to all A&S guidelines and can be spent as the organization deems appropriate provided it does not violate University and State rules and laws. Organizations will be required to utilize the same administrative procedures to expend these funds; such as the online purchase order system. Warning: No “after-the-fact” purchases or personal reimbursements will be allowed.
Revenue Generated By Using Non A&S Funds

Self-generated funds, which are raised without the use of A&S funds, are considered “Non A&S Revenues”. These funds may be deposited in either the organization’s A&S account maintained by Student Government Administrative Services or may be kept in an off-campus account. Non A&S revenue that is deposited in an organization’s A&S account will be accounted for in the same manner and subject to the same rules as self-generated revenue raised with the use of A&S funds. Also be aware that any revenue will be assessed a 6% university overhead fee. Therefore, SG Administrative Services recommends you deposit the money in your organizations account to maximize the money that was generated. 
Revenue vs. Fundraiser

Revenue generated by an A&S funded event must be done so with the purpose of subsidizing that organization’s funds for future events. An event that is held for the sole purpose of raising funds will not be approved. This information will be clarified during the event approval process as described below. In addition, it must be clarified that students are NOT to be charged for any A&S funded events.

Using Revenue Generated Funds

Any revenue brought in by an organization using A&S funds will not be available for use on that particular revenue-generating event. Revenue must be used on future events.  Note: All revenue that is not spent will be carried over to the next fiscal year whereas Activity and Service budgeted money that is not spent by the end of the fiscal year will be swept out of the organizations account.
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