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Statement/ Receipt Guidelines:


RFP-

· All RFPs’ submitted must have some form of proof of purchase to be processed.

· All receipts must be the ORIGINAL receipt NOT A COPY!

· If a receipt is lost or damaged beyond legibility, then finance will NOT process the RFP.

· If a statement for a speaker/ performer lacks the required signatures, then finance will NOT process the RFP.

· Proof of Purchase Examples:

· A paper receipt from a retail store, restaurant, hotel, etc. (i.e. a receipt from Dicks Sporting Goods)

· An online receipt 

· Signed statement for speaker/performer with ALL required signatures

· Examples that WON’T be accepted:

· A copy of a receipt (i.e. a photocopy of a Family Fresh receipt)

· An unsigned statement for a speaker
· An informal e-mail

Budget-

· When submitting any budget, statements or verifiable documentation must accompany the request.

· Examples of accepted statements and documentation:

· Screen shot of prices for a conference

· An e-mail from a speaker/ performer that shows their agreement of a price

· Screen shot of price for product requested (i.e. a screen shot of a tennis racket and price from Scheels)

· If a budget lacks a statement or documentation, finance committee will NOT honor the request.

· Even if a budget has all required documentation, finance committee may still NOT honor the full amount of the budget request.

· Final say for disbursement for all budgets falls on the student senate general assembly.

· All budgets must conform to senate, finance committee, and school policies elucidated here and online through the Gustie Guide and the student senate website under the finance section.

* If you have any questions please contact either myself (Rafay Arshad) or the finance chair, Jack Keeley. Our e-mails are at the top of this page. *
