Controller ’20-’21

  Controller Jenna Wyum

  Finance Director Alex Johnson
 Finance Policies:                         jwyum@gustavus.edu                            ajohns64@gustavus.edu

RFPs’ (Request for Payment):


Deadlines
- 

· Due 6:00 PM Wednesday the week before date of expected payment.
· If corrections are needed, the corrected RFP must be turned in by 6:00 PM the following day.
· Checks should be expected to be received Friday of the following week.

· All RFPs’ for the year must be submitted by the last day of finals for Spring Semester.
	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	
	
	
	6:00 p.m.

RFPs’ Due to the Senate Office
	6:00 p.m.

Corrected RFPs’ Due
	Controller Meets with Dean of Students
	

	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday

	
	4:30 p.m. Controller files RFPs’ with Finance Office
	
	Finance Office Processes Checks
	Finance Office Mails Checks to Recipients
	Checks should be found in POs or on their way to Recipient
	


Important Notes- 
· All RFPs’ require the signature of the current advisor of the organization.
· All RFPs’ require some sort of documentation as to what is purchased (i.e. receipt, statement, “certified” email, etc.)
· All RFPs’ must be approved by the current Student Senate Controller and current Dean of Students.
· RFPs’ will only be accepted so long as they meet the guidelines set by Student Senate and the college, as well as the RFP corresponds to the budget requested the Spring prior.

· If an RFP lacks any required information, the RFP is considered “in need of corrections.” The student organization will be contacted by 11:00 p.m. on Wednesday via e-mail sent to the e-mail given or treasurer on file. Instructions will be given as to what needs to be corrected.
· All RFPs’ “in need of corrections” must be resubmitted by 6:00 p.m. the next day (Thursday) to be processed for the following week.

· If an RFP meets all the requirements and is ready for processing, an e-mail will be sent to the organization by 6:30 p.m. the following day (Thursday) with details about the remainder of the process.

· Any and all questions should be sent to the current Student Senate Controller or Finance Chair.
� These deadlines and dates of expected completion by any party are subject to a number of factors that could affect the expected deadline or date. These factors can include but are not limited to holidays, special events, unexpected circumstances, etc. Therefore, Student Senate, the Finance committee, Finance Office, or Dean of Students cannot guarantee payment by the following Friday regardless if all policies and deadlines are followed.





