SBA SPENDING GUIDELINES
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1. All requests for payments out of student group monies must be given to the individual student group treasurer and then the SBA treasurer for processing before they will be paid.  After the SBA treasurer has signed off on the purchase, then they will be delivered to the Business Services Office (BSO) for payment.  
2. Original Paid receipt and detail or invoices must accompany requests for payment.  This is required by the L&C accounting office.  We cannot process a reimbursement without original receipts.
3.  A “receipt” is a document that shows a $0 balance and a method of payment.  A few examples: 

· If you are paying a restaurant bill, please retain both receipts that you get from the waiter.  The one that shows payment and the itemized receipt. Itemized receipt must be included, otherwise only $25 will be reimbursed.

· If you have paid for a hotel stay, ask the front desk for a zero balance statement that shows your payment.  An itinerary will not show payment.
· If you book a hotel or flight online, be sure to print the statement that shows exactly how much you paid and how you paid.  This may also come in an email receipt rather than an online confirmation.  For payment information look for something that looks like a credit card (ie: MC XXXX 1234).  
4. Plan ahead.  The deadline to request payments is noon on Tuesday.  Checks will be available for pick up at the BSO after noon the following week’s Friday.
5. Reimbursements and invoices should be submitted in a timely manner. (within two weeks of expenditure, ASAP for invoices). The end of the fiscal year is May 31st.  All expenditures for that year must be submitted to the BSO before that date.  Ask the SBA treasurer for her/his specific instructions regarding the end of the fiscal year.  
6. A completed W-9 tax form is required for all honorarium payments (guest speakers).    Honorariums are only paid by the school.  Any honorarium paid directly by the student will not be reimbursed!
7.  Any payments made for services must be made directly from the school to the vendor.  A service could include catering, babysitting, t-shirt designing, rental, deposits, etc, etc.  Payments made by students for SERVICES will not be reimbursed.  This is an IRS rule as this is taxable income.  If you need help determining if something is a service please do not hesitate to contact the BSO at 503-768-6802.

8. Photocopies made by student groups in the law library and duplicating center, as well as postage and long distance calls will be charged to the group. 
9. Any fund raising monies and SBA allocations must be deposited and spent in the year in which it was raised.  The school’s accounting system does not allow these funds to be rolled over from year to year.  
