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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Change Fund Policy
Adopted: June 1, 2006

GENERAL STATEMENT
Policy Statement

Associated Students Inc. permits the following programs i.e. Student Services, Business
Office, Aquatic Center, and Peak Adventures to maintain a change fund. Since the
Children’s Center accepts payments in the form of checks and credit cards only, no
change fund is required. The program change funds shall not be used to provide
reimbursement for any expenditure and shall not be used for cashing personal checks.

Purpose of Change Funds

A change fund is maintained to make change where retail sales are made involving cash.
This fund must always remain constant.

Change Fund Balances

The fund balance is set at the discretion of Business Office and programs. As individual
circumstances may dictate a need for higher or lower limits, Accounting Services will
review periodically for appropriateness of fund balances. The current fund balance of
each of the office and programs are as follows.

Business Office $1,000 Student Services Retail Windows
$1,700 Support University Union Games Room
Aquatic Center $ 200

Peak Adventures $ 150
Use and Secure of Change Fund
Student Services supervisor of Business Office and program directors dispense change
funds to their cashiers at the beginning of the business day and secure the funds in a fire
retardant safe at the closing of the business day.
Reconcile and Audit
Student Services supervisor and program directors are responsible to perform a full
reconciliation of the funds quarterly, which he/she will provide to Accounting Services.

AST’s Director of Finance and Administration will audit each fund balance at least
quarterly. He has delegated this duty to ASI’s Accounting Manager.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Compliance with Financial Policies
Adopted:

General Statement

Every employee who conducts transactions that affect ASI funds must comply with all the
applicable laws, regulations, and special restrictions.

Guidelines and Procedures

To ensure compliance, each department head and the Business Office shall adopt the following
practices:

A. Financial Reporting

1. ASI will conduct transactions in compliance with applicable financial
reporting requirements, including Generally Accepted Accounting Principles
(GAAP) and Financial Accounting Standards Board (FASB) Statements. The
basic requirements of these standards as applied by ASI include the following:

a. Sources and uses of funds must be segregated by the type of activity
they support in accordance with any restrictions imposed on their
use.

b. Revenues are reported as earned when goods or services are
provided. Expenditures are reported when goods or services are
received.

c. Accrued Revenue occurs when goods and services have been
provided, but payment has not been received.

d. Accrued Expenditures occur when good or service are received in an
accounting period and payment has not been made.

2. Accounting Principles must be applied consistently, both within fiscal years
and between fiscal years. The ASI Business Office is charged with ensuring
consistent, ASI-wide application of these accounting principles.

a. Reports to sponsoring entities will be made according to the specific

reporting requirements. In general, most sponsoring entities require
adherence to GAAP.
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B. Record Retention

The Business Office will maintain financial records in compliance with regulatory
requirements and ASI policy. This includes:

1. Maintaining records for a period of three years from the latter of the last
Chancellor’s Office Compliance Audit or the filing of all required reports.

2. In cases where there is pending litigation or audits, records must be
maintained until the action is concluded.

C. Expenditures

All expenditures must comply with applicable regulatory and legal requirements and ASI

policy.

1. Federal and state restrictions must be followed.
2. When goods and services are purchased for ASI, the following requirements

apply:

a.

e.

The Director of Finance is the approving or purchasing
representative for ASI Information Technology (hardware and
software) assets.

Any person who makes unauthorized purchases shall be responsible
for the payment of all charges incurred.

Purchases exceeding $5,000 must be conducted through Director of
Finance or Executive Director. Purchases exceeding $10,000 must
be conducted through the Executive Director and Director of
Finance.

Goods and services for individual or for non-ASI activities shall not
be made using ASI credit or facilities. If purchased items appear to
be of personal nature, the ASI purpose must be clearly and properly
documented.

Unnecessary or redundant purchases must be avoided.

3. Actions affecting a person’s compensation must adhere to the following
additional requirements:
a. Providing Payroll with all the data needed to process that person’s

paycheck, including:
I Name
ii. Social Security Number
iii. Tax Withholding forms

iv. Pay rate

V. Terms of appointment

Vi. Title code

vii.  Hiring department code and name
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b. Updating such information so that checks may be issued in a timely
manner;
c. Ensuring that other payroll information is updated accurately and
timely that affects such items as:
I Medicare
ii. OASDI
iii. Retirement plans
iv. Voluntary withholdings such as insurance and various
employee benefit programs
d. Adhering to all time keeping requirements for compensation.

D. Reporting Fraudulent or lllegal Acts
Any person who becomes aware of fraudulent or illegal business transactions conducted
in the name of ASI shall properly report the fraudulent or illegal act. This includes:

1. Any person who suspects that fraud or illegal activities are taking place in his
or her department must report that suspicion immediately to their immediate
supervisor. If the employee believes that the supervisor is involved, or is
otherwise uncomfortable reporting in this manner, he or she must immediately
notify the Executive Director or Director of Finance. Supervisors to whom
such reports are made must review them, and if they have merit, report them
to the next level of management.

2. Individuals conducting business on behalf of ASI are personally responsible
for the consequences of any violations they commit.

3. Individuals conducting business on behalf of ASI must do so for the benefit of
ASI. Where a potential for personal gain exists, this potential conflict of
interest must be reported immediately, and be carefully evaluated before any
financial transactions are allowed to occur.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Conflict of Interest Policy
Adopted:

General Statement

This policy is, and will be in effect in order to define a procedure that will act as a safeguard
against a conflict of interest that might occur at some future point in time between an ASI’s
Executive Director, Program Directors, Board, Committee members, employees or programs and
an external entity.

Guidelines and Procedures

A

Under the California Corporation Code, Section 5233, Directors, Officers and employees
or programs shall exercise their powers in good faith and with a view to the interest of the
Corporation, therefore subordinating their individual and private interests to their duty
with Corporation whenever the two parties conflict.

No members of the ASI Board of Directors, standing committees, or direct appointees of
said Board, committee or council shall be financially interested in any contract or other
transaction entered into by the Associated Students. Any contract or transaction entered
into in violation of this section is void. As provided by the California Education Code,
Section 24059, an exception to this aforementioned rule calls for an adequate disclosure
of the individual’s financial interest to the BOD, if there is sufficient vote to ratify
without counting votes of those financially interested, and the contract is just and
reasonable of the case in question. Section 24060 limits the scope of this exception.
Essentially, the only type of contract an auxiliary organization may enter into with an
organization in which a member of the Board is financially interested is the case when
the Board member owns less than five percent of the common stock of the other
contracting party and discloses this fact before the contract is discussed by the Board of
the auxiliary organization.

No Director, Officer, employee or program may accept gifts of any significant value or
nature from current vendors or those seeking to do business with the Associated Students.
They will also avoid a conflict of interest in relations with vendors, contractors and
consultants doing business with, or seeking to do business with, the Associated Students.

No employee or member of any program will be allowed to use confidential information
gained through their position for his/her personal gain.

No ASI office or other facility, supplies or assets may be used in any way for the
development, administration or advancement of any program(s), campaign(s), or
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activity(ies) which are not officially endorsed or sponsored (solely or in part) by the
Associated Students.

No program or employee of the Associated Students may endorse any candidate (local,
state or national) using his/her title or position within the Associated Students
organization. Nor may any non-student employee of the Associated Students endorse
candidates for ASI elections.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Contract and Grant Accounting
Adopted:

General Statement

The ASI Business Office is responsible for the accounting on all outside grants and contracts for
ASI. For each grant and contract, this office prepares billings and all financial reports per OMB
Circular A-122 and Ca Department of Education guidelines. The Business Office also helps
prepare grant budget requests and tracks/monitors direct and indirect grant and contract
expenditures.

Guidelines and Procedures

>

Establish a separate fund number for each project and maintain the official ledger of
expenditures for the agreement(s).

Monitor payroll and nonpayroll expenditure transfers for compliance with ASI and
sponsor policies.

Prepare and submit expenditure reports to sponsors and programs. Coordinate the
financial closeout of contracts and grants.

Coordinate responses to financial audit reports and/or recommendations of expenditure
disallowances with sponsor, Program Directors and ASI auditors.

Prepare reports on agreement fund overdrafts and provide assistance and guidance to
departments having trouble with the management of agreement funds.

Invoice sponsors for interim and final payments under contracts and grants as appropriate
or required.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Corporate Reserves
Adopted: May 3, 2006

General Statement

This policy provides criteria for the Management and Board of Associated Students, Inc. (ASI)
and staff of the University to measure the adequacy of the ASI Corporate Reserves, fee rates and
to guide in allocation from the Corporate Reserves for the operations, repair, replacement, and
facility modification and other projects.

Guidelines and Procedure

A. Sources of Local Funds. The Associated Students, Inc. receives its operating funds
from the following sources:

1. Operations
2. Investment (MMA)
3. Student Fees

B. Financial Standards. Annually, through the budget process, the ASI Board of
Directors reviews the fiscal viability of the organization to include:

1. The evaluation of the need for reserves in the following areas:

a. Working Capital Reserves: reserves needed to administer daily
operations.

b. Emergency Operations: An emergency reserve against critical
operating budget deficiency such as unanticipated losses of revenue,
economic hardships or immediate repair/replacement of structures
etc. due to unforeseen circumstances.

c. Equipment Replacement Reserves: Enable the proper and timely
replacement of damaged and/or outdated equipment, furnishings and
facilities.

2. Working Capital Reserves are to be held at an average level of 6-8 weeks
budgeted operational expenditures. This amount will be calculated and
addressed during the budget process and briefed to the Board of Directors for
the new budget year.

3. Equipment Replacement Reserve fund. See policy.
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4. Emergency Reserve. Average emergency reserves for corporations are 20% of
the budget. However, since almost half of AST’s budget is earmarked for the
Athletics program, per student referendum, Associated Students will use a
benchmark of 10% (.5 of 20%) of budget to be held for emergencies. Any
activity for the emergency reserves requires Board approval.

5. The Director of Finance will advise the board on reserves funding levels or
needs prior to the beginning of a new budget year.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Correcting Financial Statements (RFAA)
Adopted:

General Statement

The Request for Accounting Assistance (RFAA) form is used to correct transactions that
have been posted to incorrect account numbers or program/dept/activity codes, or to
transfer revenue or expenses from one account and program/dept/activity code to another.
These transactions are reviewed and approved by the Director of Finance and
Administration and/or the Executive Director.

Guidelines and Procedure

If transaction occurred in prior period use an RFAA.

Do not use an RFAA for current period adjustments. This is accomplished through the
reconciliation process.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Credit Cards
Adopted: May 2003

General Statement

Corporate credit cards (MasterCard and American Express) allow Associated Student’s (ASI)
departmental units to effectively control, monitor small purchases, and reduce time and
paperwork. ASI authorized cardholders may make walk-in purchases; place telephone orders;
use online service; and receive and confirm purchase not to exceed $5,000 (including tax and
shipping); thus, reducing the labor intensive procurement process for small dollar purchases.

Guidelines and Procedures

1. Prohibited Credit Card Purchases
ASI corporate credit card should not be used to procure items such as:
Cash Advances, Leases, and Maintenance Service
Cellular telephones and accessories
Personal purchases of any kind
Narcotics and other controlled substances
Splitting of purchases to circumvent the dollar limitation

®o0 o

2. Misuse of Credit Card
Cardholders are to observe strict compliance with the program policies and guidelines at
all times. In the event of repeated abuses of ASI corporate credit card policies, the card
will be revoked. Further, the employee will be subject to disciplinary action such as
termination of employment and/or criminal prosecution.

3. Responsibilities

a. Cardholder: The cardholder is responsible for:
I. Appropriate use of ASI Credit Card;
ii. Security of the ASI Credit Card;
iii. Compliance with ASI Procurement policies and procedures;
iv. Preparation of the Monthly Credit Card Purchase Report;

V. Reviewing monthly credit card statement of account, attaching all receipts
and forwarding to their approving ASI director within three working days;
Vi. Making arrangements in his/her absence to ensure paperwork is submitted

to their approving ASI Director in a timely manner.

b. Approving ASI Director: The approving ASI director is responsible for:
i Reviewing all charges;
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ii. Ensuring all purchases are appropriate;

iii. Ensuring no prohibited items have been purchased;

Iv. Ensuring all proper documentation is attached to monthly Credit Card
Statement.

V. Signing cardholder statements and forwarding them to ASI’s Business
Office within three working days.

Note: If there are excessive instances of lost receipts, the employee’s credit card may be
revoked. Further, the employee will be subject to disciplinary action up to and including
termination of employment.

4. Fiscal Year-End Accruals
Upon receipt of the June Statement, two separate monthly reports must be submitted to
the Approving Director. One is to include all purchases listed on the June statement. The
second one is to include all purchases made through June 30" that have not yet appeared
on the statement. The total amount listed on the second report will then be the accrual for
the fiscal year ending June 30"
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Delegation of Authority
Adopted:

General Statement

The Associated Students (ASI) is structured along departmental lines and each department head
has programmatic and administrative responsibility for the areas under their jurisdiction.
Department heads report to the Executive Director. The Director of Finance and Administration,
as chief financial officer for the Executive Director, is responsible for development of policy for,
and oversight of, the business practices and financial systems for the Executive Director. Each
department head has responsibility for assuring that the business practices and financial systems
are in compliance with these policies. As part if the oversight responsibility, each department
head delegates responsibility and accountability for the financial management of ASI resources
to functional units under their respective purview. Each ASI department head is accountable for
managing their financial resources.

Guidelines and Procedure

The head of each department, while responsible for managing the department’s financial
resources, is responsible for developing appropriate structure for handling the department’s
financial resources. This will involve delegating a variety of tasks to employees within the
department.

Each department head shall be responsible for developing an accountability structure that
adheres to the following principles:

=

Accountability cannot be delegated.
A person cannot delegate greater responsibility than he or she has.
3. Tasks shall only be delegated to people who are qualified to perform them.

N

A qualified person must:

a. be actively involved in the tasks being performed,

b. have the appropriate knowledge and technical skills to perform those
tasks, including knowledge of relevant regulations and policies; and

c. have the authority to carry out the tasks.
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4. A person delegating tasks is responsible for ensuring those tasks are being
properly performed.

5. The ASI Business Office must keep a complete, up-to-date record of the
financial delegations, as well as an audit trail of modifications to them. The
Business Office must ensure that, for financial responsibility, delegations are
communicated, documented, and periodically reviewed for accuracy,
completeness and effectiveness.
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ASI Delegation of Authority Form

Purchasing Limits and Authorization

Department Name:

| authorize (name of Delegated Authority) within
the above mentioned Department, whose signature appears below

Signature
To approve Purchasing documents up to: _$ on my behalf.
Please cancel previous authority to (Name) (if
applicable).
AUTHORIZED BY
(Signature)
Print Name: Date:
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Employee-Vendor Relationships
Adopted:

General Statement

ASI prohibits an employee (staff, managers, or board officials) from making or participating in
the making of a decision if there exists a financial conflict of interest. It is the policy of ASI to
separate an employee's ASI and private interests, and to safeguard ASI and its employees against
charges of favoritism in acquisition of goods and services. This policy describes restrictions on
(A) the purchase of goods and services involving participation in purchasing decisions by
employees, and (B) purchases of goods and services from (1) employees, (2) employee-owned
businesses, (3) near relatives or (4) businesses owned by near-relatives.

Guidelines and Procedure

A. Participation In Purchasing Decision: No employee of ASI shall make, participate in,
or attempt to influence any decision if the employee knows or has reason to know that
he/she has a financial interest in the outcome of that decision.

B. Purchases From Employees: Purchases, lease/rent of goods, or contracts for services
shall not be made from any employee, or from any business which is owned or controlled
more than 10% by an employee, unless there has been a specific determination by the
Director of Finance that the goods or services are not available from commercial sources.

C. Purchases From Employee-Owned Businesses: Purchases, lease/rent of goods, or
contracts for services shall not be made from any business which is owned or controlled
more than 10% by an employee, unless there has been a specific determination by the
Director of Finance that the goods or services are not available from commercial sources.

D. Purchases From Near-Relatives Of An Employee Or From Business Owned By
Near Relatives Or Employees: Purchases, lease/rent of goods, or contracts for services
shall not be made from any near relative of an employee, or from any business which is
owned or controlled more than 10% by a near relative of an employee, if the employee
has any responsibility for, will be involved in, or is in a position to influence, the
departmental decision to accomplish or approve the transaction unless there has been a
specific determination by the Director of Finance that the goods or services are not
available from commercial sources.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Equipment Replacement Reserve Policy
Adopted: June 1, 2006

GENERAL STATEMENT

The Equipment Replacement Reserve fund is established to ensure fiscal responsibility of
the Associated Students operations and to enable the proper and timely replacement of
damaged and/or outdated equipment, furnishings and facilities.

GUIDELINES AND PROCEDURES

Establishment of the Equipment Replacement Reserve for ASI shall be at a level of .5
times the current total replacement value of Associated Students furnishings and
equipment plus $100,000. This reserve requirement shall be determined and updated
annually by application of the then current cost-of-living index to the acquisition cost of
furnishings and equipment and to the $100,000 addition.

This reserve will be funded by transfers prior to June 30 of each fiscal year, with funds
available after payment of current year’s operating obligations, in an amount of $50,000
plus .5 times the then current total replacement cost of Associated Students furnishings
and equipment.

Any interest earned in the final quarter of the fiscal year on these reserve funds shall be
credited to the reserve funding as an addition to the annual funding requirement stated
above.

The annual transfer and earned interest funding shall be required only for any fiscal
period the reserve is funded at an amount less than its level of $200,000.00 or the reserve
amount recommended by the Director of Finance.

Expenditure of these reserve funds shall be made only and specifically for the purpose of
major repairs to or replacement of equipment, furnishings or facilities.

Expenditure of these funds should not be to augment other allocated or unallocated
reserve funds nor for usual and regular current operating expenses.

Upon Board approval of reserve fund balance for new budget year, authority to approve

expenditures from reserve fund is delegated to ASI Executive Director and Director of
Finance and Administration.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Accounting and Finance - ASI Business and Administration

Lisa A. Oman
Director of Finance
and Administration

|Jeri Krajewski
|Accounting Manager

|
|Stacey Matthews

|Payroll Technician

|
|Tatyana Dyda

& Elvia Felix
Accounting Technician

Work Flow Chart

Oversees accounting, budgeting, information technology,
student services, payroll, risk management, audit, tax and
financial statements for ASI internal programs and external
clients.

Manages accounting, student services, and payroll,
prepares financial statements and assists with

audits and financial analysis. Supervises student services,
accounts payable, accounts receivable, and

payroll.

Prepares, administers and provides customer service for
payroll related functions.

Supervises Accounting Assistants, reviews accounts payable
and receivables, performs reconciliations, creates journal
vouchers and provides accounting customer service

Accounting Assistants (student positions)

|[Mari Ruiz
Operations Supervisor

Processes and prepares accounts payables, provides customer
service and resolves accounts payable issues.

Supervises and administers Student Services. Oversees cash
receipts, cap and gown inventory and administers
risk management programs for all ASI internal programs.

Customer Service Representatives (student positions)

|__Gerald Tubo

[Thai Mai

Provides customer service, sales, and assistance at the ASI
office of Business and Administration.

Information Technology Manager

Oversees information technology for all ASI internal |
programs.

Information Technology Technician

Administers technology and web content for ASI internal
programs






Introduction

Associated Students, Incorporated (ASI), California State University, Sacramento, is a
registered non-profit corporation which is operated and funded by the students of
California State University, Sacramento. ASI also serves as one of five auxiliary
organizations for the University, providing numerous programs, services, and a wide
range of opportunities for student involvement in campus activities. Specifically, ASI
includes Student Government, Administration, IT, HR, Business Office, Aquatic Center,
Children’s Center, Student Managed Programs, and Peak Adventures.

ASl is funded mainly by Student Activity Fees, program revenues and grants. The
deposit, investment and expenditure of these funds are subject to the Education Code
(Sections 89300-89304); The California State University regulations and California State
University, Sacramento. ASI is subject to an annual financial audit by an independent
CPA firm and a separate audit by California State University every three years.

The purpose of the Financial Policy Manual (FPM) is to provide ASI Board members,
Executive Director, Departments, and Business Office personnel with direction and
guidance in connection with those financial transactions, procedures, and reports that
should be uniform throughout ASI.

The Financial Policy Manual is an official directive of the ASI Board of Directors and
ASI Executive Director. It is produced and maintained by the Business Office as part of
the general responsibility for ASI financial policy assigned to the Executive Director and
delegated to the ASI Director of Finance and Administration.

The goal is to make the Financial Policy Manual as clear and useful as possible. All
users are encouraged to contact the Director of Finance with any suggestions for revising
or improving the Financial Policy Manual.

Business and Administration

The ASI office of Business and Administration is located on the third floor of the
University Union and serves as the corporate accounting, human resource and
information technology departments for Associated Students. The office of Business and
Administration provides information technology support for all ASI internal programs
and houses the Human Resources department which offers human resource, payroll and
benefits services. The office of Business and Administration is responsible for providing
our clients with financial services such as processing cash deposits and disbursements,
processing purchase orders and preparing monthly, quarterly and yearly financial and tax
reports. Our clients consist of ASI internal programs (Aquatic Center, Children’s Center,
Peak Adventures, Student Government and Leadership, and Student Life and Services),
more than 150 university-related student clubs and organizations, the University Union,
the Central Ticket Office and the State Hornet. The office of Business and Administration
provides financial reporting, consulting on best business practices, and we provide
customer assistance to all of our account holders.

Apart from financial services, the ASI Business Office provides numerous services to the
campus community. These services include retail sales of caps and gowns for students
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and faculty, laptops for check-out, UA theater tickets, money orders, student health
insurance, legal aid, faxing services and stamps for sale






Definitions

Auxiliary Enterprise. An auxiliary enterprise, as defined by the National Association of College
and University Business Officers (NACUBO) in the College and University Business
Administration Manual, is “an entity that exists to furnish a service to students, faculty, or staff,
and that charges at a rate directly related, but not necessarily equal, to the cost of the service.”
Auxiliary enterprises are self supporting activities which provide non-instructional support in the
form of goods and services to students, faculty, and staff upon payment of specific user charge or
fee that is at least equal to the full direct and indirect cost of providing the goods and services.
The public may also be served incidentally by the enterprise.

Accounts Payable. Payments due to vendors and contractors for services or goods provided and
completed.

Accounts Receivable. A current asset representing money due for services performed or
merchandise sold on credit.

Accrual Basis of Accounting. Wherein revenue and expenses are recorded in the period in which
they are earned or incurred regardless of whether cash is received or disbursed in that period.

Accrued Expenses. Expenses incurred during an accounting period for which payment is
postponed.

Accrued Revenue. Funds for goods and services have been provided, but payment not yet
received.

Accumulated Depreciation. The cumulative charges against fixed assets for wear and tear or
obsolescence.

Assets. An asset is an element of the financial statements constituting resources or claims, at a
moment in time or as of a certain date. Assets represent items of value that the enterprise owns
and controls.

Bad Debt. An open account balance or lean receivable that has proven to be uncollectible and is
written off.

Balance Sheet (Statement of Financial Position). An itemized statement that lists the total assets
and the total liabilities of a given business to portray its net worth at a given moment of time.
The amounts shown on a balance sheet are generally the historic cost of items and not their
current values.

Budget. An itemized listing of the amount of all estimated revenue which a given business
anticipates receiving, along with a listing of the amount of all estimated costs and expenses that
will be incurred in obtaining the above mentioned income during a given period.





Capital Asset. A Long-term asset that is not purchased or sold in the normal course of business.
Generally, it includes fixed assets, e.g., land, buildings, furniture, equipment, fixtures and
furniture.

Chart of Accounts. A systematic listing of all accounts used by the company in order to maintain
order and organization for the accounting records.

Deferred. Any account where the asset or liability is not realized until a future date, e.g.,
annuities, charges, taxes, income, etc. The deferred item may be carried, dependent on type of
deferral, as either an asset or liability.

Deferred Revenue. Funds that are received for goods and services that have not yet been
provided. Since it is generally expected that the enterprise will perform or deliver these goods or
services within the next accounting period, these advances are recorded as current liabilities on
the Balance Sheet.

Expenses. Expenses consist of outflows of cash or charges relating to rendering services or
carrying out other activities that constitute the enterprise’s operations and related support
undertakings (for example, administrative activities, operations, and management).

Financial Accounting Standards Board (FASB). The designated organization in the private
sector for establishing standards of financial accounting and reporting. Those standards govern
the preparation of financial reports. They are officially recognized as authoritative by the
Securities and Exchange Commission and the American Institute of Certified Public
Accountants. Such standards are essential to the efficient functioning of the economy because
investors, creditors, auditors and others rely on credible, transparent and comparable financial
information.

Fixed Assets. Those assets of a permanent nature required for the normal conduct of a business,
and which will not normally be converted into cash during the ensuing fiscal period. For
example, furniture, fixtures, land, and buildings are all fixed assets. However, accounts
receivable and inventory are not.

Generally Accepted Accounting Principles (GAAP). A widely accepted set of rules,
conventions, standards, and procedures for reporting financial information, as established by the
Financial Accounting Standards Board.

Liability. Financial obligations to outside parties who have furnished resources to the enterprise
(for example, goods or services purchased, financing capital goods or systems, or taxes incurred
but not yet paid).

Net Income. The difference between total revenue and total expenses for a business enterprise.
Prepaid Expenses. Amounts that are paid in advance to a vender or creditor for goods and

services. These payments are recorded as current assets on the Balance Sheet. (see Deferred
Revenue)
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Statement of Activities and Changes in Net Assets (Profit and Loss Statement or Income
Statement). It shows business revenue and expenses for a specific period. The difference
between the total revenue and the total expense is the total business net income. A key element
of this statement, and one that distinguishes it from the balance sheet, is that the amount shown
on the statement represents transactions over a period while the items represented on the balance
sheet show information as of a specific date (or point of time).

Restricted Assets. Assets/resources which are restricted by legal or contractual requirements for
use under specific circumstances or purposes.

Revenue Recognition. The process of recording revenue, under one of the various acceptable
methods, in the accounting period. In each period of revenue recognition, all related expenses
should be matched to revenue. The most common method of recognizing revenue is at the time
of sale or provisioning of service.

Revenue. Revenue is income received in exchange for performing services or other activities
that make up the ongoing major operations and related support functions, or from producing or
delivering goods.

Unallocated Revenue. Funds held temporarily in suspense (not available for use) pending final
allocation.

Unearned Revenue/Income. Represents money that has been received in advance of providing
goods or services to the customer. Unearned revenue is a liability of the business until the
agreed upon goods or services have been provided to the customer.

Zero Based Budgets. Where the expense or costs of the prior year are not taken into
consideration when establishing expense or budgetary levels looking forward. Each expense
category starts from zero. All expenses or cost levels within the budget must be justified or re-
justified as being necessary; thus “zero-base.”







ASSOCIATED STUDENTS, Sacramento State: POLICIES

Escheatment of Unclaimed Property

Adopted:

General Statement

The Associated Students (AS]) is required by the State of California’s, “Unclaimed

Property Law and Regulations” to turn over tangible property (payroll and accounts
payable checks) that remain outstanding for more than three consecutive years.

Guidelines and Procedures

» Unclaimed Personal Property: All tangible personal property that is held or
owing in the ordinary course of ASI’s business and remained unclaimed by the
owner for more than three years after it became payable or distributable escheats
to the State of California.

> Notification of Owner of Property: If ASI has in its records an address for the
apparent owner of property valued at fifty dollars ($50) or more, which ASI’s
records do not disclose to be inaccurate, ASI shall make reasonable efforts to
notify the owner by mail that the owner’s property will escheat to the state
pursuant to section 1520. The notice shall be mailed not less than six nor more
than 12 months before the time when the owner’s property held by ASI becomes
transferable the State Controller.

» Required Information on Notice: The notice to the owner shall specify the date
when the property will escheat and the effects of escheat, including the need to
file a claim in order for the owner’s property to be returned to the owner. It shall
also include a Claim Affirmation Form, as prescribed by the Controller, by which
the owner may confirm the owner’s current address. If that form is filled out,
signed by the owner, and returned to the holder, it shall be deemed that the
account, or other device in which the owner’s property is being held, remains
currently active and recommences the escheat period.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Fixed Assets
Adopted:

General Statement

This policy establishes guidelines for acquiring, depositing and maintaining control of capital
assets. Proper control procedures will be followed for all capital asset acquisitions, transfers and
depositions in order to provide internal control of capital equipment and to assist in reporting.
Department heads are responsible and accountable for furniture, equipment, machinery and other
capital assets in their departments and must maintain some type of control over capital assets.
This policy applies to all capital equipment with value of $5,000 or more with a useful life
greater than two years.

Guidelines and Procedure

1. Acquisitions:

a. All purchases of assets costing less than $5,000 will be approved by the
department head. Assets with a cost greater than $5,000, but less than $10,000
require Department Head and Director of Finance approval. Purchases of
$10,000 or more will also require the approval of the Executive Director...

b. Any internally constructed or donated equipment will be reported to accounting if
the item cost or has a value of $5,000 or more. A complete description of
property, date manufactured or received, number of items, cost or estimated value
statement that it was internally constructed or donated will be included in the
report.

c. To maintain proper segregation and control upon termination of any employees,
any employee owned tools, equipment or furniture brought on ASI’s premises
will be reported to the department head. The report should include the
employee’s name, description of items, identification numbers (if any), and
reason(s) for returning asset.

2. Dispositions

a. Capital assets may be sold or traded-in on new equipment. An Asset Disposition
Memo is to be completed and approved by the department head. Any assets with
an original value greater than $5,000 will also require the Director of Finance’s
approval.

b. Upon approval, the department may advertise the property for sale or submit a list
to the Business Office for sale and disposition.

3. Equipment Inventory

To insure accurate property accounting records, on an annual basis, in June, departments
are responsible for making a physical inventory of all of their department equipment and
property and reconciling the inventory with the ASI Property Accounting inventory
records. This inventory will be coordinated by the Finance Office, and includes
providing inventory listing, pertinent forms, procedures and deadlines.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Grant Budgets and Controls
Adopted: June 1, 2006

POLICY STATEMENT

It is the policy of Associated Students that Grants are awarded in one year increments
only (no rolling or multi-year grants). This is to not impede upon the fiscal integrity of
future Boards. AS will balance the grant allocations among grantees so that they are
distributed to benefit the diverse interest of the student population. All recipients of AS
External Grants are required to utilize the following budgetary guidelines and controls.
As part of its commitment to provide effective programs, AS expects grant recipients to
continuously evaluate and improve their programs, and report their program
improvements to AS as part of the grant application process. In this environment,
budgetary controls will help ensure that entities funded by AS are consistent with the
AS’s mission and values.

PURPOSE:

The purpose of Associated Students (AS) Policy on Grant Budgets and Controls is to
provide uniform guidelines for all grantees and entities funded by AS fees. As the
provider of this financial support, the AS has a stake in assuring that funded entities
utilize grant funds in accordance with approved grant activities. Through the budget and
control process, AS will assist in providing “best practices”, as well as fund usage
uniformity for all funded entities.

DEFINITIONS
For purposes of this policy, the following terms used are defined as follows:

e Grant: Anaward of financial assistance provided to grantee for use with a
specific activity in which there is substantial involvement between AS and the
grant Recipient.

e Abeyance: A state of temporary inactivity. A grant award held in “abeyance”
means the related financial accounts are frozen and no further transactions may

be conducted until a specific condition(s) is met.

e Memorandum of Understanding (MOU): A contract between AS and the entity
awarded an AS Grant.
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Once an entity has been awarded an AS Grant and an MOU is issued, the grantee must
revise their proposed budget to a revised actual budget to match the funds awarded.
Associated Students may place certain restrictions, i.e., student wages only, on the funds.
Once the fully executed MOU and revised budget are reviewed and approved by AS,
funds will be available for use.

Since the AS Board and the University President approve the final Associated Students
Budget, the following conditions are to be adhered to by all grantees during the MOU
contract period:

1.

AS uses line item budgeting. Grantees shall utilize the individual expenses lines
for budget and expenditure controls.

Funds approved for student wages and related expenses (social security, workers’
comp) cannot be used for ANY other purpose.

All operational funds shall be line item identified for use. There are no
miscellaneous funds.

There is allowance for a 10% variance in each funding line, other than student
wages and related expenses, without a memo being required to request an
operation variance from the Board.

Expenditures that exceed budget line items by more than 10% or exceed an
entity’s approved budget will cause the account to be held in abeyance until the
overage is cleared.

The AS Executive Director and Director of Finance and Administration, in
consultation with the AS Vice President of Finance, may approve a one-time
variance of up to 5% to clear an overage beyond the initial 10%. However, any
subsequent or additional variances shall be reviewed by the Finance and Budget
Committee with a recommendation made to the Board for approval or
disapproval.

Programs that continuously exceed budget line variance or total budget may be

immediately reviewed for or placed in abeyance. Further, the Grant may be
cancelled under the termination clause of the MOU contract.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Independent Contractors
Adopted:

General Statement

Individuals who are “independent contractors” are not considered employees for wage and hour
purposes. The state agencies most involved with the determination of the independent contractor
status are the Employment Development Department (EDD), which is concerned with
employment-related taxes, and the Division of Labor Standards Enforcement (DLSE), which is
concerned with whether the wage, hour and workers’ compensation insurance laws apply. There
are other agencies, such as the Franchise Tax Board (FTB) and the Contractors State Licensing
Board (CSLB), which also have regulations or requirements concerning independent contractors.
Since different laws are involved; it is possible that the same individual will be considered an
employee for purposes of one law and an independent contractor under another law. Because the
potential liabilities and penalties are significant, if an individual is treated as an independent
contractor and later found to be an employee, it is advisable that each such relationship be
thoroughly researched before implemented.

Guidelines and Procedures

There is no single determinative factor in determining whether an individual is an independent
contractor or an employee for purposes of wage and hour laws. An individual will be considered
an employee where the employer exercises all necessary control by direct or indirect means over
the work details of the individual. In addition, the following factors are to be considered in
determining an individual’s independent contractor or employee status:

1. Whether the person performing services is engaged in an occupation or business distinct
from that of the principal,

2. Whether or not the work is part of the regular business of the principal;

3. Whether the principal or the worker supplies the instrumentalities, tools and the place for
the person doing the work;

4. The individual’s investment in the equipment or materials required by his or her task;
5. The skill required in the particular occupation;

6. The kind of occupation, with reference to whether, in the locality, the work is usually
done under the direction of the principal or by a specialist without supervision;

7. The individual’s opportunity for profit or loss depending on his/her managerial skill;
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8. The length of time for which the services are to be performed;

9. The degree of permanence of the working relationship;

10. The method of payment, whether by time or by the job;

11. Whether or not the parties believe they are creating an employer-employee relationship.
Even where there is an absence of control over the details, an employer-employee relationship
may be found if the principal retains pervasive control over the operation of the whole, the
worker’s duties are an integral part of the operation, and the nature of the work makes detailed
control unnecessary. In addition, the existence of a written agreement purporting to establish an

independent contractor relationship is not determinative. Nor is the fact that a worker is issued a
1099 form rather than a W-2 form determinative with respect to independent contractor status.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Instructionally Related Activities (IRA)
Adopted:

General Statement

Instructionally Related Activities (IRA) funds are to provide support for essential educational
experiences and activities that aid and supplement the fundamental educational mission of the
university. “Instructionally related activities” are those activities and laboratory experiences
which are at least partially sponsored by an academic discipline or department and which are, in
the judgment of the president, integrally related to its formal instructional offerings. Activities
which are considered to be essential to the quality educational program and an important
instructional experience for any student enrolled in the respective program may be considered
instructionally related.

Guidelines and Procedure

IRA funds are provided by CSUS to ASI and disbursed as grants to the University departments
that received the IRA award. The following are the guidelines from the University.

IRA Committee Guidelines and Priorities
Adopted February 1997

l. Requirements for Submission

e Each proposal must include a description of the way in which it advances the
components of the University’s Strategic Plan.

e Each proposal must contain a complete and credible description of the sources of
revenues and expenditures for the activity.

e Each proposal must be filled out completely and accurately and must show detail.

e Any proposals received after the deadline will not be considered.

Il. IRA funds cannot be used for:

o Salaries and wages for the performance of functions that are normally funded through
the University’s instructional programs.

e Funding attendance at conferences, unless the conference includes competitions or
other activities in which students participate directly.

e Tutorial programs since these are the responsibility of the General Fund instructional
budget.

e Travel costs for faculty advisors when the travel is not directly related to student
attendance at IRA-funded events. The IRA committee expects that travel costs for
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faculty advisors, which are directly related to student attendance at IRA-funded
events, will be supported by departmental budgets under most instances.

o Capital outlay projects, e.g., any remodeling.

e Food for receptions.

The committee will give priority to those programs which:

Reflect or further the components of the University Strategic Plan.

Serve a large number of students, given the total level of funding.

Afford direct, “hands-on” experience for students.

Demonstrate that all expenses have been and will be used as effectively as possible.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Internal Accounting Controls
Adopted:

General Statement

Internal accounting control is a series of policies and procedures designed to promote and protect sound
management practices, both general and financial. Following internal control procedures will
significantly increase the likelihood that: financial information is reliable, so that managers and the
board can depend on accurate information to make programmatic and other decisions; assets and records
of the organization are not stolen, misused, or accidentally destroyed; the organization’s policies are
followed; and, government and University regulations are met.

Guidelines and Procedure

To develop an effective internal accounting control system, managers must be able to identify those
areas where abuses are likely to occur. The following list provides an overview of areas and objectives
in developing an effective internal accounting control system.

1. Cash receipts
To ensure that all cash intended for the organization is received, promptly deposited,
properly recorded, reconciled, and kept under adequate security.

2. Cash disbursements
To ensure that cash is disbursed only upon proper authorization of management, for valid
business purposes, and that all disbursements are properly recorded.

3. Petty cash
To ensure that petty cash and other working funds are disbursed only for proper purposes, are
adequately safeguarded, and properly recorded.

4. Payroll
To ensure that payroll disbursements are made only upon proper authorization to bona fide
employees, that payroll disbursements are properly recorded and that all related legal
requirements (such as payroll tax deposits) are complied with.

5. Grants, gifts, and bequests

To ensure that all grants, gifts, and bequests are received, properly recorded, and that
compliance with the terms of any related restrictions is adequately monitored.
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6. Fixed Assets
To ensure that fixed assets are acquired and disposed of only upon proper authorization, are
adequately safeguarded, and properly recorded.

Additional internal controls are also required to ensure proper recording of donated materials,

fundraising pledges and other revenues; accurate, timely financial reports and information returns; and
compliance with other governmental regulations.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Investments
Adopted:

General Statement

The position of Associated Students, Inc. (ASI) in regards to the investing of funds shall
be in a manner consistent with the guidelines below.

Guidelines and Procedure

All investments of ASI funds shall be in a manner which provides

1. security of funds
2. necessary accessibility for fund usage
3. optimum return on investment.

Without negotiation of security, availability, or interest income, the ASI Board of
Directors intends that ASI funds will not be invested in a manner, which will support the
continuation of any corporation’s overseas business practices when those business
practices are shown to provide a negative impact on the society or country or countries
involved. Further, it is ASI Board’s intent that ASI funds will be invested in a manner
that is consistent with present and/or future State of California policies and/or laws
regarding socially responsible investment practices for the State Pooled Money
Investment Fund (LAIF).
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Merit Salary Increases
Adopted:

General Statement

Associated Students, Inc. may award merit salary increases, including merit raises and
merit payments to employees that demonstrate outstanding job performance. All merit
salary increases will be awarded in accordance with this policy.

Guidelines and Procedures

1. GENERAL

Associated Students, Inc. may award merit salary increases, including merit raises and
merit payments to employees that demonstrate outstanding job performance. All merit
salary increases will be awarded in accordance with this policy.

2. DEFINITIONS
Two types of merit salary increases may be awarded.

» Merit Raise — An employee may be granted a merit raise that is added to
base salary with annual performance review recommendation.

» Merit Payment — An employee may be granted a lump sum merit payment
that is not added to the employee’s base salary; based upon specific
performance at any point during the fiscal year.

3. AWARD CRITERIA

Merit salary increases may be awarded to ASI employees based upon one or more of the
following criteria.

a. Anemployee who demonstrates outstanding performance evidenced by an
above average or excellent overall rating on a current performance evaluation
may be recommended for a merit salary increase.

b. An employee who demonstrates efficient use of resources that result in
significant savings to the department or ASI may be recommended for a merit
salary increase.

c. Anemployee who demonstrates outstanding service to the department or ASI
may be recommended for a merit salary increase.

d. Merit raises must be made to base salary in effect on March 31%,
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4. RECOMMENDATIONS

Merit salary increases should be initiated by the immediate supervisor and/or appropriate
ASI department head and approved by the ASI Executive Director.

5. INCREASE AMOUNTS EFFECTIVE DATE
The amount of each merit raise will be based upon the availability of funding to the
department and equitable allocation procedures developed by the department or ASI. All

merit raises are effective July 1% and are generally reflected in the first full pay period of
July.

51






ASSOCIATED STUDENTS, Sacramento State: POLICIES

Moving and Relocation Expense
Adopted:

General Statement

Reimbursement may be allowed for necessary and reasonable moving and relocation
expenses for an individual who has been offered a position with Associated Students,
CSUS and has accepted such appointment. Every appointee will not be authorized
moving and relocation expense reimbursements. The determination of who is to receive
such reimbursements and the amount shall be the responsibility of the Executive
Director.

Guidelines and Procedure

1. Policy on Moving and Relocation Expenses

a. Full or partial reimbursement, within budgetary constraints, may be
allowed for the actual and necessary expenses incurred for relocation
including packaging, transportation, storage in transit (not to exceed
60 calendar days), and unpacking and installation of the employee’s
household goods at the new residence, when properly documented by
invoices and receipts.

b. Anemployee and spouse or domestic partner may be reimbursed for
relocation travel (defined as a one-way trip from former residence to
the general area of CSUS or other primary job location) in accordance
with the policy (when authorized, travel expenses for spouses will be
reimbursed on the same basis as travel expenses for employees).

c. Household goods include furniture, clothing, musical instruments,
household appliances, foods, and other items which are usual or
necessary for the maintenance of the household. Household effects
SHALL NOT INCLUDE automobiles; other motor vehicles, trailers
with or without other property; boats; all animals, livestock or pets, or
belongings which are not the property of the immediate family or
domestic partner of the employee; and belongings related to
commercial enterprises engaged in by the employee; firewood; fuel; or
building material.

d. The employee is responsible for purchasing any personal insurance
coverage relating to relocation.
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e.

Should employees elect to move themselves, reimbursements for such
moves may not exceed the costs that would have been incurred had a
commercial firm been used? Rental of a truck from a commercial
establishment shall be allowed as well as the cost of gasoline when not
included in the truck rental rate. In the case of self moves, two quotes
will be required from commercial firms and reimbursement (including
gasoline) will be made at the rate which results in the lowest cost to
Associated Students. If the employee is provided a reimbursement
expense cap on relocation expenses, no quotes are required.

Associated Students shall not reimburse an employee and spouse or
domestic partner temporary lodging expenses. House hunting trips
prior to the move may be authorized depending on budgetary
constraints. If the Executive Director determines house hunting trips
will be allowed the employee will be authorized moving
reimbursement.

2. Repayment of Moving and Relocation Expense Reimbursements

a.

If an employee whose moving and relocation expenses have been
reimbursed does not continue his/her employment with Associated
Students, CSUS for a period of at least two years (unless
discontinuance of the employment was a result of death, disability or
other similar unexpected cause beyond the control of the employee as
determined by the Executive Director), the employee shall repay the
following percentages of the amount received for reimbursement for
such moving and relocation expenses:

100% - if employed less than 6 months

75% - if employed at least 6 months but less than 12 months
50% - if employed at least 12 months but less than 18 months
25% - if employed at least 18 months but less than 2 years

The employee is required to sign the ASI Conditions of
Reimbursements for Moving Expense Form acknowledging the above.
This form should be presented for signature prior to payment of
moving claim.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Petty Cash Policy
Adopted:

GENERAL STATEMENT

Policy Statement

Associated Students Inc. permits its Business Office and programs i.e. Aquatic Center,
Children’s Center and Peak Adventures to maintain a petty cash fund, as described by

this policy.

The Business Office and programs are responsible for adequate security and control of
their petty cash fund. The fund should be secured at all times in a locked place.

Purpose and Use

Petty cash can be used to reimburse individuals for small and incidental out of pocket,
expenditures, and disburse individuals for mileage of local business trips. The dollar limit
of each use is $20 or less.

Petty cash can sometimes be used in place of normal purchasing means, such as check
requests if request for payment is $5.00 or less.

Petty Cash Fund Balance

The fund balance is set at the discretion of Business Office and programs. Accounting
Services will review periodically for appropriateness of fund balances. The current fund
balance of each of the office and programs are as follows:

Business Office $200
Aquatic Center $100
Children Center $ 50
Peak Adventures $200

Approval for Use of Petty Cash
Direct of Finance and Administration or accounting manager or program directors must

approve the use of petty cash before a purchase occurs. When the purchase is completed,
an individual will submit a receipt for reimbursement.
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Security of Funds

Business Office, Aquatic Center and Peak Adventures secure their funds in locked cash
boxes and kept in fireproof safes.

Children’s Center secures its fund in a locked cash box and kept in a locked secured
place.

Reconcile and Audit
Accounting manager and program directors will reconcile the petty cash fund monthly.

Director of Finance and Administration will audit each fund balance and reimbursement
requests; or at his discretion, he may delegate the duty to accounting manager.
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Associated Students, Inc.

REQUEST FOR ESTABLISHMENT OF PETTY CASH/CHANGE FUND ACCOUNT

This form should be sent to the Business Office. The proposed custodian and his/her Department
Manager must sign the form.

DEPARTMENT

AMOUNT REQUESTED PETTY CASH OR CHANGE FUND?

PURPOSE OF THE FUND

NAME OF CUSTODIAN
LOCATION (where will fund be kept)

CERTIFICATION OF CUSTODIAN:

I agree to accept custodianship of the petty cash/change fund requested above. | understand that |
will be personally responsible for the security of the fund and that | will be expected to
familiarize myself with my responsibilities under the campus procedure on Establishing and
Administering Cash Funds.

Signature: Date:

DEPARTMENT/UNIT HEAD APPROVAL
I hereby request that the Accounting Office establish a petty cash/change fund in the name of the
custodian listed above.

Signature: Date:

ACCOUNTING OFFICE APPROVAL.:
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Acceptance of Gifts
Adopted:

General Statement

The Associated Students (ASI) shall only accept grants, contracts, bequests, trust or gifts,
which are subject to conditions of and used for purposes consistent with the policies as
set forth by the California State University Sacramento and the Trustees. The Trustees,
through action of the University President, may accept gifts, funds, or property on behalf
of ASI Board of Directors.

Guidelines and Procedure

Gifts may only be accepted providing that their acceptance and future use provides no
expectation of unreasonable use, cost, or conflict in the State, CSU, CSUS, or ASI laws,
bylaws, policies, and procedures. Such possible costs or conflict will necessarily be
determined prior to acceptance of any gift. In no case will any gift be accepted which
will accrue benefit to any individual employee or Board member of ASI or University.

The Executive Director, through the Business Office, will advise and receive approval
from ASI Board of Directors regarding gifts. The Executive Director then on behalf of
the Board notifies the University President prior to acceptance of any gift, donation or
bequest. Request is made to Title 5, sec 42403; Education Code sec 89035, 89720, and
89903: Executive Order 676; PM UA 98-03; PM 90-02 and EO 444, which shall control
responsibility for evaluating acceptability of proposed gifts, donations or bequests. The
forms utilized shall be consistent with any University required documents (currently,
CSUS Foundation Gift Acceptance Form, GAF).






ASSOCIATED STUDENTS, Sacramento State: POLICIES

Receipt and Control of Revenue
Adopted:

General Statement

The Associated Students is committed to the responsible handling of cash and checks as
well as other revenue collection as a part of doing business.

Guidelines and Procedures

1. Cashiering Operations.

a. All ASI daily receipt of revenue received as payment for goods or
services provided are entered into the department’s cash register or
receipt books.

b. Programs are required to reconcile their cash register tapes or receipt
books daily.

c. Each program will prepare receipts and deposit bags for transport of
revenue to the Business Office for processing. The Business Office
will prepare deposit slips for the programs.

2. Chain of Custody. Program Directors, receiving payments for goods or
services directly, are responsible for maintaining a Department Deposit Log.
All department deposits dropped off at the Business Office are recorded on the
ASI Deposit Log. The logs are maintained on a monthly basis to track all
incoming deposits and to establish a chain of custody between the department
program and the Business Office. At the end of each month, the original
department log will be forwarded to the Business Office for reconciliation.
The log will be reconciled and retained in the Business Office for audit
purposes.

3. Invoice Check Payments Received. Payments received, via mail, for
outstanding ASI Invoices are to be logged on an ASI Check Log and
restrictively endorsed upon receipt. The check will be matched up with the
appropriate invoice and prepared for deposit.

4. Grant Revenue. Grant funds received are deferred until expenses have been

incurred according to the grants use stipulations. Revenue is recognized
monthly as expenses are incurred.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Reserves and Idle Funds Policy
Adopted: June 1, 2006

GENERAL STATEMENT

Investment of assets generates returns, which include both ordinary income (yield) and
appreciation, both realized and unrealized. Recognizing that purchasing power must be
protected from erosion attributable to inflation, the amount of return allocated to current needs
must be balanced with reinvestment to meet future needs.

GUIDELINES AND PROCEDURES

It is the policy of the Associated Students, Incorporated to recognize income and appreciation in
its accounting system in accordance with generally accepted accounting principles. ASI shall
use a "total return™ spending formula that provides for expending a prudent portion of both the
ordinary income from investments and appreciation of the principal.

DEFINITIONS:

For purposes of this policy, the terms used are defined as follows:
The amount by which an asset's selling price exceeds its initial
Capital gain purchase price.

The decrease in the value of an investment or asset. Opposite of
Capital loss capital gain.

Ordinary The yield from investment, including dividends, interest, net rents,
income and royalties, but excluding capital gains

Realized

gain/loss The appreciation or depreciation established by the sale of an asset.
Total return The return on an investment, including income from dividends and

interest, as well as appreciation or depreciation in the price of the
security, over a given time period, usually a year.

Unrealized The appreciation or depreciation established by the market value of
gain/loss an asset.

1. Accounting and Reporting

a. Ordinary Income: Ordinary income earned shall generally be distributed quarterly in
accordance with the terms of the funding source and the prudent return concept.
Ordinary income earned, for unrestricted purposes, shall be credited to ASI’s
investment income account. Ordinary income earned for restricted purposes shall be
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credited to the designated income accounts or to fund balances as specified by the
terms of the gift instrument.

b. Capital Gains and Losses: Capital gains and losses shall be accounted for as
additions to and deductions from account balances. Any portion of the capital gains
that are utilized for current operating purposes shall be reported as a transfer.
Distribution (if any) of the realized appreciation shall be determined annually, in
arrears, by the ASI Director of Finance and Administration in concert with the ASI
Executive Director.

2. Investment Pool

To the extent legally possible and in compliance with donor intent, ASI shall pool investments
for all funds. This practice permits broad diversification with attendant protection of principal
and relative stability of revenue. Furthermore, it promotes economics in administration and
accounting.

A realized gain or loss account shall be used to record the realized appreciation or depreciation
of traded securities. The account is charged upon withdrawal of participating funds from the
pool and is used to transfer distributions of appreciation to funds under the total return concept.

3. Idle Funds

The Director of Finance and Administration, in coordination with the Executive Director, shall
be the responsible parties to direct idle surplus funds. End of fiscal year surplus funds, budgeted
or unbudgeted, will be deposited into the ASI reserve accounts in the following order: Working
Capital, Equipment Replacement, and Emergency reserves, respectively. Guidelines for the
minimum funding levels are located in the appropriate reserve policy.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Separation of Duties
Adopted:

General Statement

Departmental management is responsible for assuring that financial administrative duties
indicate clear lines of authority and responsibility. These duties are to be segregated so
that one individual’s work routinely serves as a compensating check on another’s work.
No one individual should have complete control over a financial transaction. Standards
for separation of duties shall be implemented to the maximum degree possible. When
full separation of duties is considered not practical or feasible, (i.e. due to limited
departmental staff) the variance from the standard and appropriate compensating controls
must be documented in writing and approved by the ASI Executive Director and CSUS
Associate Vice President for Finance.

Guidelines and Procedures

Clear lines of authority and responsibility must be established in order to segregate,
where practical, the various steps of a transaction. An expenditure transaction consists of
initiation of the purchase, receipt of goods, preparation of the payment voucher,
authorization of the voucher, month-end reporting and reconciling. A revenue
transaction consists of initiation of the sale, invoicing for the sale (if charged), collection
and receipting of the funds, depositing the funds, month-end reporting and reconciling.

Roles

1. Approver (Accounting function). The person who reviews the transaction for
accuracy, validity, appropriateness, and proper authorization. The approver
determines if a transaction should continue to be executed. For some types of
transactions, there may be more than one approver.

2. Authorizer (Authorization of transaction function). The person responsible for
authorizing a transaction, such as a check request, purchase order, credit card
transaction, journal voucher or payroll adjustment.

3. Cashier (Custody of asset function). The person who receives cash or check
payments on behalf of ASI from external parties.

4. Check Handler (Custody of asset function). The person who prepares and
handles a check to be disbursed to a vendor.

5. Deposit Preparer/Reviewer (Accounting function). The person who
consolidates and reviews cash receipts from cashiers and prepares the deposit to
the bank. This person does not directly collect cash and checks from external
parties.
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6. Financial Report and Analysis Preparer (Record keeping function). The
person who prepares financial reports and analysis for review by management or
use by staff.

7. Inputter (Accounting function). The person responsible for entering a
transaction into the ASI Financial System (MIP).

8. Ledger Reviewer or Reconciler (Accounting function). The person who
reviews and reconciles the general ledger every month to identify errors or
discrepancies, and either resolves them or brings them to the attention of superiors
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Updated: October 2010

Separation of Duties Matrix for ASI Business Office and Human Resources

P= Primary

B= Backup

Human
Resources &
Payroll

Executive
Director

Director of
Finance &
Admin

Accounting
Manager

HR Manager

Accounting
Assistants

Operations
Supervisor

Payroll
Technician

Acctg
Technicians

Student
Services
Employees

Authorized
Personnel

New Employee
Approval

Processing New
Employees and
Data Change

Approve and
Export Data
Change

Timesheet
Approval

Entering
Employees Time
into Payroll
System

Payroll Review

Distributing
Checks

Business Office

Executive
Director

Director of
Finance &
Admin

Acctg.
Manager

HR
Manager

Accounting
Assistants

Operations
Supervisor

Payroll
Technician

Acctg.
Technicians

Student
Services
Employees

Department
Directors

Transaction
Authorizer
<= $5,000

Transaction
Authorizer
> $5,000 < $10,000

Purchase Order
Transaction
Authorizer

>= $10,000

Check Request
Authorizer
>= $10,000

Check Request
Approver

Check Signer
< $10,000 (only one)

Check Signer
> =$10,000 (two
signers required)

Accounts Payable
Batch
Authorizer/Releaser

Check Handler
Disbursement

P/B

P/B
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Business Office

Executive
Director

Director
of
Finance
& Admin

Accounting
Manager

HR
Manager

Accounting
Assistants

Operations
Supervisor

Payroll
Technician

Acctg
Technicians

Student
Services
Employees

Dept.
Directors

Cashier

Deposit Preparer-
Sales

Deposit Preparer —
Accounts
Receivable

Financial Report
and Analyst
Preparer

Inputter —
Accounts Payable

Inputter —
Accounts
Receivable

P/B

Inputter — Sales

Ledger Reconciler

Ledger Reviewer

Ledger Approver
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Signature Authority and Financial Stewardship
Adopted:

General Statement

ASI management formally delegates signature responsibility to provide a method to
control who may approve financial transactions and to meet ASI’s financial stewardship
responsibilities. ASI employees who have been delegated signature authority should
understand ASI’s financial stewardship philosophy, applicable policies, regulations, rules
and laws.

Guidelines and Procedure

Financial stewardship is defined as the responsibility for managing ASI resources wisely
and executing these responsibilities with integrity and ethical conduct. These resources
include time, money, people and property.

Stewardship responsibilities encompass total oversight of the resources assigned to each
employee as well as those resources available for use. Financial stewardship
responsibilities include:

1. Spending money wisely and monitoring expenditures as if they were your
own.

Purchase of goods and services wisely.

Assisting others in their financial stewardship efforts.

Being accountable for your actions, equipment, funding and time.
Encouraging others to be good stewards of their resources.

arwn

To delegate signature responsibility, the use of the following methods provides the
Business Office an accountable audit trail for transaction approval:

1. Payroll — Approval for Payroll Issues Form

2. Financial Transactions —Purchasing Limits and Authorization Form

NB: Both forms require original signatures.

3. Memorandums of Understanding for administrated ASI and IRA grants, and
non-ASI organizational trust contracts. Also signed club trust agreements.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Travel Policy
Adopted: 3/25/2010

General Statement

Authorization - Travel to seminars, conferences, events, public meetings, and on ASI business requiring
an overnight stay requires advance approval from the authorized signers for the student organizations.
ASI staff members must obtain approval from the ASI Executive Director. This approval can be
obtained by the prospective traveler by completing the form "Request for Authorization to Travel.” If
the Approving Authority does not feel the travel should be authorized they will explain their reason for
denial in the appropriate space on the form, make a copy for the prospective traveler and retain the
original.

Guidelines and Procedures

1. Travel Expenses: All expenses must be reasonable and necessary. Any expenses that appear to
be "excessive" will be reduced to an amount which is "reasonable™ given the facts and
circumstances of the situation. Travel arrangements should be scheduled to utilize the least
expensive mode of transportation. Consideration should also be given, if possible, to minimizing
the amount of time devoted to traveling. Expenditures for side trips and personal items shall not
be authorized.

2. Guidelines for maximum amounts: As stated above all expenses must be “reasonable” and not
“excessive.” Hotel charges will be reimbursed for the actual amount provided a receipt is
submitted. Meals and incidentals up to the daily maximum of $40 do not require receipts;
however, the expense needs to be incurred in order for the employee to be reimbursed. A $6
incidental allowance may also be claimed for each complete 24-hour period.

For travel which is the last fractional part of a period of travel of more than 24 hours, the
authorized allowance for meals or lodging will be paid. If the travel extends past 9:00 a.m., a
breakfast may be claimed ($6); if the travel extends past 2:00 p.m., a lunch may be claimed
($10); if the travel extends past 6:00 p.m., a dinner may be claimed ($18). If the travel extends
overnight, lodging may be claimed for actual lodging expenses provided a receipt is submitted.

3. Partial day travel has the following limitations:

a. No lodging is allowable.

b. Breakfast and dinner reimbursements are allowed only if the following applies:
» For breakfast if the travel begins before 7 a. m.
» For dinner if the travel extends past 6 p. m.

c. Daily meal reimbursements are as follows:
> Breakfast $6.00
» Lunch $10.00
> Dinner $18.00
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> Incidentals $6.00
> Total $40.00

4. Use of Personal Vehicle. - If an ASI authorized traveler drives their own personal vehicle, they
must submit proof that they maintain at least the Minimum State requirements regarding
insurance coverage on the driver and all passengers. Any auto accident shall be reported
immediately to the proper authorities and to the ASI Manager who authorized the travel. The
mileage reimbursement rate shall be the same as the IRS standard mileage rate. This rate is
adjusted periodically.

5. Submission of claims. Employees are required to submit expense claims for the authorized
travel within 10 working days after their return from the event, seminar, conference, etc.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Trust Accounts

General Statement

The Associated Students serves as the fiscal agent for deposit accounts for student clubs, organizations,
student-related programs, and activities by authority provided by the CSUS Policy Manual,
“Conditions of Maintenance of Good Standing by Auxiliary Organizations at CSUS.” ASI has
established policy and procedure to student clubs and organizations to establish special trust accounts.

Guidelines and Procedures

The following terms and conditions provide information relative to the establishment of a special trust
account with ASCSUS. The conditions are as follows:

1. All student clubs and organizations must first have approval from their faculty advisor and
CSUS/Student Activities Office to establish a trust account with ASI.

2. Any item deposited to our account that is returned unpaid from the bank upon which it is drawn
for reasons of insufficient funds, refer to maker, etc., will be charged back to the trust account
with any applicable fees.

3. ASCSUS cannot honor any withdrawal when the trust account has an insufficient balance to
cover the withdrawal.

4. All withdrawals from the account (minimum withdrawal $5.00) will be in the form of checks

that are substantiated by original receipts, invoices, or other documentation approved by ASI’s

Director of Finance.

There will be no service charge assessed by ASI for maintenance of club accounts.

6. For clubs and organizations, any funds remaining in the trust account after the organization has
become inactive or suspended for two years, shall be transferred to the ASCSUS General
Reserves. (ASI shall make all reasonable efforts to contact a representative of the organization
prior to transferring the funds.)

7. When the club or organization uses ASI equipment, services or facilities, the club or
organization agrees to pay in full any fees and damages that the organization may incur and
authorizes ASCSUS to debit and/or encumber the trust account for such fees and damages.

8. ASI requires the trust agreement contract to provide authorized signatures for withdrawal,
requesting or receiving account status, or requesting cash fund boxes. All contracts should
include additional authorization signatures, since the individual the check is made payable to
cannot be the same individual authorizing the check request.

9. Itis the responsibility of the organization to update authorized signatures when new officers are
elected. All updated contracts must also have a signature from their faculty advisor and a
representative of the Student Activities Office.

10. It is understood by the parties to Trust Agreement that the Associated Students, as limited agent
for the account funds, shall not be responsible for obligations incurred by the club or
organization. Nor shall Associated Students be the guarantor in the event that funds held in this
account are insufficient to satisfy an indebtedness of the principal.

11. This account may be subject to an annual independent audit.

12. Funds in this account will not earn interest. Any interest earned shall accrue to the Associated
Students as consideration under this Agreement.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Unrelated Business Income
Adopted:

General Statement

Associated Students, as an authorized CSUS auxiliary organization, is granted tax-exempt status
based on performing specific functions that are related to the corporation and university’s
missions. All activities that generate income must be reviewed to ensure that the function is
directly related to our tax-exempt status. If there is no correlation between the activity and ASl,
the income may be subject to taxation. ASI will comply with all applicable laws and regulations
pertaining to unrelated business income activities.

Guidelines and Procedures

1. Description: Any income generated from activities not related to ASI’s mission is
referred to as “unrelated business income.” This type of income is subject to taxation.
The purpose for this taxation is to impose tax liabilities on tax-exempt organizations that
act outside the scope of their primary function. In addition, it was designed to protect the
business community from unfair competition from these types of organizations.

2. Examples: The following examples represent activities that could not generate unrelated
business income for ASI:

a. Requests for alumni and general public access to ASI resources in exchange for
some type of compensation:
e Use of university owned, granted, or leased land or buildings
e Use of recreational facilities
e Use of parking lots
Advertising revenue
Grants to teach water safety
Income from corporate activities
Travel tours and trips for alumni and the general public

o o0 o

3. IRS Criteria: The following three factors are used in deciding whether income is
unrelated. All three factors must apply to each activity.
a. The income must result from selling goods or performing activities.
b. The activity that generates the income must occur on a regular basis and operate
similar to a commercial enterprise.
c. The activity must be unrelated to the mission of ASI. This would include
activities that do not support or contribute to the ASI’s primary function.
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4. Exclusions: The events that meets the definition of an unrelated activity can avoid being
taxed if the following conditions apply:

a. Uncompensated volunteers — an activity is exempt from tax when substantially all
of the work is being performed by individuals who are not compensated. The IRS
has defined “substantially” to mean 85% or more.

b. Convenience — income from an activity is exempt if it is conducted for students,
faculty, or staff.

c. Sales donated merchandise — any activity that involves the selling of merchandise
is exempt from tax on the income if substantially all of the items were received as
gifts or contributions.

d. Passive income sources - income received from royalties, investment income, and
property rentals are exempt from taxation.

5. Tracking: ASI must track revenue-producing activities for unrelated business income and

expenses. Gross income of $1,000 must be reported to IRS to comply with the guidelines
as defined above.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Accounting for Assets
Adopted:

General Statement

The policy on accounting for assets establishes the fundamental guidelines and GAAP practices
for properly accounting and reporting assets on ASI’s Balance Sheet. An asset is an element of
the financial statements constituting resources or claims thereto at a moment in time, as of a
certain date. More specifically, the Financial Accounting Standards Board, defines assets as
probable future economic benefits obtained or controlled by ASI because of past transactions or
events. (For example, an investment in stock, receivable for the sale of goods or services.) In
simple terms, assets represent items of value that ASI owns or controls. They have the ability or
potential to provide future benefits to ASI.

Guidelines and Procedures

An asset has four primary characteristics:

» It embodies a probable future benefit that involves capacity, singularly or in
combination with other assets, to contribute directly or indirectly to future net
cash flows to ASI.

» ASI can obtain the benefit and control others’ access to it.

» The transaction or event giving rise to ASI’s right to control of the asset has
already occurred.

> Assets are recorded on ASI’s Balance Sheet using accrual basis of accounting.

The accrual basis of accounting records the effects of a transaction and other events in the
periods when they occur instead of only in the periods when cash is received or paid.
Accordingly, accrual accounting considers not only cash transactions but also non-cash
transactions and exchanges of goods and services.

The accrual basis of accounting focuses on inflows of assets from operations (revenues) and uses
of assets in operations (expenses), regardless of whether those inflows and outflows currently
produce or use cash.

Assets are classified on ASI’s Balance Sheet in descending order of liquidity. Liquidity means
the availability of cash or ability to convert into cash. Assets are also further classified into
current and non-current categories. These distinctions are implicit in the natural descending
order of the assets on the Balance Sheet. For reporting purpose, these category distinctions do
not need to be explicitly stated on the Balance Sheet.





Valuation accounts are used to change the carrying amount of an asset and are considered an
essential part of the asset. The valuation account accumulates amounts that are either added to

or, in most cases, subtracted from the original asset balance. The valuation accounts are also
referred to as contra asset accounts.

Examples of valuation accounts include:

> Allowance for doubtful accounts (contra valuation account to Accounts
Receivable)
» Accumulated depreciation (contra valuation account to Facilities & Equipment)

» Unrealized gain or loss on investments (contra valuation account to Long-term
investments)






ASSOCIATED STUDENTS, Sacramento State: POLICIES

Accounting for Expenses
Adopted:

General Statement

The Accounting for Expenses policy defines and classifies types of expenses and expense
credits at ASI. Expenses consist of outflows or charges relating to rendering services or
carrying out other activities that constitute ASI’s major operations (for example,
Children’s Center) and related support undertakings (for example, ASI managed
activities.)

Guidelines and Procedures

Expenses measure the outflow of assets (cash) or increases in liabilities (a payable)
relating to rendering services or carrying out ASI’s operating activities. The Financial
Accounting Standards Board, SFAS No. 117, “Financial Statements for Not-for-Profits,”
specifies that the “Statement of Activities” or the “Notes to Financial Statements” should
provide information about expenses reported by functional classifications. For example,
major classes of programs, services, and supporting activities.

1. Operating Expenses: Operating expenses should be reasonable in nature and
amount. They should not exceed that which would be incurred by a prudent
person (that is, under the circumstances prevailing at the time the decision was
made to incur the costs). In determining the reasonableness of a given cost,
consideration shall be given the following:

e Whether the cost is of a type generally recognized as ordinary and
necessary for the operation of ASI.

e The restraints or requirements imposed by such factors as
generally accepted sound business practices, arms length
bargaining, federal and state laws and regulations, and any other
such terms and conditions.

e Whether the individuals concerned acted with the prudence in the
circumstances considering their responsibilities to ASI, its
members, employees and clients, the public at large and any
government agency.

e Whether there is significant deviation from the established
practices of ASI.

2. Operating Expense Credits: Operating expense credits are receipts that
operate to offset or reduce expense items. These receipts are considered
credits to operating expenses. The cost of providing administrative services to





internal programs will need to be allocated to these programs through the
normal cost allocation process.

The following are receipts that operate to offset expenses:

Purchase discounts

Rebates and allowances

Recoveries or indemnities on losses

Adjustments of overpayments or erroneous charges

Reimbursements by employees

Reimbursements relating to joint activities with other institutions (for
example, seminars, conferences, and meetings)
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Accounting Service Fee
Adopted:

General Statement

The Accounting Service Fee is used to reimburse ASI for providing monthly fiscal
services to non-ASI departments.

Guidelines and Procedures

1. The Service is assessed on non-ASI accounts such as University Union, State
Hornet, Central Ticket Office, organizational trusts, Recreational Sports, and
IRA grantees.

2. ASI charges a flat rate of 6% of total expenditures, unless otherwise specified
by contract.

3. The charge is calculated monthly, after all transactions for the month have
been processed and billed to the respective accounts.

11






ASSOCIATED STUDENTS, Sacramento State: POLICIES

Accounts Payable/Purchasing Policies

Adopted:

Updated: 10/27/2010

General Statement

Expenditures for the purchase of goods and services for Associated Students are established
under this policy. Payment for goods and services are initiated using one of the following
methods: Check Request, Purchase Order, or ASI Credit Card (see ASI Credit Card Policy).

Guidelines and Procedures

1. Expenditure Authorization.

Transactions less than or equal to $5,000 can be initiated and approved by the
Department Director or those with purchasing authorization.

Transactions greater than $5,000 or less than $10,000 are authorized by the
Department Director and the Director of Finance and Administration.
Transactions equal to or greater than $10,000 require a purchase order (see
section 3) authorized by the Department Director, DFA and Executive Director.
The Accounting Manager and a second management level employee with signing
authorization of $5,000 sign the check request.

2. Payment Processing. The Accounts Payable department processes authorized requests
for payment of invoices and reimbursements.

Check Requests/Credit Cards. Check Request forms are used for
reimbursements (except travel - see Travel Policy), establishing and settling
operational advances, and payment of invoices. Credit card use is discretionary
and is used for operational expenses less than $5,000. Purchases under $5,000 are
considered small dollar purchases and a check request or credit card is the
preferable method of payment. Purchases greater than $5,000 should be processed
using a Check Request form.

Purchase Orders. Purchases greater than or equal to $10,000 must use a
purchase order form unless it is a reoccurring payment that has previously been
authorized. i.e. health insurance
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3. Purchase Orders

e Purchase orders are discretionary except in the following instances.
a. Ifavendor requires a purchase order for an ASI transaction.
b. For purchases equal to or greater than $10,000.

e Purchase Order Authorization.

a. Purchase order requests for less than or equal to $5,000 are authorized
by the Department Director.

b. Purchase order requests greater than $5,000 but less than $10,000 are
authorized by the Director of Finance and Administration (DFA) and
Department Director.

c. Purchase order requests greater than or equal to $10,000 are
authorized by the Department Director, DFA and Executive Director

4. Credit Memorandums. The originating department must approve a credit
memorandum. The original purchase order number should be referenced if a purchase
order has been issued.

5. Requests for Proposal/Bid (RFP).

e Departments that intend to make purchases of $25,000 or more must first secure
three (3) telephone or written proposals or bids. The bids need to contain the
following for each vendor: the company name, the date of contact, address,
telephone number, the name of the person providing the quote, the
service/product description, and total price including tax and shipment. Any other
information pertinent to final vendor selection should also be stated.

e Competitive bid purchases and/or contracts should be awarded to the lowest
bidder. In special circumstances, with the Executive Director's or Director of
Finance’s approval, it is possible to purchase items or services from a vendor
other than the lowest bidder for reasons such as sole source, better quality,
timeliness, special features, integration with existing systems, etc. Reasons for
exception to award of low bid must be submitted with the purchase requisition. In
these instances, the (3) bids must also accompany the purchasing documents when
submitted to Accounts Payable.

e Associated Students may elect to purchase selected items through State Contracts.
In such instances, bids are not required. In all such circumstances, the
Department Director is to review the planned purchase with the Executive
Director or Director of Finance prior to purchase.

6. Sole Source Purchases. There may be an occasion when it is practical to provide only

one source for a purchase. This is known as a sole source purchase. There are three
types of sole source: 1) Sole Brand: a specific item is needed, so the item is sole sourced,
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but more than one vendor can provide the item and therefore it is bid; 2) Sole Source:
there is no other vendor which can provide a item which will suffice. 3) Contract Sole
Source: there is no other contractor who can provide the needed service. The following is
a partial list of circumstances where a sole source purchase may be justified.

a. If the item requested is part of a system already in use and other brands will not
functionally integrate.

b. Ifitis considered practical to purchase a particular brand or make because other
brands would not be compatible with existing equipment already in use in the
department.

c. If there is only one known source for a specialized piece of equipment or material
required

d. If there is only one contractor who can provide the service

If one of these cases fits your situation a sole source justification must be submitted with
your documents. If your justification for sole source is approved, bids will be solicited
only for the particular item. The following information needs to be addressed when
submitting a justification.

e The unique performance factors of the product/vendor specified.

e Why these unique factors are required.

e What other products/vendors have been evaluated and the reason(s) for rejection.

Splitting of Orders Splitting of purchase orders to avoid the bidding requirements is
not permitted. It is prohibited under any circumstance to circumvent these procedures by
splitting purchases into a series of two or more requisitions or invoices. Persons or
departments ordering merchandise through any other means may be held personally
responsible for the payment of those items ordered.
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8. Operational Advances

a. Operational Advance: A cash advance is used to provide operating funds to
authorized ASI employees, clubs, and DOC eligible grants. Such advances are
designed to assist the managers or other authorized user in those cases where exact
amounts and types of expenditures cannot be predicted fairly, and where a local
disbursing function is essential to the project, as in the case of some remote location.

b. One-Time Advance: Used to request funds for a relatively short period of time.
Multiple one-time advances may be allowed for the same individual or group if
approved. Normally, an outstanding one-time advance must be settled before another
advance will be reviewed or approved.

c. Settling Operational Advances: The advance should be settled within thirty days of
the conclusion of the time during which funds were needed. If the period in which
the advance is used extends longer than sixty days, partial settlements should be made
to report actual expenditures every thirty days. A Check Request with an expense
summary record and original receipts must be maintained and attached to support the
expenditures. At the time of settlement of the operational advance, any expenditure
disallowed by ASI will result in the individual or club/organization being held
personally liable. All advances must be settled prior to the end of the semester in
which the funds were received.

d. The use of operational advance funds is subject to audit, and therefore, the individual
who spends these funds is responsible for the proper disbursement of the funds,
receipting, and record keeping according to ASI requirements.

9. Accounting and Reporting. Payments and any adjustment to payments will result in an
entry to the accounting system. The payment will appear on the departments monthly
Detail Trial Balance. Departments should review their monthly reports to ensure that the
entries are for their department and the amounts are reasonable. Errors made in the
payment process will be handled by Accounts Payable. Departments are responsible for
identifying any errors and initiating corrective action (RFAA).
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Accounts Receivable
Adopted:

General Statement

The wide variety of receivables generated by the various activities of ASI results in
numerous individual accounts. In order to effect early conversion of these receivables to
cash and minimize losses, ASI must maintain a diligent program for managing
receivables. The management function consists of invoicing accounts, effecting
collection, and analyzing outstanding accounts (aging).

Guidelines and Procedures

The ASI Business Office will be responsible for generating invoices for all ASI activities
except the Children’s Center.

1. Invoicing. Prompt invoicing for reimbursement of expenses or fees arising from
services provided under various agreements is essential for effective management
of receivables. Information must be maintained on the status of all uninvoiced
accounts to insure that actions necessary for the preparation of the “Request to
Invoice” form have been taken as required so that the invoice may be issued as
expeditiously as possible.

2. Collection. Collection of receivables is primarily a responsibility of the ASI
Business Office. Amounts not collected through departmental and Business
Office routine follow-up, may be referred to collection agencies for further
collection effort.

a. Analysis. Adequate information concerning the age of outstanding
invoices is essential for proper overall control of accounts receivable and
related reserves for bad debts; therefore:

b. Aging information must be collected, maintained, reported, and acted
upon in a standardized and consistent manner.

c. Invoices must be collected as expeditiously as possible, but the cost of
collection must not be allowed to exceed the expected revenue.

3. Provision for Bad Debts. In order that realized revenue will be reflected properly,

bad debts must be regularly recognized in ASI accounts. ASI will establish and
maintain a reserve for bad debts with annual charges against operating revenue.
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ASSOCIATED STUDENTS, Sacramento State: POLICIES

Bank Account(s)
Adopted:

General Statement

The Associated Students (ASI) shall authorize the ASI Executive Director, in
consultation with ASI’s Director or Finance, to select the appropriate banking, Savings
and Loans Institutions, and/or money market accounts in order to conduct normal
business operations and to be the depository of funds for the corporation.

Guidelines and Procedure

A. Any or all banking, savings and loan institutions, and money market accounts
which are now or may be selected by the ASI Executive Director to act as a
designated depository for the funds of this corporation and be it hereby
requested, authorized and directed to honor all checks, drafts, or other orders
for the payment of money drawn in this corporation’s name on it’s checking
and savings accounts including those drawn to specific individuals whose
names appear thereon as signer, or signers thereof when bearing or purporting
to bare printed signatures.

B. Designated signatures reflected below are authorized as corporate officers to
withdraw funds. A signature from among the following officers is required:
1. Executive Director, ASI
2. Director of Finance and Administration, ASI
3. Associate Vice-President of Finance, CSUS
4. Vice-President for Student Affairs, CSUS

C. Two signatures, one of the signatures must be original (handwritten), from the
above list are required for the payment of money for amounts greater than or
equal to Ten Thousand Dollars ($10,000).

D. Printed signatures shall only be utilized for amounts less than Ten Thousand
Dollars ($10,000).

E. CHECK STOCK: ASI and University Union check stocks are maintained in
ASI Accounting. The check stocks are secured and controlled behind a key
card controlled office, and within two locking safes. When stock is low, ASI
will order new supplies. Upon receipt, ASI verifies the quantity and the
accuracy of the check print.
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F. STOP PAYMENTS: Stop payments may occasionally be requested. To
implement, ASI notifies bank to place stop payment. The bank will assess a
per check stop payment fee.

G. VOID CHECKS: Checks are voided for a variety of reasons such as stale
dated, wrong amount, etc. Original checks must be returned to ASI along
with a written request to void the check. A request to reissue the check can
also be made at this time.

H. LOST CHECKS: Lost checks should be immediately reported to ASI. ASI
staff will record pertinent information and immediately place stop payment on
the checks. Generally, approximately two weeks will elapse before
replacement check is issued to allow for the possibility of late mail delivery of
the original check.

I. UNCLAIMED CHECKS: After ninety (90) days from issuance, unclaimed
checks may be cancelled. Every effort should be made to contact payees.
However, should these efforts be unsuccessful, ASI will cancel said check and
place notation in the payees vendor file for future reference. Should the payee
eventually claim the check, a check requisition must be completed and
circumstances of the reclamation must be provided.

It is the intent of the Board that this policy shall permit and allow adjustments to the
wording of this policy to incorporate or accommodate adjustments in content or language
as may from time to time be required by the selected banking or savings and loan
companies to reflect adjustments form and formats then adopted by the banking industry.

17






ASSOCIATED STUDENTS, Sacramento State: POLICIES

Cash Funds: Establishing and Administration
Adopted:

General Statement

There are two types of operating cash funds: Petty Cash and Change Funds. Petty Cash Funds
may be used to make small purchases which cannot be acquired by any other means. Change
Funds are used by departments which routinely handle cash. Unlike the Petty Cash Fund, a
Change Fund will always have the same amount of cash on hand. This policy outlines: (1) how
Petty Cash and Change Funds are approved, as well as the administrative responsibilities of
those entrusted with cash funds, including (2) use and operation of a Petty Cash Fund, (3) use
and operation of a Change Fund, (4) increasing a fund, (5) fund security, (6) transferring
custodianship, (7) reconciling the account, (8) cash fund audits, (9) what to do in the event of
theft, and (10) closing a fund.

Guidelines and Procedures

A. Limits. Petty Cash and Change Funds will be administered using the following dollar
limits:
» Petty cash is for reimbursement or to make small purchases. Dollar limits of
Petty Cash funds are: Business Office $200.00, all other programs $50.00.
Change Funds are determined by the department manager and the Business
Office’s Accounting Manager.

B. Areas of Responsibility

» The Accounting Manager is responsible for approval and monitoring of both Petty
Cash and Change Funds.

» The custodian or specific employee to whom the Petty Cash or Change Fund is
entrusted is responsible for safeguarding the cash.

» The department director or designee who requests establishment of the fund is
responsible for ensuring that the custodian manages the fund in accordance with
established policies and procedures.

C. Operating Cash Fund Accounts
» Establishing a Fund

1. To establish a fund, a Request for Establishment of a Petty Cash/Change Fund
Account form should be completed by the requesting Program. The request
should include: the purpose of the fund, the amount required, the proposed
custodian’s name, the security facilities available to protect the funds, and the
name of the person designated to approve reimbursement. The form must be
signed by the proposed custodian as payee and must be approved for payment
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by the unit head or designee. The completed form must be sent to the
Business Office.

If the request is approved by the Accounting Manager, the Business Office
will enter the transaction into the financial information system in order to
generate a check payable to the new custodian.

Petty Cash Funds will be maintained in the form of a cash fund. No revenues
or donations may be deposited to such an account.

» Use and Operation of Petty Cash Fund

1.

3.

Purpose: The purpose of a Petty Cash Fund is to provide for occasional
purchases of low value goods and services which cannot be accommodated
through other purchasing procedures: Petty cash may not be used for:

- payroll payments

- services of an independent contractor

- inventorial equipment

- restricted goods and services such as: firearms, explosives, ethyl alcohol,
controlled substances, hazardous materials, unapproved caterers, leases and
rentals of vehicles and equipment

- entertainment expense

- liquor

- travel expenses (except parking charges, where these are the only expenses
being claimed).

- parking/driving citations

- other personal obligations

Documentation: All expenditures from the Petty Cash Fund must be
documented by a receipt showing the date, name of vendor, item(s) purchased,
unit price, total cost, positive evidence that payment was made (i.e., cash
register receipt or manual receipt marked “paid”), and the signature of the
purchaser indicating receipt of goods or services. These receipts should be
retained with the fund until they are submitted for reimbursement.

Advances: In cases where it would create a hardship for the purchaser to
advance personal funds for the initial purchase, the custodian may issue a cash
advance to the purchaser, who must complete and sign a Petty Cash Receipt.
The receipt must include the nature and purpose of the proposed purchase and
the estimated cost. The purchaser must sign the form, which will be retained
by the custodian together with the cash fund. The purchaser must provide the
custodian with an acceptable receipt for the purchase, together with any
change remaining from the cash advance. The custodian will attach the
receipt to the petty cash receipt and retain with other petty cash receipts for
later reimbursement. No personal loans may be made from a cash fund.

Reimbursement of Fund: The fund custodian will request reimbursements as
needed. A Petty Cash Fund may be reimbursed as often as necessary, but it
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should be reimbursed at least monthly if cumulative expenditures exceeds
50% of the total Petty Cash allowed and it must always be reimbursed at fiscal
year end. To obtain reimbursement, the originating office should submit an
ASI Check Request form, with all receipts attached, to the Business Office for
verification and approval. The request must be signed by the petty cash
custodian or department manager as payee.

» Use and Operation of Change Fund

1.

The Change Fund must be used strictly in accordance with the purpose for
which the Fund was authorized.

No expenditures are to be made from the fund.

Deposits of income collected will be made with the Business Office’s Cashier
Services at least weekly or whenever collections exceed $500.

Overages and shortages in income are not to be cleared through the Change
Fund, but must be reported to the Business Office at the time of deposit.

The fund custodian must submit a regular report verifying the balance of the
fund to the Accounting Manager. This report is due quarterly.

» Increasing a Fund

1.

If the department determines that the amount of the Petty Cash or Change
Fund needs to be increased, a memo requesting the increase should be
completed, including the amount of the increase and the reason it is needed.
The form should then be signed by the fund custodian and the department
manager and sent to the Business Office.

If the Accounting Manager approves the increase, the Business Office will
prepare a check request to generate a check payable to the fund custodian.

» Fund Security
Cash funds are particularly susceptible to theft, and it is the personal
responsibility of each fund custodian to take all reasonable precautions to
safeguard the cash under his/her care. In particular, the following procedures
should be followed:

1.
2.
3.

Each fund must be kept intact and not commingled with other funds.
When not in use, the fund must be kept in a locked compartment. If possible,

the fund should be moved to a more secure, less accessible location at night
and on weekends.
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» Transferring Custodianship
If the responsibility for an account is to be transferred to a new custodian, a
Request to Change Custodianship of a Petty Cash/Change Fund Account should
be completed and sent to the Business Office. The new custodian must confirm
that the fund is intact, prior to assuming responsibility. Once the transfer is
approved by the Accounting Manager of the Business Office, accounting records
will be changed to reflect the new custodian.

» Reconciling the Account
A report verifying the balance of the fund must be submitted quarterly to the

Accounting Manager.

1. Only the custodian may have access to the fund. Custodians of Change
Funds will reconcile the Change Fund to verify that the total amount of
the fund is still in their possession.

2. Custodians of Petty Cash Funds will reconcile the Petty Cash Fund to
verify that their total cash, plus receipts, plus any outstanding
reimbursements requested equals the total amount of the fund.

» Cash Fund Audits
Periodic audits of the fund and methods of operation will be made by the ASI
Director of Finance and internal/external auditors. Auditors will show
identification before the fund is relinquished for audit. The custodian will be
present during the audit and will take care to observe the process since he/she will
be asked to sign the audit report to certify the findings and acknowledge return of
all funds and associated receipts.

> In the Event of Theft
In the event of theft, the department manager should take the following steps:

1. Notify the University Police and ASI Director of Finance immediately.

2. Send a memo to the Accounting Manager including the following
information:
- type of fund (petty cash or change fund)
- estimated date and hour of theft
- amount of theft
- circumstances involved
- case number assigned by campus police
- preventive measures being taken to prevent a future recurrence

3. Submit an ASI Check Request to the Accounting Manager of the Business
Office, indicating the account number to be charged for the missing amount,
for verification and approval. All reimbursements of missing funds will be
charged to the unit initially. However, if the theft is due to gross negligence
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on the part of the fund custodian, the department manager may elect to bill the
custodian for the missing funds, after consultation with the Accounting
Manager, Human Resources, Executive Director, and Director of Finance.

» Closing a Fund

1.

If a Petty Cash or Change Fund has been set up to accommodate the needs of a
special event, such as a conference or festival, the fund should be closed as soon
as the event is over. Likewise, funds which will not be needed over the summer
should be closed at the end of the school year and reopened in the fall.

In all cases, if/when the need for a Petty Cash or Change Fund no longer exists,
responsibility for it should be promptly terminated as follows:

- Al cash should be returned to the Business Office Cashier.

- Call the Accounting Manager (ext. 86277) to obtain the proper account code to
be credited.

- Take the cash to the Cashier with the account number to be credited and obtain a
receipt.

- When the fund is returned to the Cashier, forward the receipt (or copy of it) to
the Accounting Manager. This is imperative if the custodian’s name is to be
removed from the Business Office records and files.

- If it is a Petty Cash Fund and there are receipts which need to be submitted to
clear all or part of the fund, submit the receipts to the Business Office with a
“Request to Close Petty Cash Fund” filled out.

- Attach the cashier’s receipt for any cash which may have been returned (or
reference the receipt number to indicate that the deposit has been made).
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