



College Community Services Inc., (CCSI) is the main banking center for all organizations on campus.  All organizational monies are deposited and withdrawn through the CCSI office.   C.C.S.I. is charged by SGA with ensuring that all funded organizations follow SGA policies and procedures.  C.C.S.I is the fiduciary for numerous non funded M.U. organizations.  As an affiliate organization to M.U., all M.U. regulations and policies will be followed in conjunction with those enacted by SGA. 
What Accounting Services does CCSI provide?

· Banking Services - Deposits, check writing, account statements & reconciliation help.

· Purchasing - Purchase Requests & Purchase Orders

· Check Requests -  Reimbursement Requests & Vendor Requests

· Contract  Services - Vendor Contract approval & payment 

All necessary forms can be found at:

http://www2.mansfield.edu/student-affairs/ccsi.cfm
DEPOSITS:

All Deposits shall be verified by the treasurer of the organization and brought to the CCSI office.  All deposits will be verified again by CCSI personnel in the presence of the treasurer/depositor. Large deposits need to be wrapped.  Wrappers and straps may be requested prior to deposit.   CCSI will refuse deposits that require wrapped or strapped, until all monies are strapped and coins wrapped. 
PAYMENT REQUESTS
Payment requests are used to process payment of bills. When submitting a Payment Request, make sure you have included the following;

· Original Signatures of Treasurer and Advisor. 

· No copied  Advisor signatures will be accepted
· Original Invoice or Receipt. No statements or copies of invoices will be honored.

· All original receipts must be itemized (must clearly show exactly what was purchased). (please refer to acceptable receipts policy)
· Original Contract- Refer to the Service Contracts section for specifics.

· W-9 completed electronically printed off and signed. (This needs to be filled out by entertainers, referees, game workers, and individuals or anyone providing a service)

Reimbursements are accepted up to 30 days after purchase date. All paper work must be completed and original receipts must be attached. 

Checks will be cut on Friday of each week. Requests must be turned in by 3pm on Tuesday to make Friday’s check run.  NO same day requests will be granted. If Requests are received after Tuesday @ 3pm they will be issued in the following Fridays check run. PLEASE PLAN ACCORDINGLY!
Checks will not be written for any organization that carries a negative balance.

Service Contracts, (ie, Entertainers, Performers, Speakers etc.) 

All Contracts must be submitted to the C.C.S.I office at least 2 weeks prior to event. Current Students of Mansfield University who perform a service will be paid through payroll. Employees of Mansfield University who perform a service will be paid from M.U. through dual employment, and C.C.S.I. will reimburse through M.U. miscellaneous billing.
Only the fiscal technician or Executive Director of C.C.S.I. is permitted to enter into a contract for a student organization with a vendor, entertainment agency, government agency or any other public or private organization.   Any contract that is signed by anyone other than those authorized by C.C.S.I. will not be paid. All contracts need to be written to C.C.S.I., not Mansfield University. Contracts written to Mansfield University will not be signed by C.C.S.I. and will need to go through M.U. purchasing.  All contracts require a completed Event Checklist and Request for Payment.
Requests that are turned in after the fact may not be paid and will be the responsibility of the organization or the individuals who authorized the service. 

CASH ADVANCE 
Cash advances are available when it is not possible to expend the money from personal funds or when an invoice is not available. Receipts and remaining money must be returned in 5 days after the travel or program has commenced.. All receipts must be detailed, and have no alcohol purchases.  A reconciliation must be provided and list all receipts and amounts. 

Checks will be cut on Friday of each week. Requests which include a completed Request for Payment form and a Request for Cash Advance form must be turned in by 3pm on Tuesday to make Friday’s check run.  NO same day requests will be granted.
The individual that the cash advance is made payable to will be responsible for repayment of the entire cash advance amount if the money/receipts are not turned within 5 days following travel.  An organization will be frozen for outstanding receipts/monies.
CREDIT CARDS

CCSI Walmart Credit Card - Organizations may request to use the card for programming purchases.  A Payment request payable to “Wal-Mart Card” needs to be completed for the anticipated amount and once approved the card can be picked up and returned to the CCSI office within 24 hours of the event or program. Receipts from purchase must be turned in at that time. 
Credit Card - Organizations may request online purchases using the CCSI credit card. A Payment Request payable to “Credit Card Purchase” should be completed.  All items will be shipped to the CCSI office and personnel will notify the organization that items are available for pick up. 

Print out of items being purchased must be included. It is recommended items be saved to a cart and with the request turn in the appropriate password and sign on information, this ensures correct item purchase.  

However, sometimes the cart does not save so have a detailed printout of items to be purchased.  

Hotels and Airline Purchases require additional paperwork.  
Allow one week processing time, once approved by the Chief Officer for Student Affairs or his/her designee, items are sent for approval on Tuesdays. 
University departments can request a credit card, a direct report and Chief Officer for Student Activities approval is required.  Cards will only be issued after receipt of a completed application and signed acknowledgement of policy and procedure form is received.  See addendum C, for applicable rules and policy.

ORGANIZATION STATEMENTS

Monthly Statements will be issued on the 15th of each month for the prior month. 

Any statement requests made prior to or after this time must complete the request form and allow 3-5 business days for availability. STATEMENTS will not be provided at the time of request. 

OPENING ACCOUNTS – Only M.U. recognized organizations are able to open accounts with C.C.S.I.  S.G.A. recognition may be necessary depending on the organization. 

SIGNATURE CARDS
Signature Cards need updated at the beginning of each semester and/or when an officer or advisor change takes place.  A new signature card needs to be filled out with current officers and advisor information, even if there has been no change from the last semester.

OTHER FORMS (if needed):

Award/Prize Receipt – for use by organizations whenever they are awarding prizes for contest, competitions, etc. This form requires the recipient’s signature.
Contract for Services – to be used whenever an organization is utilizing the services of any individual/organization (this does not include MU students) who does not provide us with a formal written contract.  They are required to fill out a W-9 as they will receive a 1099 at the end of the year.  i.e., sporting officials, performers, instructors, etc.

Any time a student provides a service they must be paid through payroll.  They are required to fill out a W-4, I-9, EMS tax affidavit, Local EIT, direct deposit form and provide two forms of identification to the CCSI office.  Payroll is paid via direct deposit only.  Applicable taxes will be added to the original voucher amount.  Payroll vouchers need to be completed and turned into the CCSI office the Monday of pay week or they will be processed in the next pay schedule.  Please call ahead for a schedule.

Request for Cash Advance – for use when receipts will not be available until the money is expended.  Receipts are required to be returned to the CCSI office within 5 business days after the travel or program has commenced.   Future transactions will be put on hold until acceptable receipts are received in the CCSI office. 
Travel Expense Form – for use when requesting travel funds.  This form must be filled out in its entirety and be accompanied by a cash advance, if necessary.

Small Games of Chance, (SGOC) – C.C.S.I. holds the only available SGOC license for the Mansfield University community.  An application/request is required for each SGOC.  SGOC is governed by the laws of State of Pennsylvania and the rules and regulations are specific and defined.  A request to hold an SGOC may take up to two weeks for processing.  Any event that has a projected prize of $1000.00 requires a special permit and may be denied because only two such events can be held in a license year.  Please see addendum B for specific rules and regulations.  
Expenses not reimbursable include, but are not limited to;

Alcohol

Drugs

Weapons

Lost or Stolen tickets, cash or personal property

Violations or fines

Personal insurance premiums or deductibles

Costs resulting from failure to cancel transportation or hotel reservations

Penalties or fees for cancellation or change of reservations when the cancellation or change came about from a personal choice or lack of preparation

In-Room Movie Rental

Personal dry cleaning or laundry charges 
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