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Please Note

· WSA Treasurer: Vanessa De La Ossa: vanessa.delaossa@nyu.edu
· OSE Events Administrator: scott.sowell@nyu.edu
· Only the Treasurers of an organization can submit expense reimbursement forms to the WSA Treasurer.  The organization’s Treasurer will submit reimbursements on behalf of any member of an organization.
· Students may only be reimbursed for amounts up to $100 per student, per event. Any expense or purchase exceeding $100 must be discussed with Scott Sowell in the Office of Special Events (OSE), scott.sowell@nyu.edu.
· Only members of student groups can be reimbursed for student group related expenses.  Non-U.S. citizens should not spend monies on behalf of student groups due to extensive home country income tax laws applicable to reimbursements.
Process for Reimbursing Students

a) All student reimbursements will be processed on the “Student Expense Reimbursement Form” EXP 2000S.  You can find a PDF writable version of this form here, and HAND WRITTEN FORMS WILL NOT BE ACCEPTED:
http://www.nyu.edu/financial.services/cdv/pdf/EXP2000S-0911.pdf
b) Students requesting reimbursement must complete this form in full, and submit completed form and original valid receipts to the student group Treasurer (see page 3 for valid receipt guidelines).    
c) For credit card or check reimbursements, the student payee must also include a copy of their credit card or bank statement with the valid original receipts and reimbursement form.
d) Each student group Treasurer will review forms for accuracy, validity of receipt/expense, as well as availability of funds.   The Treasurer must then “approve” each request by signing and dating each original form at the bottom left-hand area of the page, below the form grid. WSA expects that each student group track expenses and manage their budget.

e) Treasurers then submit the signed original reimbursement/payment form along with the original receipts (neatly taped to an 8.5”x11” sheet(s) of white copy paper) and a photocopy of both the form & receipt page(s) in a sealed envelope to the box outside of the WSA Office Rm. 3103 on the 3rd Fl. of Puck labeled “Forms for Vanessa”
a. It is recommended that Treasurers make an additional copy of the reimbursement/payment forms and receipts for the group’s own records before submitting the originals. 

f) Vanessa will review the forms and reconcile the expenses with each group’s budget and the Contingency Fund Requests, and submit the completed forms to OSE for approval and submission to NYU’s Account’s Payable Office (AP). 

g) Once submitted to AP, the payee can expect a mailed payment within 30-60 days. 

Completing The Student Reimbursement Form (See Sample 1, Pg. 29)

Please note on Sample 1 that all highlighted information is always the same.

· In the Payee Information section, the Payee is the student requesting reimbursement. 

· Complete this section with the payee’s personal information, including the mailing address to which the reimbursement check will be mailed.

· In section #4, put “Wagner Events”.

· In section #5, enter your NYU Student ID N-number

· In section #6 “Contact Person”, put the name “Scott Sowell” and the number      x8-7484.

· Do not check the “Cash Reimbursement” box.
· In the Expense/Account Details section:

· In the “Expense Type” put a one word description of the expense (i.e. “Gift”).

· In the “Amount” field, insert the amount of the expense.

· In the “Account” field, put the appropriate code from the following list:

	Alcoholic Beverages
	65183

	Awards, Prizes and Gifts
	65140

	Campus Media Costs
	63108

	Consulting Expense/ Professional Services
	60455

	Convention Registration
	65170

	Dinner & Meeting Expense
	65182

	Duplicating & Printing
	63109

	Music & Flowers
	63296

	Office Supplies
	63110

	Photo Bureau Requests
	65115

	Postage
	63120

	Space Rental
	65310

	Travel Local (Taxi, Bus, Subway, etc.)
	65550


· In the “Fund” field, put “10”.

· In the “Org/Dept”, put “45190”.

· In the “Program” field:

· For funding from the organization’s discretionary budget, put “SC020”.

· These funds cannot be used for Alcoholic Beverages (Account #65183).

· For funding from the Contingency Fund, put “M5010”

· All contingency funding needs to be preapproved through the WSA Contingency Fund Request Process.

· Leave the “Project” field blank.

· Add up the expenses in the “Amount” field.

· Write the total amount of the reimbursement in words in Field #11.

· In Field #11, include a description of the expense in the following format:

· [Date of Event/Expense], [Organization Name], [Name of Event], 

· Ex. “9/10/11, IPSA Kick-Off Meeting Catering.”

·  In the “Signatures/Approvals” section, 

· The “Signature of the Payee”, the “Email Address of the Payee”, and the “Tel. Number” fields are that of the student requesting reimbursement. 

· In the “Name of Approver” field, put the name “Michaella Holden”.  Leave the “Signature of Approver” field blank. 

· Leave the “Payee Authorizing Another Person to Pick Up Petty Cash” field blank.

· Leave “Name of Person to Pick Up Petty Cash” field blank.

· Beneath this section, the Treasurer should sign and date the form indicating his/her approval of the submitted expense.

Valid Receipts

All reimbursements must be accompanied by a valid receipt.  A valid receipt, as defined by New York University Student Council Budget Manual is:

1. Original receipts. 

2. Receipt must have store name and address. Students may write this in if it is not pre-printed on the receipt.

3. Receipts must be itemized indicating what was purchased.  Receipts that are not itemized can not be processed.
4. Receipts should be neatly taped to an 8.5”x11” sheet(s) of white copy paper, and paper clipped to the back of the reimbursement form.

You can find the New York University Student Council Budget Manual here:
http://www.nyu.edu/student.affairs/student.council/pdf/0708council.pdf 
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or Accounts Payable Use Only
STUDENT EXPENSE REIMBURSEMENT FORM

(LAST REVISED JUNE 2009)

This form is to be used by NYU students only to request reimbursement for university business expenses.

Do not check here
NYU will not process requests for expenses that are deemed nonpermissible/nonreimbursable by the University.

Fgr guidance, refer to the Business Expenses Policy and Expense Reimbursement Policy of the University (www.nyw.edw/financial.services/cdv/policies).
If reimbursement is for travel, attach Form EXP2000T (reimbursement request for each trip must be submitted on a separate Form EXP2000T).
If reimbursement is for meals during business meetings or events, attach Form EXP2000M.
Otherwise, complete Box 11.

CASH RERMBURSEMENT:
Mark box-iftotal-expe $150.00-0r) dyou-want reimb ok Foreashsenib t-take-the-form-to-the-Bursar’s Off
PAYEE INFORMATION
1. PAYEE’S FULL NAME (FIRST NAME, MIDDLE INITIAL, LAST NAME) For Accounts Payable Use Only
John Violet VENDOR NUMBER:
2. HOME ADDRESS
222 West Broadway, Apt 25 All requested info 5. UNIVERSITY ID NUMBER:
New York, NY 10003 P :
’ highlighted in N 12345679
yellow staysthe || ——~~————7™
3. ALTERNATE MAILING ADDRESS (IF APPLICABLE) same
4. DEPARTMENT TO BE CHARGED 6. CONTAQT PERSON (IF OTHER THAN PAYEE) AND TEL. NUMBER
EXPENSE/ACCOUNT DETAILS
V9. CHARTFIELD
7. EXPENSE TYPE 8. AMOUNT TAX CODE
ACCOUNT Fusp|  oRGDEPT | PROGRAM PROJECT
Catering b 5500 [6,5,1,8)2 M50 10| | | | |
Cab 10,00 6‘5‘5|5|0 S\C|O|2|0 |
I I | [ I I I I
I | [ I I
I | I [ | A |
LI 11 | LI 11 | 11| |
TOTAL EXPENSES: s 65i00

10. TOTAL AMOUNT OF REIMBURSEMENT (IN WORDS)
Sixty five dollars
11. DESCRIPTION AND BUSINESS PURPOSE OF EXPENSE/S

1. 9/25/2009 WSA Kick-Off Event Catering 2. 9/25/2010 WSA Kick-off Event Cab Ride

12. SIGNATURES/APPROVALS: I, the Payee, certify that the charges reported here are correct and that I am not claiming reimbursement from other
sources for the same.

SIGNATURE OF PAYEE EMAIL ADDRESS OF PAYEE TEL. NUMBER DATE
jv1234@nyu.edu 917-555-5555 9/30/2010
NAME OF APPROVER SIGNATURE OF APPROVER DATE

SIGNATURE OF PAYEE TO PICK UP PETTY CASH (T0 be signed in the presence of the teller or department petty cash fund custodian at time of pick-up.)

For additional forms and instructions, see the Controller's Division Web site (www.nyu.edw/financial services/cdy).
? Clear Form
Treasurer signs and dates here





Payment to Vendors

For situations when a group has used a vendor for an expense or service, the request to pay said vendor will be submitted using the "Business Payment Form".  In these circumstances, while no member of any organization has spent any of their own personal money, the Treasurer still needs to complete this form. You can find a writable version of this form here:

http://www.nyu.edu/financial.services/cdv/pdf/bus5000-0312.pdf
HAND WRITTEN FORMS WILL NOT BE ACCEPTED.

Please Note:
* OSE provides student group treasurers (only) with a special list of vendors with whom we have set up NYU Wagner direct charge accounts, which allows you to make arrangements for your events/meetings without needing to pay the vendor later or lay out personal monies. Please use the vendors from this list rather than set up new accounts, personally pay for items, or engender charges for services rendered.  

* Certain NYU internal vendors don't require payment, including most importantly the Kimmel Center. Instead, these vendors directly bill the proper NYU account number.  In these cases, the proper account number is essential.  If you are reserving space or ordering any services from Kimmel (Catering, AV), please be sure that Vanessa is copied in all correspondence 
vanessa.delaossa@nyu.edu. 

Completing the Business Payment Form (BP) (See Sample 2, Pg. 32)

(Please note on Sample 2 that all highlighted information is always the same)

· In the Payee Information section, the Payee is the Vendor.

· In sections #1, #2, and #3, put the information for the vendor in these fields. Please provide the complete business name of the Vendor, including suffixes such as “Inc.” “Ltd.” etc. 

· In section #4, put “Wagner Events”.

· In sections #5 and #6, DO NOT check the “Yes” buttons.

· In the Expense/Account Details section:

· In the “Invoice Number” field, insert the Vendor’s invoice number.

· All submitted BP forms must have an accompanied Invoice and number—AP cannot pay bills without INVOICE written on the bill.

· In the “Dept Process Date” field, put the date of the event.

· In the “Amount” field, insert the amount of the expense.

· In the “Account” field, put the appropriate code from the following list:

	Alcoholic Beverages
	65183

	Awards, Prizes and Gifts
	65140

	Campus Media Costs
	63108

	Consulting Expense/ Professional Services
	60455

	Convention Registration
	65170

	Dinner & Meeting Expense
	65182

	Duplicating & Printing
	63109

	Music & Flowers
	63296

	Office Supplies
	63110

	Photo Bureau Requests
	65115

	Postage
	63120

	Space Rental
	65310

	Travel Local (Taxi, Bus, Subway, etc.)
	65550


· In the “Fund” field, put “10”.

· In the “Org/Dept”, put “45190”.

· In the “Program” field:

· For funding from the organization’s discretionary budget, put “SC020”.

· For funding from the Contingency Fund, put “M5010”

· All discretionary funding needed to be preapproved through the Contingency Fund Request Process 

· Leave the “Project” field blank.

· Add up the expenses in the “Amount” Field

· Write the total amount of the reimbursement in words in Field #11.

· In Field #12, include a description of the expense in the following format:

· [Date of Event/Expense], [Organization Name], [Name of Event], [Additional Descriptive Information]

· Ex. “9/13/11, IPSA Kick-Off Meeting Catering.”

·  In the “Signatures/Approvals” section, 

· The contact person is the Treasurer.  Insert the name, email address, and telephone number of the Treasurer in the respective fields.

· In the “Name of Approver” field, put the name “Michaella Holden”.  Leave the “Signature of Approver” field blank.

Questions?

Should you have any questions on the above instructions, please first contact Vanessa De La Ossa: vanessa.delaossa@nyu.edu
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NEW YORK UNIVERSITY RSO
BUSINESS PAYMENT FORM :

(LAST REVISED January 2006)

When a Purchase Order is not required, use this form to arrange for payment to a business entity with a Federal Tax I.D. number.
(Refer to the Purchasing Web site www.nyu.edu/purchasing.services or the Controller's Division Web site www.nyu.cedu/cdy
Sfor further information.)

Do not check here

PAYEE INFORMATION
1. FULL BUSINESS NAME (INCLUDE INC., CORP., LTD., ETC.) For Accounts Payable Use Only /
All Service Caterers, Inc. - VENDOR NUMBER
All requested info
highlighted here in b
2. ADDRESS 5. ENCLOSURE-TO-BEMAILEDWITH
yellow stays the el o |
%%%5$ZQY?\1Y 10003 same (Extra copy of invoice must be attached.)
\ 6.—HOLD-FOR PIEK-EP?
3. FEDERAL TAX ID NUMBER 4. DEPARTMENT TO BE CHARGED (For extra ordinary circumstances only-} YES
Print name and telephone number.)
EXPENSE/ACCOUNT DETAILS
7. INVOICE NUMBER \ 10. CHARTFIELD
(upto 12 char.) OR | 8.INVOICE DATE
DESCRIPTION (6 | OR DEPARTMENT \1/ TAX
char/digits) & PROCESSDATE % AMOUNT ACCOUNT FUND|  ORG/DEPT PROGRAM PROJECT CODE
SERVICE DATE
(SEE INSTRUCTIONS)
25079 9 1302009 329150 6151118)2 [
[ ’ TR [
[ I | I -
[ I B [ |
[ I I | |
[ Y I
L1 I I [
[ I N |
(I I -
TOTAL AMOUNT 5 32950
11. TOTAL AMOUNT REQUESTED (IN WORDS)
Three hundred twenty nine dollars and fifty cents
12. DESCRIBE FULLY THE NATURE OF THE PAYMENT (Description will not appear on the check)
9/25/2010 WSA Kick-Off Event Catering
13. SIGNATURES/APPROVALS
CONTACT PERSON CONTACT PERSON’S EMAIL ADDRESS TEL. NUMBER DATE
John Violet jv215@nyu.edu (917) 555-5555 9/30/10
NAME OF APPROVER SIGNATURE OF APPROVER TEL. NUMBER DATE

For additional forms and instructions, see Controller’s Division Web site (www.nyu.edw/cdv).

Treasurer signs and dates here





Scott Sowell x8-7522





x8-7522





Michaella Holden





x8-7522





Michaella Holden
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