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ASUW Business Office

Department 3625

1000 E. University

Wyoming Union Room 020

Laramie, WY  82071

(307) 766-5216

Dear University of Wyoming Organizations,
Below are a few accounting procedures that will be helpful when you need to make purchases with University dollars.
When needing to make a purchase, please keep in mind:
**ANYTHING EXPENSE RELATED TO THE UNIVERSITY, PLEASE HOLD ON TO ALL OF YOUR ITEMIZED RECIEPTS AND BRING THEM TO THE ASUW OFFICE ASAP!!**

&

** All budget expenses need to be finalized within 30 days of your event**

EVENT PLANNING
· There are many event planning resources on campus.  An interactive guide can be found at: http://www.uwyo.edu/union/files/cac/rso-support/docs/Yearly_Updates/Complex_Event_Planning_Guide.pdf
FINANCIAL GUIDELINES
· MOST IMPORTANT: before you start making purchases, verify that you have an approved budget 
· It’s easiest for all of us if you draw up an ‘anticipated budget’ (with vendors and amounts considered – see Event Budget Worksheet at http://www.uwyo.edu/asuw/_files/Forms_Finance_RSO Info/RSO Event Budget Worksheet.xlsx) and bring it into the ASUW office so we can talk about the logistics of drawing up vouchers, issuing credit cards to make purchases, and your funding sources.  
· Do not commit to spending more than $900.00 without prior approval from ASUW

· Contract agreements with Performers/Guest Speakers need to be started ASAP (this process takes a few weeks). To start this processes please go to the Campus Activity Center (Wyoming Union rm 012, 766-6340)
· Awards/gifts/prizes – can only be given to students, community members, or guests of UW.  They cannot be given to UW employees or Faculty (a form is required to be filled out with W#’s).  Students who are also employees of UW are considered a student, and therefore eligible to win. GIVING GIFT CARDS IS ALLOWED, BUT THERE ARE MANY RULES TO PURCHASING GIFT CARDS, SO PLEASE TALK TO THE ASUW ACCOUNTANT ASAP ABOUT THE PROCESS (BEFORE YOU PURCHASE THE GIFT CARDS).  
· IF YOU WANT TO GIVE A MONETARY GIFT PLEASE TALK TO THE ASUW OFFICE ABOUT THE PROCESS IMMEDIATELY.  Tangible items (i.e.: UW shirt, Flash drive, portfolio, etc) are recommended gifts and awards at events.
· Again, in order to issue payment for any expenses we need the itemized receipts, not the non-itemized credit card slip.
· Tips – please make sure to tip your delivery person/ server.  The maximum tip amount cannot be more than 18% of the total bill (for pizza ~.50 box).
· Personal expenses (including a bottle of water, pack of gum), Alcohol, and tobacco is never an allowed expense on UW money
· If a vendor denies you use of the Pcard, you may have to use your own funds to make the purchase (and get reimbursed a month later)

· All purchases made with the UW Pcard are tax exempt.  Please ask for a copy of the UW tax exempt certificate from the ASUW Accountant,  and notify your vendor BEFORE they ring up your supplies

· Misuse of University Money (including credit cards) may result in a hold on student accounts, being referred to Collections,  and  potentially the Dean of Students Office.

MAKING PURCHASES
· Online purchases can ONLY be made by coming to the ASUW office.  Please load your online ‘cart’ in advance, then come into the office and we’ll put the purchase on an ASUW credit card.

· Credit card purchases – ASUW can preload a credit card (based on the amount of money needed to make your purchases).  There are lots of UW regulations regarding the credit card check out process, so please read the form completely before requesting a credit card for expenses.  The form needs to be turned in to ASUW FIVE days before you need the card.  The checkout form can be found at: www.uwyo.edu/asuw/_files/Forms_Finance_RSO%20Info/DeclineBalancePCard_SignOutForm.docx
· For expenses that CAN’T be made on a credit card, please find the ‘Voucher Request Form’ at http://www.uwyo.edu/asuw/_files/docs/business office/VOUCHER_REQUEST_SHEET.docx or pick a form up in the ASUW office.  

· **ASUW needs the voucher request form turned into the ASUW office at least two days before you need to pick up the voucher**

· Travel expenses (including flight, hotel, or gas) are NOT allowed on the Pcard. For speaker/travel arrangements work with the ASUW Business Office
REIMUBRSEMENTS: 
· MOST IMPORTANT:  before you start making purchases, verify that you have an approved budget
· If you have to make a purchase, ASUW can most often reimburse you for that expense.  However, keep in mind:

· You must fill out a “Reimbursement form”  (purple form) in the ASUW office, or online at http://www.uwyo.edu/asuw/_files/RSO Funding Brd/REIMBURESMENT_SHEET.docx
· In order to issue payment for any expenses ASUW needs the itemized receipts within 30 days of your event
· Reimbursements take a month to process and get a check back
MISCELLANEOUS INFO:

· If you need to seek donations outside of UW let ASUW know immediately. We can walk you through that process.
· If you’re asking for donations from UW departments, include the department donation form found on the ASUW website at http://www.uwyo.edu/asuw/_files/docs/DepartmentalDonationForm.docx
· If you receive departmental donations:
· Make sure to acknowledge their contribution on all of your promotional material, at the event and in a letter (thank you card) after the event
· The University only allows pre-approved caterers on campus.  For the list of caterers, please see Union/Procurement Approved Catering list at www.uwyo.edu/procurement/catering-information/index.html .  If you want a restaurant to cater your event that isn’t on this list, we can get them on the list but it takes a lot of advance notice and paperwork

· Buying groceries from local stores and serving it at your event is often times not allowed.  Please check with the Union Events Office in this case.

· Most motels in Laramie provide a “University Rate”.  Please provide ASUW’s Accountant with the pertinent details of your reservation and they can reserve you a room for you.  The room would be purchase on the ASUW credit card.
Feel free to contact ASUW’s Accountant if you have any questions.  
Thank you,

Kristy Isaak

UW - ASUW Accountant
Wyoming Union 020
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