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XAVIER UNIVERSITY OF LOUISIANA

Student Government Association (SGA) 2007-2008

1 Drexel Drive● New Orleans, LA 70125 ● (504)520-5720● FAX (504)520-7981


TIMELINE GUIDE

1. All Check request must be obtained from Campus Activities in the University Center room 208

2. Check Request must be turned in for processing at least 5 days before the event date or date that the check is needed if less than 150.00.
3. Checks will be made available for pick up by the treasurer, president, or advisor of the class or organizations on Tuesdays and Fridays after 3pm in Student Services located in the UC 305B. 
4. Checks requested over $150.00 must be processed at Fiscal Services. If your check is over $150.00 it will take approximately 10 working days to process, therefore it needs 2 weeks for processing. Vendors must supply Xavier with a Tax I.D.  number and/or Social Security Number along with a current address and telephone number. Checks are payable to the vender ONLY.
ALL TIMELINES ARE SUBJECT TO CHANGE AT THE DISCRETION OF THE SGA TREASURER

CHECK REQUEST PROCESS!

5. Complete the form with the appropriate information, signatures and attachments( i.e. invoices and receipts). FORMS SUBMITTED WITHOUT THE APPROPRIATE SIGNATURES AND ATTACHMENTS WILL NOT BE PROCESSED!
6. If more items are being purchased than spaces on the actual check request and the total amount is under $150.00 a separate invoice must be attached to the request.
7. All check requests for speakers, bands, D.J.’s etc. must identify the performers cost; advertising cost; miscellaneous cost; and expected revenues.
8. Any Contract must be submitted before the allocation of any funds and all contracts must be approved and signed by Campus Activities. No student may agree to verbal or written contracts on behalf of any student organization or the University.
9. If there is uncertainty pertaining to the acceptance of checks by a specific vendor please refer to the XU Vendors Checks List. If vendor has not been previously used by XU, the vendor must submit a W-9 form with the price quote or invoice. You may see me with questions.
OTHER IMPORTANT INFORMATION!

10. DOCUMENT CENTER: Check request for the Document Center must be put in immediately and balance must be maintained by the treasurer
11. PO’S: Ask vendors if they accept a Purchase Order if  the total is over $150.00

12. TURN IN RECEIPTS: ALL Receipts should be turned in immediately; failure to do so may result in a freeze of funds. 
13. SALES: Treasurers or responsible for collecting money and turning it into me when selling items are collecting for events.

Stephanie Curtis, SGA Treasurer

