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Fraternity and Sorority Life Financial Responsibility Procedures
Checking Accounts
The following councils will have checking accounts held at Commerce Bank, and managed by the council’s financial officer and the Assistant Director of Student Engagement for Fraternity and Sorority Life:
· Fraternity and Sorority Leaders of Social Awareness (FSLSA)
· Greek Week Committee
· Interfraternity Council
· National Pan-Hellenic Council
· Order of Omega
· Panhellenic Council
· Phi Sigma Upsilon
· Rho Lambda
The following individuals will be listed on the signature card for all checking accounts, which will be held at Commerce Bank and managed by the council’s financial officer and the Assistant Director of Student Engagement for Fraternity and Sorority Life:
· President 
· Treasurer 
· Graduate Advisor
· Assistant Director of Student Engagement for Fraternity and Sorority Life
· Associate Director for Student Engagement
· Student Advisor (FSLSA, Order of Omega, Phi Sigma Upsilon, and Rho Lambda)
Checks
Checks for each council will be held in the Office of Student Engagement safe. Use of a council check will be requested through the Payment Request Form at least 10 days prior to the date of payment, or at the discretion of the Assistant Director of Student Engagement for Fraternity and Sorority Life. 
All checks will have 2 signatures:
· President, Treasurer, or Greek Week Chair
· Assistant Director of Student Engagement for Fraternity and Sorority Life or Graduate Advisor
Contracts
All contracts and written agreements will be signed by the respective council Financial Officer and the Director of Student Engagement. A copy of all contracts and written agreements will be kept with the council Financial Officer and Assistant Director of Student Engagement for Fraternity and Sorority Life.  
Debit Cards
The following accounts will have debit cards:
· Interfraternity Council
· Panhellenic Council
· National Pan-Hellenic Council
· Greek Week
[bookmark: _GoBack]There will be one debit card in the name of the Assistant Director of Student Engagement for Fraternity and Sorority Life. The debit cards will be placed in the Office of Student Engagement safe.
Use of the council debit card will be through the Fraternity and Sorority Life Payment Request Form at least 10 days prior to the date of payment, or at the discretion of the Assistant Director of Student Engagement. 
Deposits
When council members collect funds, deposits to the council’s bank account should be accompanied by a Deposit Form. The Deposit Form should be submitted to the council’s financial officer within 10 days of the deposit.
Disclosure
The council treasurer will be responsible for reporting to the body what expenses are being made throughout the month and what income is coming in. Additionally, all major purchases should be approved by a council vote. 
Financial Officers
Each council will have a financial officer that is responsible for collecting Payment Request Forms and distributing payments, collecting Reimbursement Request Forms and distributing reimbursements, and making deposits and completing Deposit Forms. The Financial Officer is also responsible the monthly reconciliation of the council bank account with the Assistant Director of Student Engagement for Fraternity and Sorority Life. The Financial Officers will be:
· Fraternity and Sorority Leaders of Social Awareness (FSLSA) – Student Advisor
· Greek Week Committee – Graduate Advisor
· Interfraternity Council – Vice President of Administration
· National Pan-Hellenic Council - Treasurer
· Order of Omega – Student Advisor
· Panhellenic Council – Vice President of Administration
· Phi Sigma Upsilon – Student Advisor
· Rho Lambda – Student Advisor
Monthly Reconciliation 
The council Financial Officer and Assistant Director of Student Engagement for Fraternity and Sorority Life will sit down monthly to reconcile the bank statement. Attached to the bank statement will be all documentation for expenses occurred during that time. Documentation will consist of Payment Request Forms, Reimbursement Request Forms, and Deposit forms with invoices and receipts for each debit and credit on the bank statement. 
Payment Request Form
When council members would like to purchase items for council use, the Payment Request Form should be submitted to the council Financial Officer at least 10 days prior to the date of payment, or at the discretion of the Assistant Director of Student Engagement for Fraternity and Sorority Life. 
Receipts/Invoices
All purchases and reimbursements must have some kind of accompanying documentation or receipt. The council Financial Officer will submit documentation each month to the Assistant Director of Student Engagement for Fraternity and Sorority Life during monthly reconciliation. 
Reimbursement Request Form
When council members make purchases on behalf of the respective council and would like to receive payment back, the Reimbursement Request Form must be submitted to later than 10 days after the date of payment, or at the discretion of the Assistant Director of Student Engagement for Fraternity and Sorority Life. 
Withdrawals
Withdrawals from the bank accounts are strictly prohibited. All payments will be made by check or debit card transaction, and should be accompanied by a Payment Request Form or Reimbursement Request Form.  
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