








The Fiscal Agent of Registered Student Organizations
7KH UROH RI WKH ILVFDO DJHQW LV WR RYHUVHH WKH HQWLUH UHTXHVW DQG EXGJHWDU\ SURFHVV� 7KH ILVFDO DJHQW LV UHVSRQVLEOH IRU
HQVXULQJ WKDW WKH RUJDQL]DWLRQ LV IXOILOOLQJ LWV UHVSRQVLELOLWLHV LQ XWLOL]LQJ VWXGHQW IXQGV� $ ILVFDO DJHQW PXVW�

● 0DLQWDLQ DQ XQGHUVWDQGLQJ RI WKH SROLFLHV DQG SURFHGXUHV UHJDUGLQJ &6$)�IXQGHG JURXSV� DQG DGKHUH
WR WKH &6$) SROLFLHV DQG JXLGHOLQHV DV HVWDEOLVKHG LQ WKH PDQXDO�

● 0HHW ZLWK WKH
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UHTXHVW� ,I D JURXS LV IRXQG WR EH SXUSRVHO\ VWULQJLQJ DQ HYHQW� WKH SUDFWLFH RI PDNLQJ
PXOWLSOH UHTXHVWV WR REWDLQ OLNH LWHPV RU VHUYLFHV� ZLWK WKH ZLOOIXO LQWHQW WR FLUFXPYHQW
WKH SXUFKDVLQJ SROLF\� WKH UHTXHVW ZLOO EH VHQW EDFN�

��� ,Q UHJDUGV WR D PRWLRQ� WKH YRWH ZLOO EH FRXQWHG RQ WKH PDMRULW\ RI WKRVH SUHVHQW� 4XRUXP LV
GHILQHG DV JUHDWHU WKDQ ��� �� RI �� RI WKH DSSRLQWHG &6$) VHDWV�
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http://www.wiu.edu/policies/gifts.php
http://www.wiu.edu/purchasing/typesofpurchases.php


http://www.wiu.edu/business_services/accounting/travguid.php#reimb
http://www.wiu.edu/business_services/forms/travadv.pdf


PXVW UHPDLQ RQ FDPSXV� 2UJDQL]DWLRQV PXVW EH DEOH WR DFFRXQW IRU LQYHQWRU\ LI QHHGHG� DQG
LW LV QRW WR EH GLVWULEXWHG WR LWV PHPEHUV IRU SHUVRQDO XVH� 6RPH RUJDQL]DWLRQV PD\ EH
DOORZHG WR NHHS FORWKLQJ� DV GHWHUPLQHG E\ &6$) RQ D FDVH�E\�FDVH EDVLV�

Budget Deficit Policies:

��� $Q\ &6$)�IXQGHG RUJDQL]DWLRQ ZLWK D QHJDWLYH DFFRXQW EDODQFH DW WKH HQG RI WKH ILVFDO
\HDU �-XQH ��� ZLOO LQFXU D EXGJHW UHGXFWLRQ LQ WKH QHZ ILVFDO \HDU IRU WKH H[DFW DPRXQW LW
HQGHG WKH SUHYLRXV ILVFDO \HDU LQ WKH QHJDWLYH RU RWKHU LPSOLFDWLRQV WR WKH RUJDQL]DWLRQ DV
GHHPHG ILW� 7KH 2)2 LV DYDLODEOH WR ZRUN ZLWK RUJDQL]DWLRQV WKURXJKRXW WKH \HDU WR SUHYHQW
WKLV IURP KDSSHQLQJ E\ PDNLQJ EXGJHW DGMXVWPHQWV�

Note:

∙Exceptions to the above policies and procedures may be made by the Council on Student Activity Funds
based upon the merit of the request.

∙Failure to adhere to any of these policies or procedures by an organization will result in a temporary
suspension of funds or complete removal of funds.



Requesting an Allocation from CSAF
$FFRUGLQJ WR WKH JRDOV DQG SROLFLHV RI &6$)� PRQH\ LV PDGH DYDLODEOH WR WKH RUJDQL]DWLRQV QRW RQ WKH EDVLV RI WKH
RUJDQL]DWLRQ LWVHOI� EXW UDWKHU RQ WKH EDVLV RI WKH W\SH RI SURJUDPV DQG�RU VHUYLFHV WKH RUJDQL]DWLRQ PDNHV
DYDLODEOH WR WKH VWXGHQW ERG\ DQG FDPSXV FRPPXQLW\�

,I WKH RUJDQL]DWLRQ PHHWV WKH HOLJLELOLW\ FULWHULD� WKH\ FDQ ILOO RXW WKH IXQGLQJ UHTXHVW IRUP WKURXJK 3XUSOH 3RVW� 7KH
RUJDQL]DWLRQ LV UHFRPPHQGHG WR SURYLGH D EXGJHW VSUHDGVKHHW WKDW LV SURYLGHG RQ WKH 3XUSOH3RVW IRUP� HVSHFLDOO\ LI WKH
UHTXHVW UHODWHV WR DQ HYHQW WR SURYLGH GHWDLOV RI WKH FRVWV QHFHVVDU\ WR SXW RQ WKH HYHQW� (YHQW IXQGLQJ UHTXHVWV DUH
DYDLODEOH RQ 3XUSOH 3RVW XQGHU WKH &6$) SRUWDO� 7KH PD[LPXP DQ RUJDQL]DWLRQ FDQ UHFHLYH IRU RQH UHTXHVW LV ������� 7KH
OLQN IRU WKH IRUP LV DV IROORZV� https://wiu.campuslabs.com/engage/submitter/form/start/541586�

&6$) WKHQ UHYLHZV WKH UHTXHVW EDVHG RQ D UXEULF� 7KH UXEULF LV SURYLGHG EHORZ� ,I DQ RUJDQL]DWLRQ UHFHLYHV &6$)¶V
PDMRULW\ YRWH� WKH\ DUH DSSURYHG WR UHFHLYH IXQGLQJ IRU WKHLU UHTXHVW�

&6$) KDV WKH DXWKRULW\ WR GHFLGH ZKHWKHU WR JLYH SDUWLDO RU QR IXQGLQJ IRU WKH UHTXHVW� ,I &6$) KDV QRW UHDFKHG TXRUXP
\HW� WKH 2)2 DQG $VVLVWDQW 9LFH 3UHVLGHQW FDQ PDNH GHFLVLRQV RQ EHKDOI RI WKH &6$) RU EUHDN D WLH�

)ROORZLQJ WKH DSSURYDO E\ &6$)� WKH 2)2 VXEPLWV WKH UHTXHVW WKURXJK WKH DSSURYDO UHTXHVW SURFHVV� 7KH ILVFDO DJHQW RI
WKH RUJDQL]DWLRQ ZLOO QHHG WR DSSURYH WKLV UHTXHVW YLD HPDLO� 7KH ILVFDO DJHQW ZLOO UHFHLYH DQ HPDLO IURP ³)RUP :RUNIORZ
3OXV´ ZKLFK LV WKH DGG�RQ ZH XVH IRU DSSURYDOV� ,QVWUXFWLRQV IRU KRZ WR DSSURYH WKH UHTXHVW YLD ³)RUP :RUN)ORZ 3OXV´
DUH DYDLODEOH RQ WKH
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https://wiu.campuslabs.com/engage/submitter/form/start/541586




https://docs.google.com/forms/d/e/1FAIpQLSfmfpox-_mf7zPNMqewgOmzuRN8uwGpBDYEx6vnQbxZrk13lA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfmfpox-_mf7zPNMqewgOmzuRN8uwGpBDYEx6vnQbxZrk13lA/viewform
http://www.wiu.edu/business_services/forms/fasig.pdf


,QGLYLGXDOV ZLOO NOT EH UHLPEXUVHG IRU VWDWH VDOHV WD[HV ZKHQ SXUFKDVLQJ LWHPV IRU VWXGHQW
RUJDQL]DWLRQV� %H VXUH WR �V



http://www.wiu.edu/student_services/ose/organization_finance/cIncome.php


7KLV LV HVVHQWLDO EHFDXVH ����� RI DOO GHSRVLWV WR FHUWDLQ LQFRPH VXEFRGHV DUH WDNHQ RXW RI WKH
DFFRXQW DQG UHPLWWHG WR WKH VWDWH RQ D PRQWKO\ EDVLV� 6HH WKH LQFRPH VXEFRGHV RQ WKH 2)2
ZHESDJH�

,I PHUFKDQGLVH LV VROG WR D WD[�H[HPSW RUJDQL]DWLRQ� \RX DUH UHTXLUHG WR JHW D FRS\ RI WKH
RUJDQL]DWLRQ¶V OHWWHU LQGLFDWLQJ WKH WD[�H[HPSW LGHQWLILFDWLRQ QXPEHU� 7KH GHSRVLW VOLS VKRXOG EH
PDGH WR ,QFRPH &RGH ����� 1RQ�7D[DEOH 6DOHV� $OO RWKHU W\SHV RI LQFRPH VKRXOG EH GHSRVLWHG
WR WKH ,QFRPH 6XEFRGHV LQ WKH ���� � ���� UDQJH�

,W LV \RX

http://www.wiu.edu/student_services/ose/organization_finance/cIncome.php
http://www.wiu.edu/student_services/ose/organization_finance/cIncome.php


RUJDQL]DWLRQ¶V XQLYHUVLW\ DFFRXQW� 7KH RUJDQL]DWLRQ VKDOO EH UHVSRQVLEOH IRU GHSRVLWLQJ WKH PRQH\ LQWR
WKHLU &6$) DFFRXQW RQ WKH QH[W ZRUNLQJ EXVLQHVV GD\� $Q\ GHSRVLW H[FHHGLQJ ������� PXVW EH GHSRVLWHG
RQ WKH GD\ RI UHFHLSW� )DLOXUH WR IROORZ WKLV SURFHGXUH PD\ UHVXOW LQ
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FBMO90:

7KLV IRUP VKRZV WKH WRWDO EXGJHW� ZKDW KDV EHHQ VSHQW LQ WKH FXUUHQW PRQWK� ZKDW KDV EHHQ VSHQW IRU WKLV ILVFDO
\HDU� DQG WKH EDODQFH OHIW LQ WKH VXEFRGH OLQHV�

�� ACCT 7KH ��DFFRXQW &RVW &HQWHU
1XPEHU RI \RXU RUJDQL]DWLRQ�

�� SUBCODE 7KLV LV WKH H[SHQVH RU LQFRPH QXPEHU WKDW KDV EHHQ XVHG IRU
\RXU WUDQVDFWLRQ� ,I \RXU RUJDQL]DWLRQ LV UHTXLUHG WR JHQHUDWH LQFRPH�
WKH DPRXQW DQG WKH VXEFRGH \RX PXVW XVH ZKHQ GHSRVLWLQJ IXQGV ZLOO
DSSHDU LQ WKH ILUVW OLQH�V� RI \RXU EXGJHW� EHJLQQLQJ ZLWK ]HUR�

�� DESCRIPTION 7KLV LQIRUPV \RX ZKDW WKH VXEFRGH H[SHQVH RU
LQFRPH LV �H�J�� SULQWLQJ� RIILFH VXSSOLHV� FRS\LQJ� VDOHV� VHUYLFHV�
HWF��

�� BUDGETS Original: 7KLV FROXPQ VKRZV WKH RULJLQDO DOORFDWLRQ E\ &6$)
WR \RXU RUJDQL]DWLRQ�

Revised: 7KLV FROXPQ ZLOO VKRZ FKDQJHV WR \RXU DFFRXQW IURP
WUDQVIHUV RU VXSSOHPHQWDOV� $OVR� DV LWHPV DUH SDLG RXW RI \RXU DFFRXQW
WKH PRQH\ ZLOO EH GUDZQ IURP WKH SRRO �H�J�� ���� SRRO� ���� SRRO� HWF
� � �� DQG SXW LQWR WKH DSSURSULDWH VXEFRGH FODVVLILFDWLRQ WR EH H[SHQGHG�

�� ACTUAL Current Month: 7KLV VKRZV DOO WUDQVDFWLRQV LQ
\RXU DFFRXQW IRU WKH SDVW PRQWK�

Fiscal Year: 7KLV LV D \HDU�WR�GDWH RI DOO WUDQVDFWLRQV LQ \RXU DFFRXQW�
7KLV DPRXQW ZLOO LQFOXGH WKH FXUUHQW PRQWK�

�� OPEN 7KLV VKRZV RSHQ SXUFKDVH RUGHUV� 5)3¶V� '3$¶V WKDW KDYH KDG
COMMITMENTS WKH IXQGV HQFXPEHUHG� QRW SDLG�

�� BALANCE 7KLV FROXPQ ZLOO VKRZ WKH PRQH\ DYDLODEOH WR VSHQG LQ HDFK
AVAILABLE SRRO OHYHO� 5HIHU WR WKHLU DFFRXQWLQJ ERRNV WR ILJXUH VSHFLILF

EDODQFHV�

�� PERCENTAGE 7KLV WHOOV \RX RQ D SHUFHQWDJH EDVLV ZKDW LV XVHG�
USED






