OFFICER TRANSACTIONS:
COMPLETE OVERVIEW



Transaction Checklist

In the “Officer Resources”
page of the SOFO website, g
you can access SOFQO’s

Transaction Checklist, which

outlines all the requirements

for SOFO Transactions and

Account Actions. We highly

recommend that you

reference this document

when preparing and
submitting transactions:



https://www.northwestern.edu/norris/services/sofo/assets/transaction-checklist4-2019.pdf

Transaction Guidelines
1

Only authorized officers are allowed
to handle transactions with SOFO o N

Officers who have submitted a SOFO ACCOUNTNO. __ ACCOUNTNAME

g Q@ O Payment (Check) O Line TRF JE# O Reimbursement O Purchase Order
q u IZ’ un d € rgo ne Fra Inin g’ an d are : O Payment (Pro-Card) O External TRF JE# O Petty Cash O Check Advance ]
Currenﬂy s|gned into their respechve © Payment (NU Employee): NU ID# © Debit Card, ICN ebedie
accounts e Owe s ey

Please Print Clearly [J same Day

THE SUM OF Dollars

Vouchers must be completed in
or ink (no pencil!)

EXPENSE FOR:

Description of expense and related event or activity / Invoice Number / Special Instructions

A signed voucher is needed for ALL ) vt e ADDRESS:

t r a n S a Ct i O n S Unless requested otherwise, check will be held at SOFO for pick-Up by the group Treasurer or President
SIGNATURES (AS REQUIRED AND APPLICABLE):

PrESDENT: = TREASURER:

SOFO Date Stamp:

Voucher books can be picked up at .
the SOFO office by authorized T

officers Rl
Unless otherwise specified, all

transactions are processed in the Voucher
form of a check

All transactions take a minimum of
2-4 business days to process (unless
submitted with a rush voucher)



Voucher — Example

Date; Date Submitted No. 000000 (Voucher #)
Tra n S a Ct i O n ty p e ACCOUNT No.: 2OXX-XXX-XX ACCOUNT Mame: Account Name (+ line item if applicable)
Select O Payment O Procurement Card O Purchase Order
m u St be Se I e Cte d . transaction O Check Advance Q' Dabit Card, Inventary

YPE! O Reimbursement O Patty Cash O TRF JE#

Pay TOTHE

Paye e | nfo m atl on oronos: PAyeeMName 31415 [numerical] 5

Please Print Clearly
THE SUM OF: Three Hundred Fourteen and 15/100 [written valug]-=swe-=-mx

needed:
Pay to the order of:

ExPensE For: Detailed description of expense purpose

Payee Name . ADDRESS:
. Mail Check
Numerical Amount )
“Sum of” / Written SIGHATURES [AS REGUIRED AND APPLICABLE]:
Amount REQUIRED TREASURER:

REQUIRED Required OMLY if using ASG funds
oA ——————————————— EXECUTIVE:
¥, plee

Expense for: Detailed
description of expense




Voucher — Example
N

Mailing Address (if

nee d e d ) Date: Date Submitted Mo. 000000 (Voucher #)
If no address is prOVIdEd’ ACCOUNT No.: 2OXX-XXX-XX ACCOUNT Mame: Account Name (+ line item if applicable)
the ChECk W||| be held at Select O Payment O Procurement Gard O Purchase Order
. transaction O Check Advance O Debit Card, Inventary -
SOFO for plckup by one of tYPe: O Reimbursement O Petty Cash O TRF JE#
the group Ofﬂcers g::::xl; Payee Name g314.15 [numerical] O
Only include an address if Please Print Clearly
. THE S . Three Hundred Fourteen and 15/100 [written valug]-sssessmssrmmmanean
you wish for the check to HESIMOR — —
. ExPensE For: Detailed description of expense purpose
be mailed
Signatures: AvbRESS:
2 O mail Check
Every voucher requires
the signatu res of both SIGHATURES | AS REGUIED AND APPLIGABLE]:
officers and the advisor _PREQURED  Theasumen:
When USIng funds from - REQUIRED S Required ONLY if using ASG funds

an ASG-sponsored line,
the voucher must also be
signed by the group’s ASG
Executive




SOFO Transactions Overview
N

There are four main transactions taken care of at SOFQO:

e A withdrawal from an organization’s account to pay a
person back for personal funds used to facilitate a
group activity.

e A withdrawal to pay a vendor directly (preferred
method).

e Movement of funds from one place to another.

e A withdrawal from an organization’s account, as an

CheCk Ad vances “advance” of funds to buy goods.




Reimbursements
1

There are 3 types of reimbursements:

e General Reimbursements
e Petty Cash Reimbursements (S30 or less)
e Online/Digital Purchase Reimbursements

Required Documentation:

e \oucher
e Signed Original Receipts

e Blank sheet of paper (to tape receipts)
e Adding Machine Tape (to add up receipt totals)
e Petty Cash Pay-Out form (ONLY for Petty Cash)



Reimbursements: Requirements

Receipt Requirements:

Jewel-Osco
®
AdVisor Signature Vendor Name &
128 CHIC AVE.
\ E%/éNSTg“:? gﬁ??oﬁggl] Corlltact Info
. . Service Not ; | rec
Must be on receipt, not to the side o, ot e Sl root

Cashier:TULA / Advisor Signature
06/25/17 Date

Date of Purchase
Less than 85 days old

‘GROCERY |temization
KLG FRMINIWHT24Z 3800031834

Vendor Contact Information [OEC ROTELLE 462 2408407054
You Save .32
NEWMANS SOCKR24Z 2066200022 2.99 F1
Name, address, phone NEWMANS SOCKR24Z 2066200022 2.99 F1
HOME HEALTH BEAUTY
o o CREST TOOTHPASTE 3700042321 6.99 T2
ltemization MEAT
?RggN?bCHgCK me /2%41500000 © 6.04 F1
Individual items need to be listed on the receipt PRODUCE
BANANAS 4011 .50 F1
1688&4%@2 EA%H]b / '43062 1.00 F1
Proof of Purchase Dty 82 / 1.00 '
Nelyig SUBTOTAL = 27.17
Indicates balance paid/zero balance due ToralfoTox) 2505 ooy T a8
TOTALIaX 2 10.000%2T8A)( . .70
i E ; .
MEthOd Of Payment AEEQ!}(XXXXXXXXXXWESQDER 2,92

. AEPRVlé 19205163231344 Method/Proof of
. as Re
Cash or Credit Gas change Pavment oo

NUMBER OF ITEMS 9




Reimbursements: Restrictions

Receipt Restrictions:

No IL sales tax will be reimbursed
IL sales tax on Dine-In restaurant receipts are the one exception

We will accept other types of taxes and fees (e.g. occupancy,
amusement tax)

To avoid paying tax, you may obtain a Tax-Exempt Form from
SOFO prior to your purchase
NO alcohol or tobacco (these will immediately invalidate
any other items on the receipt for reimbursement)

Tip less than or equal to 20% of the receipt subtotal (prior
to taxes) can be reimbursed; anything in excess of 20%
will be refused for reimbursement

If shown on the receipt, the billing information must
match the name of the person being reimbursed

Gift cards can ONLY be reimbursed when the receipt is
accompanied by the recipient’s W-9 (for more
information on W-9s, see the Payments section of this
presentation)




lllinois Sales Tax

N

To avoid paying IL sales tax,

. : . WHOLE
authorized officers may pick FOODS,

up one-time use tax-exempt MARKET

Evanston EVN

letters to give to vendors. R

I1inois, 60201
847-733-1600

Food/Beverage )
CV ROMA PLUM TOMATO
1.18 1h @ $1.99 / 1b $2.35 F

To obtain a tax-exempt letter, RIS

CV GREEN CUCUMBER
2,35 1h @ $0.99 / 1b $2.33 F

you must provide SOFO with BT na
TFTT TFU PLAL CRM CHZ $2.99 F
HASS AVOCADOS

the following information: s B 89!
Subtotal: .
Total Savings:

Name of the person making the ot Sl

Tax/Fee
Tax/Fee Exemption:

purchase -

Sold Items:

Date of purchase s
02/07/2017
Vendor name

Tax-Exempt Receipt



Submitting Receipts

N

Formatting Documentation

Receipt #1 Receipt #2
Blank Sheet of Paper: Tape all
receipts on a blank sheet of et Quge e
paper. - — //L/gﬁ
Make sure that the all the receipt fgg el
requirements are visible.
If you split a receipt, make sure o % sgon
your advisor has signed on all P e
parts. e e
Adding Machine Tape: If your
reimbursement includes e
multiple receipts, create an
adding tape to add up the total Y _
Adding Tape

of all receipts minus sales tax,
and tape this to the blank sheet
of paper with your receipts.

All Formatting materials are available at SOFO



Petty Cash — Reimbursements $30 or less
:I:

Petty Cash is a reimbursement that T D T [ )
is less than or equal to $30.00. g otX | ;

If one person is being reimbursed
for multiple receipts and together
they add up to more than $S30, it
should be processed as a regular
reimbursement check (not
separate petty cash transactions).

The requirements for petty cash
reimbursement receipts are the
same as the reimbursement
receipt requirements listed earlier.




Petty Cash Pay-Out Form
N

A Petty Cash Pay-Out Form is

needed for a reimbursement
of S30 or less.

The receipts are attached
directly to this form.

Last Name (Legal)

The reimbursement e
paperwork is processed -
immediate ly at the SOFO e

window and returned to the
officer to be taken to the
Cashier's Office, where they
will distribute the cash value [EEE—————--
of the reimbursement; Tape receipts on reverse side
rather than a check.




Reimbursements — Online Purchases
1

The receipt requirements for online Final Detalsfor Oder XXX XXX XXKXXKX
purchase reimbursements are the

Amazon.com order number: XXX-XXXXXXX-XXXXXXX

same. You should treat your order Order Total: $37.86
and shipping confirmation(s) as your
receipto Items Ordered 1te€mization

1 of: Sawyer Products SP657 Premium Permethrin Clothing Insect Repellent
Trigger Spray, 24-Ounce, Sawyer

Online Receipt Requirements:

1 of: 12-in-1 Headband [Tactical] - Versatile Lightweight Sports & Casual
Headwear - Bandana, Neck Gaiter, Balaclava, Helmet Liner, Mask & More.

Ite m I z a t I O n Constructed with High Performance Moisture Wicking Microfiber, Trance
Sold by: Tough Outfitters

Condition: New

Ad Vi s O r Sig n at u re 1 of: Mountain House Chicken Teriyaki with Rice

Sold by: Amazon.com LLC

Condition: New
Date of Purchase (<85 days old) Ll g iken and Dl wih Vegetatis, Foueh

Conditlon: New

Vendor Contact Information

y Item(s) Subtotal
Daenerys Targaryen / Advisor Signature Shipping & Handling:

123 ADDRESS ST APT 2

Proof of Purchase (indicates i
balance paid/“your credit card has
been charged S...”) Same Doy Delvery

Purchaser Name P

Visa | Last digits: 7293

Free Shipping:

Total before tax:
Sales Tax:

Item(s) Subtotal: $36.79
Shipping & Handling: $5.99

Must match the name of the person purchaser Information ropay o5 ShiEping: 4559
bel ng re' m bu rsed g:;i:egr;sd.?;%s:ryen Total before tax: $36.79

Estimated tax to be collected: $1.07

No IL state sales tax ed Suates Grand Total:$37.86

o - . Credit Card transactions Method/Proof of Payment Visa ending in 1000: May 16, 2017:$37.86
To avoid paying sales tax on online :
X *Amazon receipts only
o rd e rs, yo u Ca n use th e SO FO To view the status of your order, return to Order Summary. ,;‘fffng';i Zﬁl?:::,::er;ﬁ’s
o ” Conditions of Use | Privacy Notice © 1996-2017, Amazon.com, Inc. or its affiliates 5| i il
procurement card (see “Payments”) Vendor Name & als0 reauire an el

Contact Info* number




Reimbursements — Online Example
N

Amazon :
Not Yet Shipped
Go to “Your Orders,” click on “Order
Details,” select “View or Print o
Invoice” for receipt Shipping Now...
Make sure the status of the order is
“Shipped on ...” as this indicates Shipped on April 12, 2019

that the payment has processed

Order Details

Ordered on April 11, 2019 Order# 110-3368476-7637657 View or Print invoice ‘

—_—
Delivered Apr 13, 2019

Package was left inside the residence’s mailbox Track package
Birch's 3/32"(2.4 mm) Thin Premium Round Waxed Dress Shoelaces (36" (91 ¢cm) - XL,
BLACK)

Sold by: GFTOZ

Return eligible through May 13, 2019

26.09

Return or replace items
Share gift receipt
Leave seller feedback

Condition: New

Write a product review

Buy it again

Archive order




Reimbursements — Online Example

Uber/Lyft Uber

Submit the email

. Thanks for tipping, M
you receive after
completing the ride
and tip

Remember to tip
less than 20%!

Total

Trip Fare

Tip

Amount Charged
wees 5652
weee (52

You rode with Aighe

‘ UberX 6.79 miles|15 min

04:21am stan, MA
I 04:36am | BOS Terminal B West, Harborside Dr, Boston, MA




Payments

There are 5 types of payments:

Non-Contractual Payment
Purchase Order
Donation
Scholarship/Award

e Contractual Payment

Required Documentation:

e \Voucher

e Signed Invoice/Memo/Contract (depending on the type of
payment)

e W-9 or Employee ID (ONLY for payments to individuals)




Payments
S

1 Payments are used to pay a vendor directly from an organization’s
SOFO account, for goods or services.

1 Payments are made in the form of a check or credit card payment (i.e.
the SOFO procurement card), depending on how the group decides to
pay the vendor.

1 We strongly encourage you to use payments as often as possible
(instead of reimbursements) to prevent your members from having to
pay for things out of pocket!

pate June 7, 2019
coior_bennison'sBakery  $ 1000.00

ORDER OF

One Thousand and 99/, poLLARS ()

vewo_all the donuts SOFO
. 1000000000 1000000000 w1206




ALL Payments — W-9 Form

ALL Payments require a W-9
Form for the payee

This is an IRS form that collects
taxpayer information so that a S e .

p ay e e) S in come m ay b e recor d e d 1 1.,255:.”2'37’,&”@, o O] Goopornton L8 Corporston L Pty ] Tutiostat | SRS o oAl s
by SOFO, per IRS regulations:

single-memb

Fom W 9 Request for Taxpayer i'vz:;::' :)oo':z'
e, Secombar o14) Identification Number and Certification P i iy

Department of the Treasury
n enu ®

T Name (a5 Shown on your income tax retum). Name is required on this ine; do nol leave this

Exempt payee code (i any
[ Limited liability company. Enter the tax classification (C=C corporation, $=8 corporation, P=partnership) Pt pay Aam)
Nots. For a single-member LLC that is disregardad, donat check LL.C; check the apprapriats box in he ine above for | T*°MPtion from FATCA roporting
the tax classiication of the single-member cade (f any)

Print or type

See Specific Instructions on page 2

] Other isee insiructions) »

5 Address (number, streel, and apt. or sile no) Requester’s name and address (oplional)

& City, state, and ZIF code.
7 List acoount numberfs) here {optional)

Taxpayer ldentification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole propristor, or disregarded entity, see the Part | instructions on page 3. For other -
e a e e n a m e O n e VO u C e r entities, it is your employer identification number (EIN). If you do not have a number, see How to get a
TIN on page 3.

or
Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for | Employer identification number

guidelines on whose number to enter.

must match the name on the W-

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me); and
exa ‘ 2. I am not subject to backup withholding because: (z) | am exempt from backup withholding, or (b} | have not been notified by the Internal Revenue
jice (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and

. 1am a U.S. citizen or other U.S. person {defined below); and

The FATCA code(s) entered on this form f any) inclcating that | am exempt from FATCA reporting is correct
- L] Gertification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding
° because you have failed to report all interest and dividends on your tax retum. For real estate transactions, item 2 does not apply. For mortgage
interest phid, acaviition or sbanderment of secured praperty, eancalltion of debt, contibutions to an Inividusl efirament arrangement (I8, and
generaly payments othe than nerost and dvidend, you are no raquired to sign the catication, bt you must provids your corect TIN. See the

instructions on page
Sign | signature of

Signed pen-to-paper by the

General Instructions

1098 (home mortgage interest), 1098-E (student loan interes), 109

« Fon
{uition)
Section references are to the Intemal Revenue Code Unless othervise noted. ¢ d dobt)

Purpose of Form

provide your correct Tl

. . .
lopm 0 out devclopments afocting Form W- such + Form 1089-A {acaquisilion or abs .
as logislal > reloase i) is at wwi.irs.gov/fnd),
Use Form W-9 only if you are a U.S. person g a resident alien), to
IN.
v

Dated within the current
calendar year

Filled out completely

An individual o entity (F om W-8 requester) who is required to fle an information
obtain your correct taxpayer dentfication number (TIN)
(8SN), individual taxpayer identification
adoplio e
Cmbor £, 10 yvpnn onan inforn
you ot m»m mountroportablo on a nfemtion . Example of nfrmation
lude, but are not imited to, the followang:

arious types of income, pri
B (stock or mutual fund sales and certain other trans:

« Form 10998 (procoeds from real os
« Form 1098-K (merchant card and third party netssork ra

o therequestec with & IV, you might be sl

By signing th fild-out form, you
1. Gertfy that the TIN you are giving is correct {or you are vaiting for a number
tobe
2. Certify that you ars not subject to backup withholding, or
Clam exemplion from backup withholdingf you arc a U.S, exermp payee
applicable, you are also certifying that a5 a U.S. person, your aliocabls share o
e barcr o moome from LS. mads or e ot syt 10
vithholding tax on foreign partners' share of effestively connected ncome, and
Cortly that FATCA codets) ntere on this orm ff a) indicating that you are
cmp"mm o PATCAeporing, i coroet Sov Whatis FATC
for further infon

Form W-9 (Rev. 12-2014)



https://www.irs.gov/pub/irs-pdf/fw9.pdf

Payments — Invoice (Non-Contractual)
N

If your student group receives an
invoice and would like to pay a
company without the use of Driginel Compiy v Cc

UNDERGROUND PRINTING INVOICE #296449
personal funds, you may make a

Order Date: 2016-06-03 12:47:39 Job Name: Residential Services Summer 2016 - SP
by submitting th
t tt t In-Hands Date: 2016-06-15 Payment Due: 2016-06-30
Pay m e n y S u m I I n g e Job Type: Screenprinting 4
I n Vo I Ce to S O F O Approved Artwork : Click here to view
.
. .

. Bill To: Pick Up

Invoice Requirements:
(I izatiol 818 Clark Street
Original company invoice

Email:

Must be an INVOICE (not a
quote/estimate)

Vendor contact information STRES | COLOR | PESGRIPTION
5000G Lilac Gildan Heavy Cotton Basic T-Shirt R " L
ltemized list of items being Itemization

aty 7 10 4

purchased

Pc. Price $11.93 $11.93 $11.93

Advisor signature

/ Advisor Signature

No IL sales tax (a tax-exempt letter

Shipping: $0.00

can be obtained from SOFOQ) /ﬂﬁ‘/ No IL States e .
. / Sales Tax  aditional: $0.00
Accompanied by W-9 form serao

Amount Paid $0.00

Payments to companies or Balance Due - Amomtoue
. . . . Vendor Name & Contact Info

individuals for services or rentals

cannot be processed without a
contract (covered later in the
presentation).

Pay to the Order Of: Underground Printing, 818 Clark Street, Evanston, IL 60201, Phone: 224.420.7942, Fax: 866.645.1686




Payments — SOFO Procurement Card
N

1 The SOFO procurement card is a credit card that you may use to make
payments directly to vendors (this is NOT the same as a group debit card)

o Procurement Card Request Requirements:
List of items to be purchased (similar to an invoice)

m Vendor Name

m Itemization (what will be purchased)

®  With Amazon, you should create and print a Wish List; with most other vendors, you can simply print out
an itemized Shopping Cart

m Advisor Signature (if multiple pages, on every page)

In addition to the documents submitted for these transactions, you must also
send an email to the SOFO Manager that includes:

®m Group name and voucher number

® Link to the Shopping Cart/Product Page or Wish List (Amazon)

m Your preferred shipping address

Groups will need to make sure that the IL sales tax is not included on invoices
submitted for procurement card payments (use tax-exempt form).

m Exception (Amazon): SOFO has a tax-exempt Amazon account. With all other vendors, you
must establish tax exemption with the vendor before submitting your request to SOFO
(call your company representative or customer service for instructions on tax exemption)




Payments — NU Preferred Vendors
N

Some vendors have pre-existing agreements with NU that
allow us to purchase goods tax-exempt (and sometimes at a
discount). To make a purchase from a preferred vendor,
please reach out to the SOFO Manager to schedule a
meeting.

List of NU Preferred Vendors:

When meeting with the SOFO Manager, you will need to
submit a list of items to be purchased, including:

Vendor Name

ltemization (please come prepared with the item numbers of each
item to be purchased)

Advisor Signature (if multiple pages, on every page)
On-Campus Shipping Address



https://www.northwestern.edu/procurement/purchasing/purchasing-strategic-sourcing/preferred-vendors/secure/index.html

Payments — Travel

o Travel accommodations can be booked directly through
NU’s travel portal. To make a travel booking, please set
up a meeting with the SOFO Manager.

We strongly encourage you to book travel this way, rather

than having your members or guests pay for travel out of
pocket and wait for reimbursement.

- To book travel with the SOFO Manager, you will need the
following traveler information:

Full name, gender, and date of birth (month/day/year) as it appears

on their government-issued ID
B!

Phone number




Payments — Purchase Orders & Donations

N

Purchase Orders:

Purchase Orders should only be used if specifically
requested by the vendor (this is rare). Should you

receive this request, please reach out to SOFO for
instructions on submitting the payment.

Donations:

Donations to outside entities create tax implications
for the University that must be addressed before the
payment is processed. Should your organization wish
to donate to an outside entity, please reach out to
SOFO well in advance of the intended payment




Payments — Scholarship /Award
N

A request to provide a scholarship or award to a student
requires that a voucher be marked as a Payment transaction.
The group will also need to submit a signed letter/memo.

Memo Requirements:
Recipient’s name
This is a memorandum to request that Jon Snow
Am O u nt awa rd ed be awarded $100.00 (one hundred dollars) as
. . . . the winner of our Winter Scholarship.
Brief description of the scholarship/award
Signatures of both officers and the advisor

Dear Student Organization Finance Office,

Sincerely,
NU Night’s Watch

ONE of the following: /i
Recipient’s W-9 form (if recipient is NOT an Magsteemon Treasurer
NU Employee)

Recipient’s NU ID# (if recipient IS an NU Benjen Stark, President
Employee, including student jobs) /ﬂ 2.

JeorMormont, Advisor




Payments — Contractual

Contractual payments are required whenever terms and conditions exist. They are
used to pay companies or individuals for rentals or services (including performances).

0 Documentation Requirements:

Invoice (if provided by the vendor), including:
® Vendor name and contact information

®m Itemization

m Advisor Signature

Contract:

m If provided by the vendor, submit the vendor’s contract agreement

m Northwestern Registered Student Organization Agreement (i.e. NU contract form):
|

m Contracts MUST be signed by a University Official Contract Authority

m  Some Contract Authorities need several weeks’ notice to review and sign a contract, so plan
accordingly!

m If you need help finding a Contract Authority, please reach out to SOFO
ONE of the following:
m Recipient’s W-9 form (if recipient is NOT an NU Employee)
m Recipient’s NU ID# (if recipient IS an NU Employee, including student jobs)
Since your advisor will not be signing on the contract, they must sign the voucher



https://www.northwestern.edu/studentorgs/org-officers/policy-index/contracts/index.html

Contract Examples

o A Contract Should Be Used For:

Services provided by companies or individuals. A contract must
be used even if the person/entity is not compensated for their
appearance or performance

m Some examples of services include speaking, performing,
coaching, refereeing, photography, web page design, parking
valet, musical performances, and disc jockeying

Any transaction that involves terms and conditions
Renting an off-campus venue for an event
Renting a vehicle (Limo, U-Haul, Car Rental)

Purchasing group tickets for off-campus events or shows
(Broadway in Chicago, Great America, Chicago Cubs, group
classes).

Outside caterer, sound/light company, security firm, ambulance
service, and equipment rented for the event.

A corporate sponsorship.

Middle agent agreement to pay a “finders fee” in securing the
act for the student group

A co-promoter agreement when a promoter co-produces a
concert with the student group

o
=



IMPORTANT: Contracts
S

Students should NEVER sign on a contract!

A contract must be signed by a University Contract Signing Authority (NOT you
or your advisor) and by the vendor.

If an invoice involves terms and conditions, it is considered a
contract.

This is most common with rentals

*SOFO cannot reimburse someone who pays out of pocket for

any contractual service (i.e. contracts MUST be processed as
payments).*

Sign on the dotted line




Contract

SOFO will provide a contract
te m p I ate if a V e n d O r‘ 0 r a n ‘I:‘I‘z:stlg?h%rg}i]rgzev’gys.t:dg;:ta:;g;rziglalg be returned within 14 (fourteen) business days of the event. Agreement should be completely filled out and is

individual to be paid does not
have one drafted.

arl pyr.r{mnmj om rep ndu&mg performance or program

Contracts Must:

Be completed in ink

0 0 p
after the performance is m\.\u\anon oermn« policy, and may luuull mmpwwnﬂdmtp termination of the Gontract, with no \lab\h\r(u Northwestern
If alcohol will b it

Be signed by a University official
(NOT your advisor)

Students should never sign a
contract!

Include the name and contact ‘ s s i e st

To the extent that the terms of i reement co e terms and conditions set forth by the this agreement shall take precedence.
AGREED TO AND ACCEPTED BY

Indicate the event date and time otz Notteesen sttt Reprosentatve

Specify the amount to be paid o % -

Phone:
Email
Date:




Payments to NU Employees

When submitting

payments to individuals

employed by NU:
Include the payee’s

Employee/Student ID on
the voucher

These individuals will

be paid directly through
the University payroll.

This is the only type of ,
payment in which a W-
9 is not required

Northwestern
University

01/26/24




SOFO: Mailing Payments

o All payments to be mailed by SOFO will be
mailed:

Through Campus Mail

m Campus mail adds extra time to the mailing
process and may take up to 2 weeks to get to the
vendor.

With check ONLY (unless otherwise specified)

m If a group needs additional documents mailed with
a check they must:

m Make a note on the voucher that additional
documents should be mailed.

m Submit copies of all documents that need to be
mailed with the check.

Ex: Invoice, contract, etc.




Transfers
N

There are 2 types of transfers:

* Line Item (Internal) Transfer
* External Transfer

Required Documentation:

* Voucher
* External Only: Same documentation needed for

a payment or a reimbursement depending on
what the transfer is being used for.



Transfers — Line ltem (Internal)

Line Item Transfers are funds transferred within
the same account (for accounts with multiple

line items). Student Org A:
These require ONLY a voucher

Usually used to clear a deficit or disperse
budgeted funds to specific line items.

Example of line items: Storage, Spring Break
Trip, Formal Event, Van Rentals

Line ltem 1

Voucher Requirements:

“Account No.”: line that funds are coming out of
(20XX-XXX-YY)

“Pay to the Order of”: line that funds are going
into (20XX-XXX-Z2)

Signature of both officers and the advisor

If funds are coming out of an ASG-sponsored line,
the voucher also requires the signature of the
Account Executive (AE) or Group Executive (GE)




Transfers — External

External transfers are funds transferred out of
one group’s account into another group’s

account for the purpose of a payment or Student
reimbursement.

Organization A

Required Documentation:

Voucher

The receiving organization’s name is written in
the “Pay to the Order of” line

A 20 digit chartstring will be needed for
University departments

See Payment requirements for transfers
functioning as payments

See Reimbursement requirements for
transfers functioning as reimbursements

(for more detailed instructions, reference the

)

Organization B



https://www.northwestern.edu/norris/services/sofo/officer-resources/index.html

Transfers — External (NU Financials)
N

Some external transfer payments will be initiated by other NU
departments. This means that SOFO will not be aware of these
transactions until they have been posted.

Some Examples are:
Motor Pool
On-campus venue reservations
Funding or charges from academic departments

It is very important that officers keep track of these
transactions, because it can take up to 45 days for them to
show up on the group’s audit trail.

These transactions could be debits from the account or
credits to the account.

Ask the department involved for a NU Financials Journal ID#
connected to the transaction, and we can verify that your
group has funds either coming in or going out.



Check Advance
S

Required Documentation:

Before Purchase

* Voucher — including detailed description of planned
expenditure

After Purchase

* Signed Original Receipts (Receipt Requirements apply)
* Blank Sheet of Paper (to tape receipts)

* Adding Machine Tape (to add up receipts)
* Check Advance Reconciliation Form



Check Advance

o A Check Advance is a check issued from an organization’s account as an
“advance” to buy goods.

o It differs from a Payment in that advances are used when an invoice, or receipt,
is not generated until after the sale is complete.

o It differs from a Reimbursement in that organization members do not have to
use personal funds to make purchases and wait for reimbursement; rather,
they will make purchases using funds taken out of the group’s SOFO account.

Check Advance Timeline:

4 R 4 N\ 4 N\ 4 )
. Reconcile
Submit Voucher Pick Up Check Make Check Advance
Advance from . .
to SOFO SOFO Expenditures Receipts at
SOFO
\_ ) \_ , \_ , \_ )
Compare
Reimbursement .

Timeline:




Check Advance Restrictions
S

Check advances may be obtained for amounts ranging
from $31.00 to $500.00.

If more than S500 is needed, groups may take out multiple
check advances.

Check advances can only be made payable to a group’s
treasurer or president.

Groups may make multiple purchases with one check
advance.

Advances may be used for any authorized expenditures
(e.g. munchies, group dinners, etc.) that fall within
University/organizational guidelines.



Check Advance Restrictions ctd.
S

Advances will be refused if they would put the organization’s
account in deficit.

Advances cannot be used to reimburse officers on past
purchases (a “reimbursement” transaction should be initiated
by voucher instead).

Receipts or invoices dated prior to the check’s distribution from
the SOFO service counter will be refused for reconciliation.

Advances may NEVER be used to pay on contracts

No IL Sales Tax on Receipts

If check advance funds are used to pay IL Sales Tax, the group will
need to deposit the amount spent on tax back into the account in
order to reconcile the advance.

You may request a tax-exempt letter from SOFO to avoid paying
sales tax.



Check Advance Reconciliation
S

All advances must be reconciled within 30 days from
the date the check is printed

If SOFO does not receive this reconciliation within 30 days, the
account will be FROZEN

Reconciliation works a lot like a reimbursement, in that

you submit all receipts to SOFO for review along with
the reconciliation form

All receipts must follow the same restrictions as those you
would submit for reimbursement, i.e. they must include:
The vendor contact information
Date of purchase
ltemization
Method and proof of payment
Advisor’s signature




Check Advance Reconciliation Form

When requesting a check advance, officers CHECK ADVANCE RECONCILIATION FoRM
guess how much money they will need to buy

the items necessary for their organization’s

activity. More often than not, there will be a
difference in the amount disbursed and the
amount used. This is where a check advance cancx ooy

reconciliation form is needed.

PAYEE: VOUCHER #:

DESCRIPTION OFUSEOFFUNDS:

Underspent?
Deposit the remaining funds at the Cashier’s o Ynder Sl
Office and attach the deposit slip to the ) T
reconciliation form. L

O vers p en t ? erremm et e s essseseeeesenene For Office Use Only

O Verified Receipts O Verified Deposit o

Turn in a reimbursement voucher for the
amount overspent along with the receipts used | |
to reconcile the check advance. SOFO will e PR
reimburse for overspent check advances.




Transaction Wrap-Up
N

You should now be familiar with the four main transaction types and all of their
sub-types:

Reimbursements
e General Reimbursements
e Petty Cash Reimbursements ($30 or less)

e Online/Digital Purchase Reimbursements

e Non-Contractual Payment Preferred Vendor
e Purchase Order Travel

e Donation Scholarship/Award

Transfers
e Internal (Line Item) Transfer External Transfer

i Check Advances —



Bonus: Other Transactions

These do not fall under the four main
transaction types but are nevertheless
Important:

Deposits

Rush Vouchers
Motor Pool
Crowdfunding



Deposits — Cashier’s Office
N

71 How to deposit funds into your SOFO account:

Deposits may take the form of cash/coins or checks.

Deposits are made at the Cashier’s Office, located to the left of SOFO.
m Hours: Monday — Friday, 9AM-4PM

Anyone (not just officers) can make deposits into SOFO accounts.

Please make all checks payable to Northwestern University, with your
group name in the check memo

Record all deposits the group’s ledger.

STUDENT ORGANIZATION FINANCE OFFICE
Northwestern University, Evanston, IL 60208

° .
SOFO
Account Name: umber:
DESCRIPTION OF SOURCE OF REVENUE AMOUNT
£
g
3

Available at the Cashier’s Office

Include check information and
purpose in the “Description or

i CURRENCY

T e T e Source of Revenue”

ceiving
1
O Boxoftice [ Cash Box Sales Date(s) i MEDIA TOTAL




Rush Vouchers

o Rush vouchers may be submitted in addition to the
original voucher and documentation in order to have
SOFO expedite a transaction.

o Rush applies only to the
check making process — we
cannot expedite mailing
checks.

If you need your check to
be mailed quickly, you

should pick it up from our
office and mail it yourself.

o A Rush Voucher MUST be
submitted at the same

time as the voucher/check
you wish to be rushed




Rush Vouchers

Date:

Filling out a Rush Voucher: S ———

O Payment O Procurement Card QO Purchase Order
O Check Advance O Debit Card, Inventory

Tra nsa Ct | on Ty p e: Tra N Sfe r O Reimbursement O Petty Cash 9= e -

- SOFO =
Pay to the Order of: SOFO '

EXPENSE FOR: R h XXX

E X p e n S e fo r : R u S h VO u C h e r Description of expense and related event or activity / Invoice Number / Special Instructions
ADDRESS:

#(voucher being rushed) -

Signed by both officers and the
advisor (+AE/GE if applicable) e

Accepted

eck will be held at SOFO for pick-up by the group Treasurer or President.

PRESIDENT: _ TREASURER:

SOFO Date Stamp:

Same Day Rush: Next Day Rush:
$20 $15

Must be submitted before 1:00pm Ready around the time of
submission on the following
business day

Ready by 4:00pm on the same day



Motor Pool — Process
I

Faculty, staff and students can use Motor Pool
vehicles for official University business. Student

Organization use must be authorized by the u{!
Student Organization Finance Office (SOFO). S(0)=—x0)>

All drivers must take the defensive driving course
and be awarded certification.

Forms turned into SOFO will be reviewed and sent
to the Motor Pool office on behalf of the student
organization.
Make a Motor Pool reservation before
coming to SOFO.

Go to the Motor Pool website and familiarize Sorthwestem {:‘
: : . _ N o~
yourself with their policies and procedures: (@) Q)"

Northwestern I‘
P AN | A
O—Ox



http://www.northwestern.edu/fm/services/motor-pool/index.html

Motor Pool — SOFO Form

N

Bring the completed form
to SOFO:

o Deductible: Motor Pool will
charge a deductible of at least
S500 per vehicle in the case of an
accident (and only if there is an
accident).

m Student organizations must
have enough funds to cover
the cost of vehicle rental plus
the potential deductible.

o Must have the signature of both
officers and the advisor.

o If traveling outside the Chicago
area (more than 150 miles), the
Executive Director of Campus Life
will also need to sign.

Driver Authorization and Payment Approval
(Student Organization Use of Northwestern University Vehicles)
Only group officers signed in with SOFO may submit this form to SOFO

This completed form must be submitted to Motor Pool at least 24 hours before vehicle is needed.
Fax to (847) 467-2188 or Email to motor-pool@northwestern.edu

Student Organization: SOFO Acct#:

Rental Dates Destination (City/State)

Purpose of Trip,

Vehicle Type Deductible Period = Rental Cost

days
days
days
days
days

Total Deductible: Total Rental: $

As the student officers authorized to represent our organization in these matters, we confirm that the requested
vehicles will be used only within the scope of a legitimate organization-sponsored program, in accordance with
Northwestern University’s Vehicle Policy, and that the student driver(s) listed on page 2 have completed the drivers
training course conducted by the Office of Risk Management. The driver(s) is(are) member(s) of the named student
organization affiliated with the University and has/have permission to proceed with reservation #

We approve the rental agreement with Motor Pool for an amount not to exceed
paid through the NU Financials system from chartstring:

President’s Signature / Date Treasurer’s Signature / Date Advisor’s Signature / Date

Executive Director of Campus Life Signature* Date,
*Travel over a 150-mile radius from the Evanston campus of Northwestern University during the week (or 300 miles with an
overnight stay on weekends) requires the Executive Director’s approval.
FOR SOFO USE ONLY
The SOFO account above was verified for an amount of up to $ on / / .
[JFly & Drive (Graduate Students Only)

SOFO Accounting Assistant/Manager

Page 1 0f 2
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Motor Pool — SOFO Forms

Only students who have
completed the university’s
Defensive Driving Course
may drive the rented
vehicles. Drivers are
checked by SOFO before
submission.

o Ensure that anyone who
will be driving is listed on
the Motor Pool Form.

o If you have more drivers
than space on the form,
submit an Additional
Drivers Form.

Driver Authorization and Payment Approval
(Student Organization Use of Northwestern University Vehicles)
Only group officers signed in with SOFO may submit this form to SOF

This completed form must be submitted to Motor Pool at least 24 hours before vehicle is needed.
Fax to (847) 467-2188 or Email to motor-pool@northwestern.edu

Only students who have completed the university’s Defensive Driving Course may drive the rented
vehicles. Each certified driver must be listed below; verified on the Risk Management website; and
approved by the group’s advisor before the form is submitted to SOFO. Advisors can verify the status of
Northwestern University Certified Drivers at http://www.northwestern.edu/risk/policies/university-

vehicle, roved-drivers.html.
Driver 1
Name, Advisor approval:
License No. Issuing State Exp. Date

E-mail Address Phone

Driver 2

Name Advisor approval:
License No. Issuing State Exp. Date,

E-mail Address

Driver 3
Name Advisor approval:
License No. Issuing State Exp. Date

E-mail Address

Driver 4

Name, Advisor approval:
Issuing State Exp. Date

E-mail Address

Driver 5

Name Advisor approval:
License No. Issuing State Exp. Date

E-mail Address

The University Vehicle policy is available at http:,

Page 2 of 2
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Crowdfunding — Catalyzer
N

Organizations wishing to conduct a crowdfunding campaign
MUST do so through the Northwestern University crowdfunding
platform, Catalyzer (more information about the application and
campaigning process can be found on the Catalyzer website):

Organizations should NEVER set up independent crowdfunding
campaigns outside of Catalyzer, as these create tax implications
for which the campaign owner may be held personally liable (in
Catalyzer, the University assumes these liabilities)

caTalyzer

Student projects at Northwestern


https://catalyzer.northwestern.edu/

Bonus: Other Transactions-Wrap Up

You should now also be familiar with:
How and where to make Deposits

What to do if you need to expedite the making
of a check with a Rush Voucher

How to rent vehicles from the University
through Motor Pool

How to set up a crowdfunding campaign
through Catalyzer
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