TREASURER’S MANUAL
Spring 2012
Budget Request Forms: Your club will probably need money for the semester. Budgets are due Friday, February 10th, 2011 by 12:30 pm in the Collegiate Office or by e-mail at awojtkowski@wells.edu. Late budgets will be docked 10% of the granted budget for the semester. 

Representative Council: These are important! Please make sure your Collegiate Representative knows that your club will be docked 5% of this semester’s budget for each absence. 

Collegiate Office: The Collegiate office is located in Main up the ramp off of the esophagus. Just inside the Collegiate office, there is a large metal shelf with a cubbyhole for each club. Your club’s name is written ABOVE its slot. Your ledger book and folder should be there.

Ledger Books/ Monthly Print Outs: Each club should have a ledger book in their cubbyhole (if you don’t, ask last semester’s treasurer for it (if they can’t help you then see me). The ledger book should stay in the Collegiate office at all times but it MUST be there every Monday, by 4:00pm UPDATED (if there are no expenses please put “no expenses” for that week) or your organization will lose 1% of their current balance for every week that it the binder is not updated or present.

Receipts: All receipts are to be turned in to the cashier with the pink slip, or in case of an invoice or cash advance, MAXIMUM ONE WEEK after the pink slip is handed in. Organizations that have more than three pink slips without submitted receipts will not be able to take out any more money. 

Pink Slips: To get cash or a check, a pink slip must be signed by both the treasurer of the organization and by the Collegiate Cabinet Treasurer before it is taken to the cashier. Pink slips may be obtained from the Collegiate office or the cashier. Pink slips are only signed during office hours. NO EXCEPTIONS. They may be brought to me at that time or left in the box outside the Collegiate office door. Slips left by the door will be signed during my office hours. You can then pick up your signed Pink Slip in the “pick up” box outside of our office. It is YOUR RESPONSIBILITY to get the pink slip to the cashier’s office in order to receive cash or a check in a timely manner. For checks, it is advised that the pink slip is turned in at least a week in advance, so that the check can be processed, written out and mailed when needed. 

Invoices: These need only be signed by the organization’s treasurer and should be turned in to David Salico (In Macmillan) by you. He will not reimburse the invoice sender unless he has your permission. Invoices come from places like Aurora, Inc.

Credit Card Use: Both Nicole Pellegrino and Keely Latopolski each have a credit card that clubs will have available for purchases when needed. In order to use any of these cards, you need to fill out a pink slip and turn it into me so that I can approve it first. If the pink slip doesn’t have my signature, you will not get to use the credit card. After the payment goes through, it’ll be charged to your account. Make sure that you record it in your ledger for the transaction may not appear until a month later in your account balance!
Audrey Wojtkowski

awojtkowski@wells.edu

Collegiate Treasurer

Class of 2012

Office Hours:  

 Mondays 4:00-6:00pm, Wednesdays 9:30am-11am and Thursdays 5:00-6:00pm
