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Purchasing Procedures
Please note that committee advisors, officers, and members must all follow the same procedures.

If the committee wishes to make a purchase, it has three options:

1. A committee member purchases with his or her personal funds: cash, check, debit/credit card and receives a refund in the form of a check.  In order to receive a refund, the committee member must submit an expense report that is approved by the committee advisor and a receipt to his or her committee treasurer.  Then, the committee treasurer submits the expense report to the Student Government (SGA) Treasurer.  If filing multiple purchases in one expense report, the committee member must include all receipts.  He or she may pick up the reimbursement check from Mrs. Dorene Muszer in Vincent 149 on the following Thursday.  Please submit expense reports in a timely manner in consideration of budget estimates and current balances.
2. The committee advisor pays with a Holy Cross College (HCC) credit card.  He or she may accompany a committee member to purchase an item directly or the advisor can assist a committee member while purchasing an item online or over the phone.  The committee member still needs to submit an expense report.  If one plans to pay with the advisor’s HCC credit card, he or she must plan to do so in advance.  This is not a last minute resort.  Keep in mind that problems occur in regard to credit card transactions and the advisor is not always available.  If the committee advisor does not have a HCC credit card, the committee member can make the purchase with the SGA Advisor’s HCC Credit Card.
3. A committee member uses a purchase order.  An expense report must be submitted to the committee treasurer who submits it to the SGA Treasurer before the purchase order can process.  Note that using a purchase order for a vendor with whom Holy Cross College has not previously done business may prolong payment.  In this case, the vendor often requests that HCC fill out a credit application, and the application must be approved before the transaction can proceed.
Event Budget
The purpose of this form is to ensure that the committee spends within its budget.  Please make estimates as best possible i.e. research prices online or request a quote.  On the same note, remember that the first half of this form is estimating, but do not leave an item that applies blank.  Also, ignore items or categories that do not apply.  Feel free to rename an item or add an item entry within a category.  Doing so will not affect the automated calculations.  In addition, an event budget is not required for weekly events.  Lastly, please print legibly.
1.  Print the committee name.

2.  Print the event name.

3.  Print the date(s) of the event.

4.  Record the appropriate estimated expenses.

5.  Do not total estimated expenses.  The category totals and the grand total are automatically calculated and entered.

6.  Submit the event budget at least one week prior to the event start date to the committee treasurer who submits it to the SGA Treasurer before recording the actual expenses.  The event budget will be returned to the committee treasurer upon approval of estimated expenses in consideration of the committee’s annual budget.  If the estimated expenses are not approved, submitting a new event budget is required after reducing estimated expenses.
7.  Upon completion of the event, record the appropriate actual expenses.  The category totals and the grand total are automatically calculated and entered.

8.  Submit the event budget in a timely manner to the committee treasurer who submits it to the SGA Treasurer.  After recording the actual expenses, the SGA Treasurer will return the event budget to the committee treasurer.

Expense Report

Please print legibly.  Note that the transactions must apply to the designated event only.  Transactions for a different event require a new expense report.  Also, each person to be reimbursed requires a separate expense report.  However, all expense reports pertaining to a single event must be submitted together.
1.  Print the committee name.
2.  Print the event name.

3.  Print the date(s) of the event.

4.  Check the appropriate box for the type of transaction.  One expense report may be used for multiple transactions and/or multiple transactions of different transaction type if they apply to the same event.  Please be sure to check all that apply.  Also, please note that credit card does not apply if a committee member used his or her personal credit/debit card.  Credit card indicates that payment was made with the advisor’s HCC credit card.
5.  Print the date of purchase.

6.  Print a brief description of the purchase i.e. name, quantity, vendor.

7.  Indicate the type of payment: cash, check, debit/credit card, or purchase order.

8.  If applicable, print the purchase order number.  This number is obtained from the vendor.

9.  Print the total cost of the purchased item.

10.  If applicable, sum and print the total of all reimbursement totals.

11.  If applicable, sum and print the total of all credit card totals.  Please note that this does not include the totals from personal credit card purchases.
12.  If applicable, sum and print the total of all purchase order totals.

13.  If applicable, print the name, mailing address, and telephone number of the person to be reimbursed.  This should only be the person who directly paid with his or her personal funds.

14.  Please have the committee advisor sign and date the form (the committee treasurer signs upon receipt of the completed form).
15.  Please turn in the expense report in a timely manner in relation to the date(s) of purchase(s) to committee treasurer who submits it to the SGA Treasurer.
Transaction History
The purpose of this form is to maintain a record of the committee’s expenditures.  Please record each entry at the time the transaction is made.

1.  Enter the committee name.

2.  Enter the starting balance of the committee’s budget.

3.  Enter the date.  The “Date” column automatically formats to month/day/year.

4.  Enter a brief item description i.e. name and quantity.

5.  Enter the name of the vendor.

6.  Enter the expense in the appropriate column.  A debit increases the current balance, and a credit decreases the current balance.  Debits are also referred to as “receivables” while credits are also referred to as “payments.”

7.  The balance, total debit, total credit, and current balance (equivalent to balance) are automatically calculated and entered.
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