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Gener al Policies of t he SOFC:

9 Payment requests are processed in the order they a

f Account numbers are used in every transaction with

T A photo UD is needed to pick up checks, cash, pack

1 Payment requédasmasi grneaqtuuirrees: an Advisor & Student Leec:
Signature Card. Cash Advances require a third desi

1 Peetrd?Peer Payment Services such as N@pwmomi Cashd App,
collecting RSO funds.

f RaHes are not permitted as a form of fundraising b
organi zations.

T Any expenses related to travel greater than 25 mi
in will require a completed travel form prior to p
Rule 13.04.99. M1) . Unternational travel expenses
Abroad.

7 Al organi zation funds must be deptovsdh uidne s odayypur
receipt.

§ Certain giveaways are considered taxable income th

Texas A&M University/ State of Texas Fiscal Policies:

f System members must maintain a full and true accou
identipcation of the sources of such funds. Accoun
from the origin until pnal deposit in an approved

f§ The recipient of any payment must be identiped wit
student or employee, a Tax UD/ Soci al Security Num
SubstiQutf@erWset up in the payment system.

1 Organizations are expected to use |l edgers for trac
with statements. Mont hly reconciliation is strong

1 RSO&ko nfoatl | under the Texas A&M University state sa

19 Any tax deducti ble donations should be made payabl
Foundation in order for the donor to receive a gif

T Texas A&M University Studemto Rulceo hAdppeaendiew eV@@ye snta

through a recogni zeAl sStndentnor gmay zahéeé opurchase o
guests be undertaken or coordinated by any member
student organizati on.
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The SOFC recommends each organization maintain writt
foll owed and reviewed to ensure organization funds e
deposit. These may also be applied to checks and cr
Bel ow are tips to develop your organization cash har
Segregation of Duties:
] Serves to prevent unintentional errors or fra
t hat may occur .
] Provides a process by which any discrepanci es
the advisor and SOFC i mmedi atel y.

1.Designate a position rR9YdnsGhlie fhbFeasurer
Collecting funds. | : 'i

2.Designate a position re nsible for
Depositing funds

3.Designate a position resp sible f
Reconciling accounts

f the organization does not ha enough

individuals, you may have to de l op additional

mitigating control s. Chief Student Leade
Receipts:

T Anytime funds are -te@eehaogedppevbda the purchase
may be customized organization receipts or fror
receipts wild.l become documentation for the ocGci

Lock Boxes/ Bags:

T The SOFC |l oans bags and cash boxes with | ocks t

checks. No reservation is required.
Ni ght Depository:

T The SOFC Night Depository is located in the Kol
of the 235 SOFC o0oGce suite. Organi zations may
safekeeping outside of SOFC oGce hours

Recommendati ons:

1 Peer checking/validation is one of the most i mg
process.

1 Monthly account reconciliation between the SOFC(
best way to catch discrepancies and outages 1in

tl 88
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Signature Card
H 1 1 exas niversi i fudent ization Student Organizati
Your or ganiSzagtniacdnur e Car q g student Organization
who is authorized to rec : on
an d con d uc t b us | ness f or Organization: Helping Others While Developing You (HOWDY) sccount: 987650
0 r g a n I Z a t I 0 n Accepted: Jan 14, 2025 11:32 am SGC-107
Primary Adisor Hitzhughg@itamu edu 000000000
A change in organizati on Lauren Fitzhugh ey ehamauzErte N a
change in persons author Ermma Bamett prri e AL LI
account triggers a restr F— R, S _ ur e
C a r d K|[‘a Ngo (972) 555-2500 Digitally signed Jan 14, 2025 11:05 am
A new signature card can
Unvolved accordingAtpoosh
Submi ssion of a new Sign
f or mer and all ows new | e
transactions i mmediately
The Treasurer, Chi ef Stu
Advisor(s) must compl ete
digitally sign the new S nal
ocgcers may be added
Once all signatures are Signature Card Agreoment r e
C a r d WI I I b e C O m p I e t eA a -::J;.d;t;dd;x;zlﬁh::?ogmzedSludemDrganlzamnsarehe\dhymest\ldem(]rgamzatlnnFlnamCemeHSDFC]mmomance
recognition status wil/l v soooun toaeto 0 e 1 O Ftonte s amder e Tenms P et e
» Student Organizatien finances are subject to audit by the SOFC staff and other Texas ALM University employses.
= Funds remaining in accounts of erganizations dormant three or more fiscal years become the property of the SOFC.
By signing this Card. | acknowledge all individuals isted have authority to sign requests on behalf of the Recognized Student
Organization as well as receive financial information such as account balances, account history. and other documentation.
| understand financial ransactions may be limited based on my organization's recognition status at the time of the request.
| agrea that my electronic signature is the legal equivalent of my manual/fandwritien signatura on this document.
A ccoun t & S u b A ccoun t N u For more information, contact the SOFC at £70-845-11 14 or sofe@istuact tamu edu_
1 Account Number
1 Organization account numbers are six digits
T Sub Account s
T 000@Wain Account (Primary account for deposi
1 Additional Sub Accounts may Aeregaeestd G200
etc.)
T Sub Accounts beginning with 9 (90000, 98000
speci ped purpose by an awarding committee
T 9999BAMF Donation Account
9 Funds received through the Texas A&M Foundat
1 Must be used for the direct benept of Te
student s.
T More infor mat on on Donation Account pag
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Busl ness Resour

The Student Organization Finance Center has many bus
Organi zations. Most of these resources are free of ¢
needed to successfully manage their pnances.

Fi nanci al S { Busi ness Se

Credit Card Termiin&lopi er

1 Cash and Check PrifodMesnsihhy Statements
T Credit Card PaymeitComputer Lab

f Cash Advances 1 Wor k Room

T Lock Box/ Cash Bagfs Mai | Service

il

il

Aggi el and Mar ketpl ace

Cash Boxes/ Bags

Cash boxes and cash bags are available for use on 1|o
providing organizations with a way to bundle and tra
deposit. The boxes and bags can be reserved by calli
picked up at the SOFC during nor mal business hour s.

Computer Lab

The SOFC Computer Lab is available in Koldus 235 for
nnancial transactions and conduct organization busin
Udnvolved, where you can view your organizations npnan
transactions.

Credit Card Terminals and Aggieland Marketpl ace
Vi s
Car

it Unstr Betcitd manl 4Gu iAdeg i fed ra nrdo rMea r ikreft @rl matei on regar
d Terminals and Aggieland Marketplace storefronts

Student Wor k Room

The SOFC Student Work Room is open for organization
supplies, a copy machine, and deposit preparation ma
available free of charge.

t I W&
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