Start Here:
4 weeks
minimum
prior to
event

GSS Funds for Graduate Tier |l Events

This Page is to check funding eligibility:

A 4

Within your Organization,

Is your Org recognized as
an active, registered Tier
Il with the University
AND

Is the roster complete
and accurate within
UCONNTACT?

Yes

Is this for all eligible
UCONN grad students?

Yes

No

Understood

A 4

Is this EXCLUSIVE to
UCONN grad students
meaning there will be
NO Undergrads, NO
Faculty, NO Staff, NO
Family and NO other
Non UCONN guests?

Yes

No

Understood

v

Do all costs stay the
same regardless of the
number of attendees?

No

Approved budget Is the event within Is your group
Yes —| for fiscal year? Yes +— budget for each Yeﬂs » eligible? If so, then
type of expense? proceed to rest of
v No N the flow chart.
Special Allocation O (Next page)
ge) (Fill out form) : i
@) Finance committee n
o 2 Q
= 7 >q_) approval (10% Max) || >
o E-Board AND
© ?
c Senate approval: Finance committee
= No meets every 3 weeks,

Exec and Senate
meets every 3
weeks, add up to 4
weeks waiting time.

add up to 3 weeks
waiting time.

Plan for 4 weeks minimum:

GSS PaymentWorks Process ~ 1 Week

GSS Treasurer Process ~ 1 Week

SABS Process ~ 1week

GSS arrange for check pick-up or mailing ~ 1 week

e Be available to answer questions & do so promptly
e Save everything until payment received

* POs provided electronically to provide to vendor(s)
e Checks can be picked up at GSS




Start Here:

GSS Funds for Graduate Tier |l Events

How to

receive and expend funds:

What are you buying?

Payment Method?

A 4

Vendor Selection (Advance)

A 4

Travel Expenses? E.g. mileage,
hotel, transportation

Reimbursement after
the event

Yes

A 4

"No

SUPPLIES: (life < 1 Year)

Eg. Paper plates, disposable
decorations, paper, folders OR
AWARDS OR REFRESHMENTS eg.
Soda, cookies, food -> UNABLE
to determine purchase in
advance - and thus made in
person from a local vendor

Yes

Y

Note: If reimbursement
is for anything that
could have been
purchased directly by
GSS (which is Tax

No

Exempt) in advance, GSS
may not reimburse Tax

SUPPLIES: (life < 1 Year)

E.g. Disposable decorations,
paper, folders OR AWARDS ->
ABLE to determine purchase in
advance

Purchase Request so

A 4

Yes

A 4

Vendor must be legitimately
in the line of business being
sought for payment

A 4

GSS can pay via Husky
Buy or Credit Card

Yes

! No

A 4

If vendor is a business and
being paid with our Credit
Card, no need for them to be
in the University Accounting
System

A 4

REFRESHMENTS -> ABLE to
determine purchase in advance

Purchase Order Process

Yes | so GSS can pay vendor

No

y

directly after the event,
Promotional Items must

Services:

E.g. Speaker, musician, DJ,
decorator, printer, copies,
branding, conference
registration

go through contract

Yes vendors and Busses

must go to bid to
Contract Vendors,
BOTH on KFS

| Yes

Equipment: (life > 1 year)

55 proibited by Poiey |

\ 4

Vendor MUST be in the
University Accounting
System with a W-9 dated
within the last two years.
GSS Admin can confirm. If
not, the GSS Admin Support
must invite them through
Payment Works and the
Vendor must follow through
with set-up. Can take up to
a week.

A 4

How much is it?

A 4

Documentation (File paperwork with GSS treasurer)

A 4

Costs must be reasonable and in line
with standard and expected charges
for what is being purchased

A 4

< $100 - Students seeking
reimbursement will be given cash at
Business Services instead of a check

A\ 4

>S$100 < S1K — Business Services Check

A\ 4

>S1K — When the whole expenditure
reaches this threshold (not just one
item) Student must provide 3 quotes
to document lowest quote chosen. If
an entertainer, speaker or vendor is
involved in a performance, purchase
must go through KFS to handle tax
withholding and any waiver or
reduction.

\ 4

>S5K — if a product purchase exceeds
S5K, including refreshments, purchase
must go through KFS

A 4

>S10K — If a purchase of any kind
exceeds $S10K, a formal bid process
must also be followed.

Do you have:
| AUTHORITY
1. GSS Minutes:
2. Page w/ Budget Vote
3. Page(s) w/ Budget itself
Il ORG INFO
1. Org Roster of Grad Students
2. Leader Contact Info
lIl EVENT INFO
1. GSS Request Form
2. Event Advertising
3. Attendance (Name, NetID or PeopleSoft)
4. Prize form (if applicable).
IV EXPENSE INFO
1. Business Justification
2. Description of Use
3. Request for Quote(s), if applicable
4. All quotes, if applicable
5. Original Invoice, if applicable
If travel/mileage —
1. Travel map
2. Vehicle insurance
3. Purpose of travel
4. Itinerary
If Reimbursement
1. Submit all documentation on next business day immediately following event
2. Copy of CC only w/ first 12 #’s obscured BEFORE copy made
3. Original Itemized Receipts
4. Bank statement required if receipt not proof of payment
5. If cash payment, vendor must provide evidence of such
V Correspondence
1. Include anything pertinent to purchase in packet




