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CHICAGO ORGANIZATIONS FUND 

POLICIES AND PROCEDURES

<See also By-Laws>

A. General Information

1.
The Chicago Organizations Fund (Fund) was established as a service to students, faculty and staff organizations.  The fund serves member organizations by providing on campus banking and accounting services.  Besides convenience, on campus banking offers a necessary security services.  The security service is important since many of the organizations' fund raising activities are on campus, cash, and evening activities.  These services could not be provided if it were not for the campus location of the fund.  In addition, the Fund assures the continuity of financial activity of organizations and minimized the administrative effort in the annual transition of offices who are signatories on the organization's account.  The ease in transition is an important factor given the turnover in volunteer organizations.

Member organizations are separate legal entities.  Funds of member organizations are not University funds and are not commingled with University funds.  Member organizations may not hold themselves out to the public as either being a part of or acting as agents of the University.  Furthermore, member organizations may not use the University's tax exempt status.


2.
The role of the University in the administration of the Fund is addressed in the General Rules:

“The Executive Assistant Vice-President for Business and Finance is permitted to act as treasurer of student and other organizations affiliated with the University, but in so doing shall not act on behalf of the University or as a University officer or employee and shall not thereby create any liability on the part of the Board of Trustees of the University of Illinois.  In all cases, the accounts of these organizations shall be kept Separate from the University accounts and the funds of such organizations shall be kept apart from University funds.”


The General Rules establish that activities of University administrators are outside the scope of their University appointment.  Historically it has been interpreted that since these funds are not University funds (but rather monies held in the Fund for the organization), and since the University administrators are acting outside of their University appointment in the conduct of Fund's activities, that organization funds are not subject to rules and regulations of the University and the University shall not attempt to control the use of these funds

3.
The Fund is established by its bylaws.  The Fund is governed by an Executive Board which is elected annually by vote of the member organizations.  Delegates from the Office of the Vice Chancellor for Student Affairs and from the Office of Business affairs provide support services by acting as the Secretary and Treasurer, respectively, of the Fund's Executive Board The Fund has also adopted the Chicago Organizations Fund Policies and Procedures  (policies and procedures).

4. Questions regarding the bylaws, or policies and procedures should be addressed to the Secretary of the Fund.  Questions regarding financial matters should be directed to the Treasurer.

5. The Secretary of the Fund is located at the following addresses:





Office of Campus Programs





340  SCE





Mail Code 118

6. The Treasurer of the Fund is located at the following address:




Office of Business and Financial Services 

Room 408, Marshfield Building

Mail Code 548

7. Investment income earned on Fund deposits is credited to a service account.  The Executive Board has approved a plan of allocation from the service account as follows:

30%
to the University for administrative expenses of the fund

55%
to the Office of the Vice Chancellor for Student Affairs for program allocations, and

15%
to be set aside for transfer to the University for student loans, operating expenses and reserves.  Each transfer of funds to the University for student loans shall be approved by the Executive Board or at the annual meeting.

8. Organizations may apply for membership by completing the Organizations fund Request for Registration.  These forms are available from Campus Programs or the Secretary of the Fund.  Once approved by the Secretary of the Fund, the form will be sent to the Treasurer of the Fund who will assign an account number.  (Exhibit 5) Member organizations must renew their signature authorization forms at least annually.  If after two years the organization's officers have failed to respond to requests for renewal, the account shall be closed.

9. Treasurers and officers of member organizations are responsible for the safe guarding of their funds.  They should deposit intact, as soon as possible within 30 days, monies belonging to the organization with the University cashiers.  Amounts deposited will be reported on the organization's monthly statements.

10. Withdrawals require the completion of a Disbursement Voucher and presenting it to the Treasurer of the fund.  Forms are available from the Campus Programs, the Secretary or the Treasurer of the fund.

All Disbursement Vouchers must be accompanied by paid receipts, invoices or other supporting documents fully explaining the payment and its relationship to the activity's purpose.  Disbursements will be reported on the organization's monthly statement.

B. Payment of Bills - to request a check, the organization treasurer must:

1. Payee ID Number (Required) – Enter the payee’s FEIN, Federal Employee Identification Number, or Social Security number if payee is not a University student or staff member. If the payee is a student or staff member, enter their UIN.

2. Make Check Payable to (Required) – Enter payee’s name and complete mailing address.

3. Delivery Method - If you want to pick up the check, enter a phone number in case we need to call you, If you want it mailed, indicate whether or not you want a copy of the invoice or payment voucher enclosed with the check. 

4. Invoice Information – Enter the date of the transaction, the vendor’s invoice number if appropriate, a reason for the payment and the amount. Attach a separate sheet of paper if you need more room. Enter the amount of each item, sum them and enter the total.

5. FOAPAL (Required) – Select from the codes below and enter them in the appropriate box.

a.
Chart

1. 1 = Urbana campus organization

2. 2 = Chicago campus organization



b.
Fund – All organizations have a 6-digit Fund code to use in the University’s accounting system. Enter the last four digits. Contact your campus Accounting Services Office or Registered Student Organizations Office if you don’t know the code.



c.
Organization

1. 389005 = Urbana campus organization

2. 103000 = Chicago campus organization



d.
Account – Contact your campus Accounting Services Office for additional codes if the ones below do not describe your expense.

1. 142500 = Meals / Reception

2. 142900 = General Supplies

3. 146900 = Copying Services

4. 124900 = Supplies



e.
Activity and Location – Optional codes can be used to segregate expenses for reporting. Most registered organizations will not use these codes. Please contact your campus Accounting Services Office if you have questions about their use.


6.
Organization Approvals – The person who is authorized to make payments for the organizations must sign this form. If the payee and signer is the same person, the voucher must be co-signed by another officer of the organization.


7.
Submit this form to – Take the voucher to the office listed for the campus on which your organization is based. 


8.
University Approvals – The Accounting Services Office and the University Secretary of the Fund may be required by your campus to approve the voucher.


9.
Voucher Bookkeeping – This optional area can be used to keep track of the organization’s cash balance using checkbook type accounting.

a. Previous balance – Balance carried forward from the last voucher or


the last reconciled statement.

b.
Enter any automatic changes, such as University Telecom billings, since the last voucher balance was calculated.

c.
Subtotal – Subtract the automatic charges from the previous balance.

d.
Enter any deposits made since the last voucher balance was calculated.

e.
New amount (Subtotal plus deposits) – This is the calculated amount you have available for expenditure. This amount can be checked with what is in the system when you submit the voucher to the Accounting Services Office or the Registered Organizations Office.

f.
Subtract this voucher – Enter the amount of this voucher.

g.
Amount available – Subtract the amount of this voucher from the new amount available. This will be the remaining balance after the voucher is processed. 

2.
Routing and Processing 

1. Attach the original copies of all paid receipts, invoices, and supporting documents to the voucher.  Honoraria vouchers should be supported by a copy of the letter of invitation or similar documentation specifying the amount to be paid.  Forward the voucher to the Treasurer of the Fund who will verify the signature and account balance before approving the voucher and preparing a check.  The check and the voucher will be signed and then made available for distribution.




                                           
Note

Incomplete vouchers, or vouchers not accompanied by receipts, invoices, etc., will be returned to the organization.

C. Deposits of checks, currency, and coins

1. Treasurers of organizations are permitted to deposit only dues, contributions and proceeds from membership activities with the University Cashier, Office of Business and Financial Services, 1st floor, Marshfield Building.  Treasurers, as officers of their organizations, are responsible for the custody of these funds and shall deposit them as soon as possible within 30 days.

2. Checks deposited into an organization's account must be made payable in the name of the individual organization.  Checks either intended for or payable to the University of Illinois cannot be deposited into an organization's account.  It is unlawful to deposit University intended funds into an organization's account.  University funds include gifts, grant and contract funds and other funds intended to reimburse the University for past, present or future services.

3. The organization treasurer will prepare the Report of Cash Receipts form prior to depositing the funds with University Cashier.  Each check being deposited should be listed on the form.  The treasurer should retain the organization copy.

4. The Treasurer of the Fund will inquire with treasurers of Fund accounts when checks are submitted for deposit that may appear unrelated to those accounts, including checks made payable to the University.

5. Checks returned by the bank due to insufficient funds, etc. shall be charged back to the organization account with a handling fee.

D. Monthly Statements 

1. A monthly statement for each organization account will be prepared by the Treasurer of the Fund for each fund with a balance.

2. The statement will be made available to each organization treasurer by the Secretary of the Fund, and will be available for pickup at Campus Programs.

3. Financial information will be accumulated annually based upon the Fund’s fiscal year which is from July 1 to June 30. 

E. Audit of COF

The COF audit committee shall audit the financial records of the COF.  The COF audit committee shall submit a report to the COF Executive Board summarizing the findings of the COF audit.  Copies of the report shall be retained by the Secretary and Treasurer of the COF.
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