Deposits

ALL MONIES COLLECTED FOR A STUDENT ORGANIZATION MUST BE DEPOSITED INTO THEIR ACCOUNT!  If a WUC cash box is used, deposits must be made directly at the Werner University Center Information Desk during normal business hours.  If there is no WUC cash box utilized with the deposit, the money should be turned in directly to the ASWOU Office Coordinator during normal business hours.  

The cash will be documented and signatures will be taken from the individual(s) depositing the funds.  

Fundraising should conform to ethical guidelines and practices approved by WOU.  More information can be found or by contacting the Western Oregon University Foundation.

Questions & Answers
· What kind of security is used with the cash?

It is a good idea to keep any of your proceeds from sales, etc. in a very safe place.  ASWOU does have a small safe to keep monies collected.  Once the money comes to ASWOU, it is deposited immediately so that the money is secure.  It is a good idea for your organization to plan ahead for any security issues and monetary counting when the money is outside of the university’s hands.

Recordkeeping

It is vital and mandated by ASWOU that each organization maintains an accurate record of its monies.  All financial transactions must be recorded and processed through Western Oregon University’s financial accounts.  A balance sheet that records in detail the amounts, dates, and descriptions of the organization account should be maintained and updated on a regular basis.  It is also a good idea to have the treasurer (or other officer) report this information to the membership as a whole on a regular basis. 

Periodically, ASWOU and the university will provide a statement of the student organization’s account to each organization to help reconcile the account register.  You can also request financial statements from the ASWOU Office Coordinator.

When an officer change occurs, make sure that the bookkeeping records are handed to new officers and that new signature account cards are filled out at the ASWOU office area in the Werner University Center!

