Financial Procedures

The follow sections represent the process for working with organization finances.  It is imperative that your organization plan ahead and allow enough time for ASWOU and the Business Office to process your request.  Failure to do so will have drastic implications for your event and the plans you may be making!

Purchase Orders

Purchase orders represent a primary way that financial transactions take place at the university with outside businesses.  A purchase order number is generated and with an organization’s receipt or invoice, a check can be processed and sent to the company in question.  For you, receiving a purchase order is about the same as carrying a check from the university.  Give it to the business and they will provide you with a receipt in return.  Below are the steps that your organization must take to receive a purchase order:

1. Call and verify that the company you wish to buy something from will accept a WOU purchase order.

2. Go to ASWOU at least one week in advance of the purchase and get a “Purchase Order Request Form” from the Office Coordinator there between 8-5 Monday-Friday.

HINT:  Your organization can pick up several blank forms to hold until you need them.

3. Complete the form in as much detail as possible.

4. Return the Purchase Order Request Form to the ASWOU Office Coordinator at least one week in advance of the day you need to make the purchase.

5. The ASWOU Office Coordinator will process the purchase order and eventually give your group a purchase order number.

6. Go to the business and tell someone (manager) that you will be making a purchase using a WOU purchase order number.  Make your purchases and provide the purchase order number to the business at check out.

NOTE:  You CANNOT spend more money than authorized with the purchase order number.

7. Get a receipt and bring it back to ASWOU the next business day.  If you do not get a receipt, you will be required to go back and get one from the vendor.

Questions & Answers
· What if I want to spend more than $1,000?

If the organization is going to purchase an item or service over $1,000, the group needs to submit a minimum of three competitive bids or quotes.  Forms may be obtained from the ASWOU Office Coordinator.  

· Who authorizes these expenditures?

The ASWOU Director of Business and Financial Affairs authorizes the money and it is sent through the university approval queue where it is approved for final expenditure.

Invoices

The other option that may come up is ordering something via internet or phone and you receive an invoice for the services instead of having something in advance.  In this case, get the invoice (the actual document that lists costs and is used for payment) and turn it in to the ASWOU Office Coordinator.  That person will make arrangements for paying off the invoice in a timely manner.  Again, you must get pre-approval for expenditures from ASWOU!
On-Campus Purchasing
Student organizations may purchase goods and services from the Western Bookstore, Library and Media Services, and other on-campus vendors.  Purchases made on campus do not require a Purchase Order, but you do need to know your index number and activity code.  You also need to fill out the appropriate journal voucher, bookstore authorization or catering charge authorization form.
Special Arrangements

There are two vendors in the Monmouth and Independence area that have special circumstances surrounding purchases.  Talk to the ASWOU Office Coordinator about these vendors specifically.  Office supply purchases are also a different consideration.

Bi-Mart in Monmouth has a list of approved people to purchase supplies without the need of purchase order numbers.  This list is provided by ASWOU to Bi-Mart on an annual basis.  Merely check in with the counter and explain that you are with WOU and ASWOU specifically and give your name.  If your name is on the list, they will provide you with a card that will allow you to shop there.  Bring a receipt back to the ASWOU Office Coordinator by the next business day.

Safeway in Dallas uses a Safeway Credit Card system.  The ASWOU Office Coordinator has a credit card that could be used for purchases.  Discuss options with her during normal working hours.

Office supplies are purchased through a state contract for less than other places typically sell them.  Contact the ASWOU Office Coordinator with your needs and she will be able to order those items, charge it to your account, and arrange for delivery back to the ASWOU office within a few days, typically.

