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MSA Club Expenditure FAQs


The following FAQ topics have been developed to help make the process of obtaining and using MSA club funds as easy as possible.  While these topics do not represent everything you need to know with regard to MSA club expenditures, they do cover the most frequent sources of confusion.  To ensure your MSA club expenditures are reimbursed in a timely manner, you are encouraged to become familiar with the contents of this document.  This document is subject to change and a current version may be accessed at http://www.msa.merage.uci.edu/resources.html.
 
Acceptable Expenditures
Alcohol
Checks
Food
Gratuities
Guest Speaker Gifts
Intramural Sports
Non-MSA Funding Sources
Petty Cash / Pick-up
Reimbursement Timing
Reserve Account

[bookmark: Alcohol]
[bookmark: AcceptableExpenditures]Acceptable Expenditures:
· General principle for assessing what is an acceptable (i.e.: reimbursable) expenditure is that the expenditure is (1) necessary for the attainment of club goals AND (2) the amount of expenditure is appropriate for benefits attained.

Alcohol:
· Generally not reimbursed
· Exceptions exist but are rare (e.g.: MSA Sponsored Mixers).  By default, you should assume alcohol will not be reimbursed unless you have obtained specific guidance stating otherwise.

[bookmark: Checks][bookmark: Food]Checks:
· Checks for deposit to your MSA club account should be made out to “GSM Student Association.”








Food:
· Reimbursable: Food for club events.
· Reimbursable: Meals provided to guest speakers.
· Not reimbursable: Meals provided to club officers and others accompanying guest speaker before/after an event, when meal gathering is primarily social in nature.
· Not reimbursable: Meals provided during normal club officer meetings.
· What’s the common denominator for reimbursable food expenses? -  Reimbursable food expenses are for (1) food available to the entire student body (e.g.: open meetings; guest speaker presentations), or (2) food that is central to activities that substantially further club goals.
· Reimbursement requests for food MUST indicate number of people in attendance and nature of business conducted.
· Large Group Events (e.g.: open meetings; guest speaker presentations): Submit a copy of sign-in sheet for event with reimbursement request.
· Receipts: Original receipt MUST accompany reimbursement request.  A detailed receipt is required (Credit card receipt that shows only the total is not acceptable).  Note that pizza deliveries in particular typically do not arrive with anything more than a credit card receipt, so plan ahead to make sure you print your online order confirmation or request that your phone order be accompanied by a detailed receipt. 
· Food expenditures must be reasonable (e.g.: $5 or less per person for large gatherings; appropriately greater depending on setting).

[bookmark: Gratuities] Gratuities:
· Reimbursable: By default, gratuities should not exceed 15%.  Use your discretion for gratuities exceeding 15%.
· Not Reimbursable: Gratuities greater than 18%.  

[bookmark: GuestSpeakerGifts]Guest Speaker Gifts:
· Value should not exceed $25.
· Gift cards require (1) delivery certification by two club officers (e.g.: two officers signatures on reimbursement request), or (2) signature of gift card recipient indicating receipt.

[bookmark: IntramuralSports]Intramural Sports:
· Intramural sports will not be considered for reimbursement or special funding.



[bookmark: NonMSAFundingSources]Non-MSA Funding Sources:
· Corporate sponsorships and fundraising events are excellent sources of supplemental funding for club activities.
· MSA reimbursement guidelines do not apply to Non-MSA funds and you may utilize the funds at the discretion of club officers for activities that further club goals.
· You have three options for managing proceeds from Non-MSA funding sources: (1) Hold in cash and spend funds as appropriate – good for small amounts, (2) open an account with Student Government, from which you can draw funds as needed – best solution for managing large sums that you don’t expect to use immediately, or (3) deposit funds into your MSA account – not recommended unless you’re certain you will spend funds during current budget period because unused funds will be swept into reserve account.

[bookmark: PettyCash_Pickup]Petty Cash / Pick-up:
· If you selected to “pick-up” your reimbursement rather than have a check mailed to you or your reimbursement is for “petty cash”, you can pick up your money at the ASUCI Student Government office located at the Student Center.
· The ASUCI Student Government office is located to the left of the stage across from the ATMs.  Please refer to the following graphics for additional information.
· The receptionist will guide you through the process of obtaining your payment.
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[bookmark: ReimbursementTiming]Reimbursement Timing:
· Reimbursement requests are processed and submitted to student government once per week.
· Reimbursement requests received by 10:00am Tuesday will be processed and submitted to ASUCI Accounting office before the end of Tuesday.
· Submit reimbursement requests to MSA VP Finance in person or via MSA VP Finance’s Merage mailbox.  Send an email notification to MSA VP Finance after placing a reimbursement request in Merage mailbox.
· Reimbursement will generally be received via U.S Postal Service or made available for pickup within 3-5 business days.
· Erroneous or otherwise deficient reimbursement requests will be returned to the Merage mailbox of person that submitted reimbursement request.

[bookmark: ReserveAccount]Reserve Account:
· The reserve account represents an accumulation of unused MSA funds from the last 15+ years.
· These funds are available to be used for MSA club activities that are not already funded within club budgets.
· If your club desires additional funding and you can articulate a compelling case for why additional funding is a good investment for the Merage student body, you are encouraged to request “Special” funding.
· Special funding requests must be presented IN PERSON at an MSA meeting at least one month prior to when the funds will be needed.
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