What you need to know about your

ASUCLA BOD/SIF and USA Programming Fund Allocation

1. Each Student Groups must submit their completed general requisition to the Budget Review Director for approval; his mailbox is box number 24 on the 3rd Floor of Kerckhoff Hall or in the blue folder in the Student Government Accounting office. 

2. Your ASUCLA BOD/SIF and USA Programming Allocation is part of student registration fees paid to UCLA each quarter. These funds may NOT be used to purchase the following:

a. Food

b. T-Shirts

c. CDs or DVDs

d. Cameras

e. Flowers and plants
f. Candles

g. IM Sports fees

h. Decorations

i. Picture Frames

j. Plaques and engraving
k. Trophies and charms
l. Parking or Traffic Citations
m. Personal reimbursement of an Honorarium payment

Consult with the Budget Review Director AND the SGA Manager before purchasing any of the above items. 

3. A completed requisition (REQ) is needed to access your account for all expenses. (i.e., Daily Bruin Ads, payments to a vendor for supplies, van rentals with fleet services, etc… See http://usac.ucla.edu/, click on SGA, then “How to Fill Out a Req”)
a. Deadlines for REQs:

i. For Fall Quarter:
December 16, 2011
ii. For Winter Quarter:
March 16, 2012
iii. For Spring Quarter:
April 27, 2012
4. Placing an ad in the Daily Bruin

a. The rates for placing an ad in the Daily Bruin are lower if you place the ad through SGA. In order to receive the lower rates, you must:

i. A completed REQ with a copy of the ad attached must be submitted to SGA for processing at least 2 weeks prior to the date that the ad is to run. 

ii. After the REQ is processed, you must then take the processed REQ to the Daily Bruin to place your order. The Daily Bruin will accept the processed REQ as your form of payment.  Reference the funding source on all print, digital media, banners and Facebook ads; PAID FOR BY BOD
b. If you do not plan ahead and place the ad, paying for it yourself, expecting a reimbursement, you will not receive the lower rates. 

5. Honorarium Payments for Services Rendered
All Honorarium payments of any amount up to $2,000.00 will need:

*An ASUCLA Performance Agreement (http://students.asucla.ucla.edu/funding/sga/honorarium_contract.pdf)

*A W-9

All Honorarium payments above $1,500.00 will need:

*An ASUCLA Performance Agreement (http://students.asucla.ucla.edu/funding/sga/honorarium_contract.pdf)

*A W-9

(Please note: This amount is subject to a NON-RESIDENT STATE TAX of 7%; or a NON-RESIDENT FEDERAL TAX of 30%)

All Honorarium payments above $2,000.00 will need:

*An ASUCLA CONTRACT (Please meet with Janine La Croix; Student Union Event Services on A-Level in Ackerman Union; 310.825.0788.

*A W-9

(Please note: This amount is subject to a NON-RESIDENT STATE TAX of 7%; or a NON-RESIDENT FEDERAL TAX of 30%)

Please also note that we cannot legally provide tax advice or make suggestions to employees or potential performers.  This is a decision for the individual/sole proprietor, 

C Corporation, S Corporation, etc...  Please visit: http://www.irs.gov/ for detailed information.  Also, a PO Box Number is NOT an acceptable address for honorarium payments.
6. Negotiating with Vendors (Purchase Orders)

a. No student group may conduct business in any manner that would cause the Undergraduate Student Association to be in debt. All expenditures must be approved by the Finance Committee Chair. 

b. Procedure:

i. When negotiating with vendors, obtain written estimates or quotes. 

ii. Completely fill out a req and attach the estimates or quotes. 

iii. When the REQ is processed, a Purchase Order will be available for you to take to the vendor as your form of payment. 

iv. Instruction the vendors to make sure that the invoice is addressed and mailed to SGA in the following manner:

Your Student Group’s Name
C/O Student Government Accounting

308 Westwood Plaza

332 Kerckhoff Hall

Los Angeles, CA 90024
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