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An account rgst have a zero balance in order to close. If there are funds remaining in the
account and all outstanding debts have been cleared, your organization may choose to
donate/transfer the funds to another recognized student organization or other University
account. The closing account will not be able to disburse the funds without proper
documentation (e.g. receipts, invoices, or other evidence of outstanding debt). To close an
account, a letter of explanation detailing the reason for closing the account and specifying the
destination account signed by the least two authorized signers must be submitted to the Office
of Campus Activities.

Accounting Services suspends all inactive accounts yearly. An organization that is not currently
a registered RSO is considered to be inactive. Accounting Services will close any accounts that
have been inactive for 2 years. Any funds remaining in the account that is closed due to
inactivity will be transferred to a defined account.
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Some student organizations view bank accounts in outside financial institutions as beneficial.
Use of outside accounts in S"RO\gLY discouraged!

Banks require either an individual's Social Security Number or a federal tax identification
number for a company. No student organization is authorized to use the University’'s tax
identification number to open an outside bank account.

There are no institutional checks on spending from an outside bank account. Many student
organizations have found themselves without recourse after their outside account was depleted
as a result of unauthorized withdrawals.

If you see a benefit for your organization by opening an outside account, please speak to
Campus Activities or Accounting Services first. Accounting Services works to make the
procedures and processes as streamlined and efficient as possible. Your feedback and input
are integral to this process!

De ostngjrl ol s

Any and all money Yeceived by an organization or raised on University property must be

deposited into your RSO account. Deposits must be made in person at the Accounting Services

office (ADM 316) between 12:30 — 4:30pm and can be made by a person affiliated with you

group. All funds deposited are subjgct to Un|ver3|ty of Central Missouri rules and regulations.
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You should have a total count of the money to be deposited, and a subtotal of each category
(currency, coin and checks). A completed deposit form found at
https://www.ucmo.edu/offices/accounting-services/internal-resources/fac-




staff/documents/deposit-form.pdf must be remitted with deposit. The depositor should take the
following steps to expedite the depositing process:

o« ency - Separate by denomination with bills facing up.

¢~0 n — Include small amounts in the total of the deposit. Large amounts of loose coins
(including bucket drives) can either be taken to the bank or replaced with bills, prior to
depositing at Account Services, or let unrolled when taking directly to Accounting Services.

L e% s/, oney 0 es-— Must be payable to the University of Central Missouri and restrictively
endorsec!won the back right end. The RSO FOAPAL must be written on the front of each item
and&he complete name of the organization in the memo field of the check. ‘Jote woe? ty
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Upon Deposit, Accounting Serwces credits your account for the deposit including the amount of
any checks. Consequently, checks that are returned for any reason (i.e. account closed,
insufficient funds) will be charged back against the organization’s account in the amount of the
check. Please ask for driver’s license number and issuing state or date of birth for the account
holder. Write on top middle portion of check with your initials. This will add in the collection of
the check should it be returned for non-payment.
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You musgs&gn Qrevenue code to each deposit. Revenue Account Codes identify funds
deposited into your organization’s account. They are used extensively on the University’s
monthly financial statements, which are available for every account. These reports reflect your
group’s revenue as well as expenses on a monthly basis.



Some events require door sales, or have other circu



The payment request form and supporting documentation need to be taken to the Accounts
Payable Office for verification of receipts and funds in order to complete the request. Checks
are sent US mail. In disbursement or an authorized signer on the account.






In order to utilize the University of Central Missouri’s purchase order system, the RSO will need
to work with the Campus Activities Office to enter the requisition into the university’s e-
procurement system. This requisition will be turned into a purchase order.
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If an organization needs to transfer funds from their RSO account to another student
organization or UCM departmental an Interdepartmental Transaction Form (IDT) must be
completed.

The IDT Form should be completed as follows:

e Amount to be transferred

¢ Organization name and FOAPAL being credited (where you are sending the money to)
e Expense account code

e Description of the transfer

Accounting Services will process the forms and the supporting documents will be imaged for
recordkeeping.
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The financial officersgf your organization have been entrusted with the great responsibility of
financial management and record keeping for your group. In performing the duties of financial
officer, it is important to have a clear and accurate picture of the organization’s monetary status
at all times. Student organizations are advised to keep independent financial records and use
the monthly management reports and audits as checks on their internal records. Please consult
with Accounting Services personnel with any questions you may have regarding your financial
activity.
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A computerized Statement of Activity from UCM’s Banner Finance System can be generated for
every account at any time during the month. Statements of activity, along with the
organization’s financial records, should be accurately maintained from year to year, and passed
along to the new officers. This will help assist the new officers in preparing budgets, financial
reports, and in planning activities for the upcoming year. Financial officers should check the
statements against their records to verify all transactions that have occurred. If there are any
differences in statement balances and your organization’s records, the discrepancy should be
investigated immediately. The Accounting Services staff is always available to answer any
guestions and resolve problems regarding your statements.
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Authorized signérs for groups may contact the Accounting Services office anytime by phone or
email to request account information such as account numbers, balances or to request a
statement to be emailed to them. We can be reached by phone at 660-543-4429 or email at



bbell@ucmo.edu (make sure to send the request from you @ucmo.edu email). Be sure to
provide your name, group name and account number in your request.

Ad ts

Financial records of student organizations are subject to audit by the University of Central
Missouri and Freedom of Information Act at any time. If is therefore important that your
organization maintain orderly and detailed records of all transactions and events.

Defct Q_a nces

Ofa n? tond /enak e, te toy rdefc tf.a nces, If an account does run a deficit,
Acgounting Services will place a freeze on the organization’s account(s), and no further
transactions will be permitted until the account balance is increased to the required $10
minimum. Accounting Services will notify the organization if their account balance is in deficit.
To stay up to date on the financial status of your account and to help prevent an account from
running a deficit balance, you are highly encouraged to keep independent records and to review
your account activity no less than monthly. The organization must make a deposit into their
account to remove the deficit. In cases where organizations may have more than one account,
a funds transfer can be processed to cover the deficit.

University departments will receive monthly listings of any RSO deficit accounts. They are
instructed not to accept requests or charges initiated by those organizations that appear on the
listing. If is the responsibility of the authorized signers to secure funds in the account before
incurring any University services.



