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PREFACE 

 
 
New and Returning Organization Treasurers: 
 
As the liaison between your organization and Associated Student Activities (ASA), you have the 
responsibility of maintaining your organization’s financial records and authorizing club 
expenditures. Your ability to plan ahead, ask questions, turn in itemized receipts, and write 
legibly will enable you to successfully execute the majority of transactions in our office.   
 
This updated Treasurer’s Guide helps provide treasurers with basic information regarding ASA 
fiscal policies and procedures. This guide (available in Discover) will be a useful tool in 
managing the financial affairs of your organization.   
 
Due to the varying complexities of the more than 1,000 recognized student organizations, this 
guide cannot possibly answer all your questions. For this reason, I highly encourage all 
treasurers to contact the staff at ASA, 240 HUB-Robeson Center.  The office is open from 8 a.m. 
to 4:30 p.m., Monday through Friday, except for University holidays. You can also email your 
questions to asaoffice@psu.edu. We will be glad to offer any assistance, referrals or advice that 
will help you better manage your student organization’s financial needs. 
 
I look forward to meeting and working with you throughout the coming year. 
 
 
 
Tanner Duba 
Associate Director/Treasurer 
 
 

mailto:asaoffice@psu.edu
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INTRODUCTION 
What is ASA? 

 

The Office of Associated Student Activities (ASA) is the financial office for all recognized 
student organizations (RSOs).  ASA’s primary functions are that of banker, accountant, 
paymaster and advisor on financial matters. 
 

ASA is responsible for the custody of the student organizations’ funds and ensures that those 
funds are used in accordance with the University, ASA, and the University Park Allocation 
Committee (UPAC) policies.  In accordance with The Pennsylvania State University’s 
policy on the financial affairs of recognized student organizations, all recognized student 
organizations are: 
 

• Required to affiliate with ASA for their banking and bookkeeping services.  
External accounts, including personal bank accounts, are prohibited! 

• Subject to the possibility of an audit to be completed by the Financial Reporting 
Division of the Corporate Controller’s Office. 

• Required to conduct their financial affairs according to the contents of this 
Treasurer’s Guide. 

 
Location/Office Hours 

 

240 HUB-Robeson Center 
University Park, PA 16802 
Email: asaofffice@psu.edu  
 

Hours are 8 a.m. to 4:30 p.m., Monday – Friday (we are closed on University holidays). 
 
Staff 

 

The ASA office employs four full-time staff and additional student staff.   
We are here to help you.  Please ask questions! 

 
How to Open an ASA Account 

 

Your organization must first be recognized by the Office of Student Leadership and 
Involvement, located in 103 HUB, before you can set up an ASA account for your 
organization.  As soon as your organization has an active status, the treasurer (who MUST 
be listed as the treasurer on Penn State’s Discover) will need to submit in Discover the New 
Organization Request form.  Once ASA has received and processed the form, you will be 
assigned an ASA organization/account number to be used for all club transactions.  If you 
are a new treasurer but already have an ASA account, you will not need to fill out the New 
Organization Request Form.  However, you will still need to update the treasurer 
information in Discover and ASA. 
 
 
 
 
 

mailto:asaofffice@psu.edu
https://discover.psu.edu/
https://discover.psu.edu/organization/rsofinances
https://discover.psu.edu/organization/rsofinances
https://discover.psu.edu/
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TYPES OF FUNDS IN YOUR ACCOUNT 

 
There are three different types of Fund Sources: 

 

Unrestricted Funds / Fund Source “30”: 
 

Every organization has an Unrestricted account at ASA.  This is comprised of money that 
the organization generates through dues collection, donations, fundraising, equipment sales, 
etc.  This is the organization’s money to spend as they see fit, as long as they are spent in 
accordance with University guidelines.   

 

UPAC Allocated Funds / Fund Source “10”: 
 

Organizations can request funding from UPAC (University Park Allocation Committee) to 
be used towards events, travel experiences, equipment, and other items.  UPAC allocates a 
portion of the Student Initiated Fee (SIF) income towards events, travel experiences, 
equipment, and other items requested by student organizations to enhance the out-of-class 
experience.  Please contact UPAC at (814) 863-8951, 208 HUB-Robeson Center, or go to 
upac.psu.edu for more information.  

 

When an organization is allocated funds, UPAC will provide ASA with a copy of the 
allocation letter which states the breakdown of the allocated funds by line item.  To be 
reimbursed for UPAC funds, the organization must submit the appropriate ASA form(s), 
such as a Check Request, Mileage Request, or Payment for Services Request.  Requests, 
along with all supporting documentation, may be submitted in person or via email.  

 

When using UPAC allocated funds, it is very important to select the appropriate fund source 
(UPAC is Fund Source 10) and object codes (as listed on the UPAC letter) on each ASA 
form.  Funds are to be used exactly as specified in the letter.  If a request is submitted that 
lists items not included on the allocation letter, ASA will process that portion of the request 
from the organization’s Unrestricted 30 account.  We CANNOT pay and/or reimburse from 
the UPAC fund source until UPAC provides ASA with a copy of your allocation letter.   
 

NOTE:  
• It is the organization’s responsibility to initiate correspondence with UPAC for possible 

funding.  Every organization that receives UPAC funding is subject to an audit by UPAC 
to ensure compliance with the allocation of Student Initiated Fee funds.  

• All allocated UPAC funds that are remaining in an organization’s account at the end of 
the fiscal year (June 30) will be returned to the Student Fee Board.  

 
Activity Fee Funds / Fund Source “40” (Standing Allocations):  
 

These funds are allocated to affiliated organizations by the University Park Student Fee 
Board (UPSFB) and are to enhance the student experience at Penn State. 

 
 
 

https://upac.psu.edu/
https://upac.psu.edu/
https://discover.psu.edu/organization/rsofinances
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RESPONSIBILITIES OF THE TREASURER 

 
 
Keeping a Financial Ledger  
 

The records you keep are considered your organization’s official records.  You should be 
keeping a record of all transactions, such as deposits for individual dues, vendor donations, 
etc., as ASA does not keep copies of checks deposited into your organization’s account.    
We suggest using Excel or another spreadsheet application to keep track of transactions. 
These records should then be transferred to the next elected treasurer.  Seven years of 
records must be kept by your organization at all times. 

 
Monitor Your Transaction Report 
 

You may request a detailed transaction report from ASA at any time so that you can ensure 
that our records and the records that you keep are in agreement.  Only the treasurer, 
president, vice president, or advisor can request this report.  You may request a transaction 
report in person, or by emailing asaoffice@psu.edu.  Reports can be e-mailed to any one of 
the above individuals, upon request. You must be listed and show in Discover. 

 
Liaison Between Your Organization and ASA 
   

YOU are responsible for the financial transactions of your organization.  The role of 
treasurer requires that certain transactions are only to be done by you.  These transactions 
include authorizing check requests, picking up checks, requesting a transfer, retrieving mail 
from the Treasurer File, and opening/closing an account.  Executive officers are not 
permitted to do any of these transactions.   
 

Sign Off on All Expenditures  
 

As the treasurer, you are responsible for the financial transactions of your organization.  
This includes authorizing check requests and invoices for payment, as well as signing off on 
transfer requests, mileage forms, contract payments and org-to-org transfers. Please visit 
Discover to upload your requests.  Please note that you cannot spend more money than you 
have in the organization’s account.  Any requests for payment that put your account in the 
negative will not be processed.  In addition, your organization must have an active status 
with the Office of Student Leadership and Involvement to utilize your ASA account. 

 
 
 
 
 
Pick Up Checks 
 

You are responsible for picking up and signing out processed checks for your organization 
in a timely manner.  In addition, the payee is also authorized to pick up checks which are 
made out to them. Due to the large volume of checks processed by ASA, it is not possible 

mailto:asaoffice@psu.edu
https://discover.psu.edu/
https://discover.psu.edu/organization/rsofinances


 9 

for ASA to notify organizations when checks are ready for pickup. Please review your 
transaction report to determine if a check has been processed for your organization.  
 

 Keep Discover Updated with Current Officers 
 

The information at Discover is used by ASA staff to verify Officers and to contact you 
regarding problems with requests or processing transactions. Delays occur when this 
information is not up to date.  Discover should be updated when a new treasurer is elected or 
if any information has changed, or reregistration.   
 

Check Your Treasurer File Weekly 
 

Each organization has a Treasurer File in the ASA office.  ASA places unpaid bills that 
require your signature, check requests needing additional documentation, donation receipts, 
and other financial correspondence into your Treasurer File.  It is extremely important that 
you check your file regularly to pick up any documentation.  Any paperwork not picked up 
after one year will be discarded. 
 

Correctly Complete All Request Forms and Write Legibly 
 

Before submitting forms, please make sure they are filled out correctly and in their entirety.  
Forms submitted without the proper backup documentation will not be processed until such 
documentation is received.  When turning in handwritten forms, make sure to write legibly 
or there will be a delay in processing your request.   

 
Use Full Organization Name and Account Number on All Correspondence 
 

It is extremely important that you use your full organization’s name and 4-digit ASA 
account number.  We have over 1,000 organizations and many have the same acronym.  For 
example, ASA could be Associated Student Activities, African Student Association, 
Acoustical Society of America, Alpha Sigma Alpha, Armenian Student Association, or 
Asian Students Association.   
 
Use of an incorrect organization’s ASA number can result in transactions being processed 
out of the wrong organization.  If you are not sure if a transaction was processed for the 
correct organization, request a transaction report. 

 
 
 
 
 
 
 
 
 
 

https://discover.psu.edu/
https://discover.psu.edu/
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INCOME PROCEDURES 
 
General Income Information 
 

When collecting funds for your organization, you may accept cash or checks. The use of 
cash apps (Venmo, Zelle, etc.) can be used to collect funds for dues/clothing orders. The 
funds must be deposited into a personal account and a check must be written made payable 
to your organization for the entire amount.   ASA cannot process credit card transactions.  
Checks must be made payable to your organization and deposited in a timely manner.  These 
funds are always deposited into your Unrestricted account (Fund Source “30”) and can be 
used as the organization sees fit (within University guidelines).  
 

It is strongly recommended that your organization purchase a numbered receipt book.  You 
should be providing receipts to individuals for any payment or collection of dues, clothing, 
fundraising, etc.  A receipt book helps organizations keep a historical level of detail 
regarding the income.  Deposits to ASA are made in lump sums and detailed records of 
payment information are not kept by ASA.  
 

It is also strongly recommended that you make photocopies of checks prior to depositing the 
funds.  ASA does not provide copies of checks.  It is up to the organization to keep track of 
the details regarding all payments and deposits.  
 

Departments and Colleges wishing to contribute to your organization must process a check 
through SIMBA, the University’s financial system.  ASA is on a different accounting/budget 
system from the University, therefore, funds cannot be transferred directly.  Please see page 
12 for more information on transfers from PSU departments. 
 

If an individual or business is making a contribution or donation to your organization and 
requests a tax receipt, the payment MUST be handled through the Student Affairs 
Development office. ASA cannot create or provide organizations with a tax receipt. Please 
refer to “Donors Requesting a Tax Receipt for Donations” on page 12 for more information 
on gifts and donations, as well as contact information for the Student Affairs Development 
office.  

 
Making a Deposit 
 

All money should be deposited in a timely manner (usually within one business day) and 
should be totaled and organized as stated below.  Any club member may make a deposit. 
 

Checks: 
•    Checks should be made payable to your organization, dated, and SIGNED.  

 

•    When receiving checks, always make sure the check reads correctly, is completely 
filled out and SIGNED.  
  Unsigned checks and checks six months or older (this varies depending on 

issuer - please refer to each check to verify language) cannot be deposited.   
  Checks from foreign banks cannot be accepted.   

 

•    Reviewing the checks before a deposit will save time and minimize corrections to 
your deposits.  
 

https://studentaffairs.psu.edu/development
https://studentaffairs.psu.edu/development
https://studentaffairs.psu.edu/development
https://studentaffairs.psu.edu/development
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•    Checks need to be endorsed with the organization’s name or stamped with your 
endorsement stamp. 

 Returned (Bounced) Checks from the Bank: 
• The longer checks are held before the deposit is made, the higher the chance a check 

will be returned to us from the bank. When checks are returned, it is usually for 
insufficient funds.  ASA will deduct the amount of the check from your 
organization’s account and place a copy of the check and deposit receipt in your 
Treasurer File.  It is your responsibility to contact the individual to make good on or 
replace the check with a new one.  Checks can be re-deposited one additional time if 
it has been returned for insufficient/uncollected funds (NSF/UCF) and is $500 or 
larger.  If it is marked NSF/UCF and under $500, ask for a new check or cash from 
the check issuer.    

 
Bills: 

• Organize your bills. All bills should be face up, straightened, flat, and facing the 
same direction.  They should also be sorted by denomination. 

 

Coins: 
• Coins must be wrapped if you have enough for a wrapper ($0.50 for pennies, $2.00 

for nickels, $5.00 for dimes, and $10.00 for quarters).   No Canadian or foreign 
coins will be accepted. 

 
 

• ASA has a limited supply of bill and coin wrappers available for organizational use. 
 
Deposit Slip 

 

Deposit slips are located in ASA and a version is available on ASA’s Discover.  Fill in 
the following information: 
 

• Your organization’s full name & 4-digit account number. 
• The activity code (if applicable). 
• The bill, coin, and check totals. 
• The grand total for the deposit. 
• Breakdown by object code.  State the amount and description for each category. 

This information will appear on your Transaction Report.  
 

*For example, if you collect $20 in dues from 10 different people, you would use:  
Object Code:  41001 Dues 
Description: Fall 2025 
Amount: $200.00   

 

* Object Codes are available in our office or on ASA’s Discover. 
 
An ASA employee will verify your deposit totals and print a receipt for you.  The receipt 
should be kept by the treasurer for their records.  If requested, ASA can place the receipt 
in the Treasurer File for the treasurer to pick up at a later date. Funds deposited 
throughout the day are typically posted to your account the next business day by 3 p.m.   
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Donors Requesting a Tax Receipt for Donations  
 

Your organization may receive a gift from an outside donor either directly or indirectly. If a 
donor gives your organization a check directly and wishes to receive a receipt for tax 
purposes, you MUST deposit that check with the Student Affairs Development office. Once 
processed, the office of Student Affairs Development will notify ASA and we will deposit 
the money into your organization’s account (this can take a few weeks).   
 

Occasionally, an outside donor will give a gift to an organization without the organization’s 
knowledge. When we are notified of the gift from Student Affairs Development, we will 
deposit the money into your organization’s account.  
 

Penn State University will send an official receipt acknowledgment thanking the donor for 
the gift, but it is highly recommended that any organization receiving a donation personally 
thank the donor. This can be done by sending a letter or thank you card.   
 

If you have any questions about gifts and how to handle any gifts you receive directly, 
please contact the Student Affairs Development office directly at: 
 

Student Affairs Development Office 
2601 Gateway Drive 
Suite 175 
State College, PA 16801 
(814) 865-6600 
 

In addition, the office of Student Affairs Development can set up a link for donations only 
to your organization that can be shared through newsletters, email campaigns, social media 
postings, and more.  
 
 

Raise Website Requirements/Restrictions 
 The Raise site accepts charitable contributions only, and in simple terms, that means the 
funds are given with no direct benefits to the donor. For example, when a donor gives to a club 
to pay for a plane ticket for a trip, or to pay their membership dues, the donor is getting the 
benefit of their own gift – making the transaction non-charitable. Similarly, when a corporation 
wants to sponsor an event, it generally means the corporation is getting something in return – 
advertising, a table at a dinner, etc.  
 
A charitable gift has no strings attached. The donor has no control of the gift after they give it, 
and the recipient can spend the gift as the recipient decides. When the donor continues to direct 
the spending of the gift (“for my plane ticket,” “for the table I am sponsoring,”) it becomes a 
non-charitable transaction. Gifts that are non-charitable must be refunded because it is not 
permitted to accept non-charitable transactions. Receipts are auto generated the day after 
recording a gift, and Student Affairs Development does not want to erroneously provide tax 
receipts for transactions that are not charitable. 
 
 
 
 
 

https://studentaffairs.psu.edu/development
https://studentaffairs.psu.edu/development
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Donors Not Requesting a Tax Receipt for Donations 
 

Donations can be deposited directly into your ASA account if a tax receipt is not requested.  
The organization receiving the donation would then be responsible for sending an official 
receipt acknowledging the gift.  
 

Obtaining Funds from a PSU Department 
 

Because ASA is on a different accounting and budget system than the rest of the University, 
PSU departments cannot transfer funds directly into your ASA account.   
 

The procedure for a department to give funds to an organization is as follows: 
 

•  The department MUST process a check through SIMBA, the University’s financial 
system.  The check should be made payable to your organization or to Associated 
Student Activities and sent to the ASA office. 

•  Your organization’s name and ASA account number should be referenced on the check 
to ensure the check is deposited into the correct organization’s account. 

• Once we receive the check (which can take up to ten days), we will automatically 
deposit the funds into your account, and put the printed receipt in your Treasurer File.  
 

Special Revenue and Revenue from Admission-Charged Events 
 

There are specific guidelines and a review process for admission-charged events. *Please 
see page 25 for details. If needed, ASA can assist student organizations on a case-by-case 
basis with record keeping for special purpose revenue collections.  

 
Games of Chance, Raffles, and Lottery Revenue 
 

A separate ASA account must be opened for all Small Games of Chance revenue. The 
treasurer must bring a copy of the Small Games of Chance License to ASA when setting up 
the account.  

 
Night Drop for Funds Collected in the Evening or over a Weekend 
 

If your organization is collecting funds after hours or over a weekend, it is strongly 
recommended that you do not hold onto these funds. For your protection, the funds should 
be placed in the Night Drop located outside the ASA office. The Night Drop is used to store 
money only. Any other forms, papers or items place in the Night Drop will be discarded. 

 
• Pick up a specific clear plastic deposit bag in either the ASA Office (open 

Monday through Friday, 8:00 a.m. until 4:30 p.m.) or, if after hours, from the 
HUB Information Desk on the first floor of the HUB.  

• Mark the bag with your organization’s full name and account number, contact 
name and phone number, and event name (reason why the money was 
collected). We suggest using a black ballpoint pen to mark the bag. 

• The bag should be securely sealed prior to depositing in the Night Drop. You 
MUST tear off the top portion of the bag which has your claim number on the 
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bag. Do not lose or misplace the claim ticket – you will need your ticket to 
claim the bag and make the deposit the next business day.  Once a member of 
your organization comes in to claim your bag, a deposit slip will need to be 
filled out by the member before the funds can be deposited into your 
organization’s account.  

• ASA will not open any bag without the claim ticket and a member of your 
organization present.  

• For your safety, you may call University Police Services at (814) 863-1111 to 
escort you to the ASA Office (240 HUB-Robeson Center).  

 
Interest on Your Account 

 
Every RSO’s Unrestricted account is entitled to earn interest, except for solicitation or 
administrative accounts. This interest is calculated and posted monthly. The amount of 
interest earned depends on your balance during the period in conjunction with the rate 
established by the Board of Trustees.  Accounts that are not in good standing with the 
University will not earn interest.  

 
EXPENSE PROCEDURES 

 
General Expense Information 
 

There are several different payment methods depending on who you are paying or 
reimbursing. It is the treasurer’s responsibility to make sure the appropriate form is used, 
completed correctly, and has the proper documentation and uploaded to Discover.  
 

• Individuals are not permitted to pay out of pocket for “services” (a service 
would be a speaker, DJ, performer, referee, instructor, photographer, etc.). 
ASA will NOT reimburse any club member who directly pays for a service!  
Services are required to be paid through the Payment for Services Request form.   

• When uploading check requests in Discover, receipts are needed to process 
reimbursements.  These receipts must show proof of payment and clearly show what 
items were purchased. This is ASA’s policy in accordance with University 
guidelines. If a request is uploaded to Discover without proper documentation, it will 
be denied and will need to be resubmitted with the correct documentation. 
Photocopies and screenshot images must be clear, the appropriate size and all 
necessary information is present. Receipts must still be itemized. Credit card 
statements are not valid receipts for expenses! 

• Gift cards may be purchased by recognized student organizations utilizing the 30 
account as the funding source. These are usually purchased in gratitude for free 
services rendered or as a thank you to an individual who has assisted the 
organization in its success (gift cards cannot be used in lieu of payment for services 
rendered). These must be purchased from stores and restaurants that provide food, 
clothing, and/or nonperishable items. Alcohol cannot be purchased with the use of a 
gift card. 

https://discover.psu.edu/organization/rsofinances
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• Student organization funds may NOT be used to reimburse and/or pay for ANY 
ALCOHOL AND/OR WEAPONS/AMMUNITION.  

• Food receipts that do not show an ITEMIZED LISTING OF FOOD ITEMS 
PURCHASED will not be reimbursed. If alcoholic beverages were purchased, they 
will be deducted from reimbursement. 

• NO FOREIGN RECEIPTS accepted. All receipts must be in English and US 
Dollars!  

• Due to the cost associated with printing checks, ASA will only process requests of 
$5.00 or more. If the amount of reimbursement requested is less than $5.00, we ask 
the organization to please refrain from submitting the request until additional 
expenditures have incurred. 
 

 
 

What is an Itemized Receipt? 
 

• A receipt that includes vendor’s name, address, and date. 
• A detailed listing of what was purchased, clearly showing the items as paid. 
• All receipts must be in US dollars. 
• Restaurant receipts MUST include an itemized list of what was ordered and paid for 

– not just the credit card slip.  A tip can be included in the reimbursement, but we 
may request a credit card statement. 

• Internet receipts MUST include a printout showing the items purchased, billing 
information, the amount paid, payment method, and the individual’s name that paid. 
 

 
 
 
Purchase Orders (PO) 
 

Purchase orders are the most convenient method of payment to a vendor because it 
eliminates the need for an individual to pay up front and then seek reimbursement from the 
organization. Whenever possible, use a purchase order when purchasing goods or services 
from a vendor. Verify with vendors if they accept purchase orders before making a 
purchase.  

 
 
If the vendor accepts purchase orders, follow these steps:  

• Place the order with the vendor and ask for a cost estimate. 
o Use 240 HUB-Robeson Center, University Park, PA 16802 as the billing 

address.  
• Submit a Purchase Order request form in Discover for the amount needed & we will 

generate you a PO.  
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• Give the PO to the vendor and inform the vendor that they must submit an 
itemized invoice, which references the PO number (or a copy of the PO), to the ASA 
office.  ASA will not pay the vendor without an invoice. 

• Once the invoice is received, ASA will automatically send the vendor a check and 
the PO will be closed.  

 
If the vendor does not accept purchase orders: 
 

• An individual can pay the bill out-of-pocket, obtain an itemized receipt, and seek 
reimbursement through the treasurer. 

• OR the treasurer can submit a check request in Discover, and we will write a check 
made payable to the vendor. 

• OR you can have the vendor invoice your group. The invoice will need to be 
uploaded with a completed check request to Discover for processing. 

 
When a PO is generated, the monies are encumbered and not available for use.  For example, 
if you have $100 in your Unrestricted account and you generate a PO in the amount of $60, 
you will only have $40 available for your organization to spend.  
 

A PO can only be used one time.  Once an invoice is received citing a PO number, that 
specific PO is closed out.  You will need to obtain a new PO on any future orders with that 
vendor. 
 
Invoices that exceed a PO total by more than 10% will require the treasurer to sign off on the 
invoice before the invoice can be paid. 
 
NOTE: ASA will only pay bills automatically if a PO has been issued. If a PO has not been 
issued, we will put the invoice in your Treasurer File and we will NOT PAY the vendor until 
the treasurer signs off on the bill.  
 
Closing a Purchase Order 
 
PO’s are automatically closed when an invoice is received and paid, if the invoice references 
the PO#.  At that point, if the PO was greater than the invoiced amount, the remaining 
balance on the PO will be released back into your account and no longer be encumbered. 

**PO’s are valid for one year from the date the PO is generated and will be closed out if 
not used within that year. 

 
Voiding a Purchase Order 
 
If a purchase order is no longer needed, it can be voided and the funds released back to your 
organization.  To void a purchase order, you must ask ASA for it to be voided. 
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Check Request Form  
 

Check requests are used to reimburse an individual for expenses which were incurred on the 
club’s behalf.  They are also used to pay an invoice directly to the vendor, make a donation, 
or to pay dues.   
 
NOTE:  Checks will be made payable to the person who incurred the expense.  For 
example, if a parent’s credit card was used, the check will be made payable to the parent, 
not the student.    
 
It takes five to ten business days to process a check, depending on the volume of check 
requests being submitted to the ASA office.  When submitting your request, you can ask the 
ASA staff for an estimated time.  You will need to indicate on the form if the check is to be 
picked up (by the treasurer or payee) or mailed directly to the payee. 
 
 
Reimburse Expenses 
When using a Check Request form to reimburse an individual for expenses paid out of 
pocket, you MUST upload an itemized receipt showing what was purchased and the dollar 
amount that was paid.  As stated previously, a member from your organization 
CANNOT pay a vendor directly for SERVICES and then seek reimbursement. 
 
 
 
Pay Invoices Directly 
To pay an invoice from a vendor, you will need to upload the invoice in Discover along with 
the completed Check Request.   
 
 
Donation to a Non-Profit Organization 
ASA can make a donation on behalf of your organization. *Donations should not be made 
out of pocket by any member of your organization or that member will not be 
reimbursed for the donation.  
 
To donate to a non-profit organization, a Check Request form must be submitted in 
Discover. The Check Request will need to have two signatures, Treasurer and one other 
Officer. In addition, a formal donation letter must be included with the Discover submission.  
This letter can simply state that your organization is donating to a non-profit organization.  It 
must include the name of the non-profit, the amount of the donation, and the name of your 
organization.  ASA will then issue the check made payable to the non-profit organization. 
 
Dues and Registration 
Throughout the semester, many groups will need to pay national dues or registration costs.  
Instead of having individuals pay out-of-pocket for registration or dues, ASA can issue one 
check on behalf of the student organization.  The following is needed to process the check:  

• a complete list of the students whose dues or registration fees are being paid. 
• an official form that states how much the dues or registration cost is per person. 
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This information can usually be found on your organization’s website or in your 
organization’s handbook. Once this documentation is obtained, the treasurer must submit a 
Check Request form. 
 
 
Reimbursing the Treasurer for Expenses 
Treasurers can be reimbursed for expenses if they have one additional signature on the 
check request (a club officer or the Advisor) and the proper receipts submitted in Discover.    
 
Paying for Services 
When paying for a service, it is important to use the Payment for Services Request form.  
You will select a Payee Type, for an Individual providing a service a completed NEI is 
required, for an Incorporated company a W-9 is needed. The W-9 will indicate if they are 
incorporated or not.  Any service provided on The Penn State University campus for an 
RSO, must have a University Contract. 
 
 
Reminder:  a club member CANNOT pay out of pocket (cash or check) for services and 
then seek reimbursement.  If they do, they will not be reimbursed. 

 
 
 
 
Transferring Money from One Organization to Another 
 

If your group needs to pay or donate money to another student organization, a Transfer 
Request form will need to be submitted in Discover.  ASA can transfer the money from one 
student organization account to another without having to physically write a check.  You 
must attach documentation to support the transfer.  For example, an invoice from the other 
organization or a letter stating why you are transferring the money. Treasurer signature 
required. 
 
 

Reimbursing Department/College for Student Organization Expenses 
 

Often a department/college will pay for a student organization’s expenses upfront and then seek 
reimbursement. The process for reimbursement is as follows: 

• The department will create a detailed invoice on department letterhead and provide it to 
the Treasurer, specifying what was paid (travel, registration, supplies, etc.) and the 
amount they are asking to be reimbursed. 

• Copies of their proof of payment, this is backup from SIMBA (documentation in SIMBA, 
Penn State’s financial system). The backup must show the amounts paid by the 
department. 

• The invoice, SIMBA backup (proof of the department paying), and a completed check 
request will be submitted in Discover by the Treasurer.  

• A check will be processed made payable to “Pennsylvania State University.”  
  
 

https://studentaffairs.psu.edu/asa-online-forms
https://studentaffairs.psu.edu/asa-online-forms
https://guru.psu.edu/formCard?id=232
https://studentaffairs.psu.edu/asa-online-forms
https://studentaffairs.psu.edu/asa-online-forms
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Personal Mileage Reimbursement Request Form 
 
 

The Personal Mileage Request form must be used when reimbursing for Personal Mileage. It 
is a flat rate used to reimburse individuals for their travel expenses related to an 
organization’s business.  Flat rates are used in lieu of gas receipts.  
 
Note:  *This form must be used for reimbursement of all UPAC allocated personal mileage 
expenses (object code 70010).    
 

 
Signatures or Email Approval Required for Processing Personal Mileage Request 

• The Treasurer. 
• If the treasurer is also the payee, then another officer must also authorize 

reimbursement. 
 
 

 
 
 

NOTE: Mileage reimbursements can only be submitted after a trip. Any requests 
turned in prior to travel dates will be held for processing until after the trip.  

 
 
Mileage Reimbursement Rate: 
The current reimbursement rate when using a private vehicle will vary depending on 
gasoline prices. When filling out this form, go to www.irs.gov/tax-professionals/standard-
mileage-rates or ask ASA for the current rate. This rate covers wear and tear of a vehicle, as 
well as the cost of the driver’s personal insurance and gasoline.   
 
 
Cash Advance 

 

ASA has full discretion whether a Cash Advance can be granted. Cash Advances are used 
when an RSO needs to have change for small monetary amounts while tabling or 
fundraising. Consultation with a full-time ASA staff member is necessary to determine 
whether the organization may utilize a cash advance.  Only one cash advance can be taken 
out for an organization at a time.  You must have the funds in your organization to cover the 
cash advance! 
 
Closing Out a Cash Advance: 
 
It is the treasurer’s responsibility to make certain that the outstanding cash advance is closed 
out within one week.  Receipts and/or unused money must be returned to ASA in the full 
amount of the advance to close out the cash advance.  When turning in receipts, the expense 
can be applied to the organization’s Unrestricted or Student Initiated Fee funds (where 
applicable).   Please notify a staff member you are closing out the cash advance 
BEFORE you make the deposit. 

 

http://www.irs.gov/tax-professionals/standard-mileage-rates
http://www.irs.gov/tax-professionals/standard-mileage-rates
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NOTE: Remember that a cash advance is only an advance of your organization’s money. 
Failure to close out the cash advance can result in your organization’s account being frozen 
and loss of all privileges that come with being a recognized student organization. Your 
organization will also be referred to the office of Student Leadership and Involvement for 
disciplinary action. 

 
 

PAYMENT FOR SERVICES 
 

Individuals, Incorporated and Non-Incorporated businesses that provide a professional 
service on Penn State campus (speaker, DJ, performer, referee, instructor, photographer, 
etc.) must have a University Contract and be registered in Penn State’s Payment Works 
before payment can be issued (see your contract Advisor for assistance).  This is required of 
all contract agreements with student organizations and the University. The University will 
process year-end reporting of earned income on cumulative payment(s) of $600.00 or more 
for the calendar year on IRS Form 1099 Miscellaneous for these individuals and businesses. 
  

The following services are just a few impacted by this policy: 
• Speaking\Performance Fees 
•  Instructor and/or referee payments 
•  Projectionist payments 
•  Musical accompanist payments 
•  Performer and DJ payments 
•  Stipend payments 
•  Awards/Gifts for non-students and non-employees  
•  Photographers 

 
There are certain rules or policies that need to be followed depending on the classification of 
the payee.  These classifications include incorporated & non-incorporated companies, 
individuals, and PSU employees. 
 
Payee is a Non-Incorporated Company or an LLC: 
 

2. The company must provide a valid Federal Tax Identification number or Employer 
Identification Number (EIN) on the contract and complete the vendor registration process 
in Payment Works.  Once registered and the contract process has been completed, the 
Treasurer will submit a completed Payment for Services Request form, along with the 
Contract to Discover. Your contract advisor will go over the details during your 
meeting https://discover.psu.edu/submitter/form/start/691866. The payment will be 
processed through the Accounting Operations office located in the James Elliott 
Building (requiring a minimum of ten days to process).  

 
Payee is an Incorporated Company: 

3. The company must provide a current W-9 form. Once the contract process has been 
completed, the Treasurer must submit the completed Payment for Services Request form, 

https://discover.psu.edu/submitter/form/start/691866
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W-9, along with the Contract. Completed forms will be submitted to Discover. Your 
contract advisor will go over the details during your 
meeting https://discover.psu.edu/submitter/form/start/691866 

.  
 

Payee is an Individual who is NOT a Penn State University Employee: 
4. A Non-Employee Information Form (NEI) needs to be provided and the individual will 

need to be registered in Payment Works. These documents allow PSU to collect the 
necessary information for processing the payment. When the payee is registered as a 
vendor in Payment Works and the contract process has been completed, the Treasurer 
must then submit a Payment for Services Request form & NEI form along with the 
signed contract, to Discover.  Your contract advisor will go over the details during your 
meeting https://discover.psu.edu/submitter/form/start/691866.  Upon completion of all 
steps, payment will be processed through the Accounting Operations office located in the 
James Elliott Building (requiring a minimum of ten days to process).  In addition, the 
payee has the option of receiving payment via ACH (electronically) but must choose this 
option when registering as a vendor in Payment Works. 

 
Payee is a Penn State University Employee: 

If the payee’s employment at Penn State is related to the service provided to the 
Organization, payment will be made through Workday and the payment will be applied 
to the payee’s paycheck. Example: the payee is employed by Penn State as a 
photographer and the service provided to the Organization is photography. The Payment 
for Services Request form will need to be submitted to ASA with the Contract (service 
on campus) or an Invoice (service off campus). 
 

5. If the payee’s employment is not related to the service provided to the Organization than 
payment is made using the Payment for Services Request form and the payee will need to 
register as a vendor in Payment Works. The Treasurer will submit a Payment for 
Services Request form, & an NEI form along with the signed contract, to Discover.  
Your contract advisor will go over the details during your 
meeting https://discover.psu.edu/submitter/form/start/691866. Upon completion of all 
steps, payment will be processed through the Accounting Operations office located in the 
James Elliott Building (requiring a minimum of ten days to process).  In addition, the 
payee has the option of receiving payment via ACH (electronically) but must choose this 
option when registering as a vendor in Payment Works. 

 
 
The following documentation will be required in addition to the Payment for Services 
Request Form: 

 

• A signed University contract. 

https://discover.psu.edu/submitter/form/start/691866
https://guru.psu.edu/formCard?id=232
https://guru.psu.edu/formCard?id=232
https://discover.psu.edu/submitter/form/start/691866
https://guru.psu.edu/formCard?id=232
https://discover.psu.edu/submitter/form/start/691866
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• A Purchase Order for the signature page is required for all University 
contracts. 

• A W-9 form for Incorporated businesses. 
• A Non-Employee Information form (NEI) for Individuals. 

 
 
 
 
 
 

PAYMENT FOR SERVICES  
OFF CAMPUS  

The following documentation will be required in addition to the Payment for Services 
Request Form: 

 

• Payee/Vendor will need to register as a vendor in PSU’s Payment Works. 
• Submit a Payment for Services Request form. 
• An invoice/agreement from the vendor. 
• A W-9 form for Incorporated businesses. 
• A Non-Employee Information form (NEI) for Individuals. 

Upload all documents to ASA’s Discover page. 
 

 
 

NOTE:  Penn State University does not permit any employee (full time, part time, Fixed 
Term, Wage Payroll, or Work Study) or any individual who has been employed by the 
University at any point during the current tax reporting year (who will therefore receive a 
W2 from Penn State) to receive Payment for Services payments. All recognized student 
organization payments are considered payments from Penn State University.  

 
  
 
Awards and Gifts Taxability and Reporting for PSU Students, PSU 
Student Employees, PSU Staff/Faculty, Non-PSU Students and Non-
PSU Employees 
 
ASA uses the following guidelines when determining how to properly report cash and non-cash 
awards and gifts.  ASA will report the details to the applicable offices outlined below: 
 
 
 

 
 

https://guru.psu.edu/formCard?id=232
https://guru.psu.edu/formCard?id=232
https://discover.psu.edu/organization/rsofinances
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PSU STUDENT RECIPIENTS 
 

 Cash Awards Gift Cards, including Gift 
Certificates & Non-Cash 
Items (plaques, trophies, 
etc.) 

 
 
 
 
 
 
 
PSU STUDENT 
RECIPIENTS: 

All monetary awards to 
students will be posted to the 
recipient’s Bursar account 
through the Loans and 
Scholarships office in 308 
Shields Building.  

Cash Award/Gift Payment 
form is required. 

*Organizations should NOT 
pay cash directly to the 
recipient. You will not be 
reimbursed. 

 

Gift Cards of $100.00 or 
more are reported only if the 
student is a PSU employee. 

The value of a non-cash 
award item valued at $425.00 
or more is reported to the 
payroll office in the James 
Elliott Building (if the 
student is a PSU employee) 
OR the Loans and 
Scholarships office in 308 
Shields Building (if the 
student is not a PSU 
employee). 

Cash Award/Gift Payment 
form is required. 

 
 
 

PSU EMPLOYEE RECIPIENTS (STUDENT, STAFF OR 
FACULTY) 

 
 
 Cash Awards/Gift Cards Awards of Non-Cash Items 

(plaques, trophies, etc.) 



 24 

 
 
 
 
 
PSU EMPLOYEE 
RECIPIENTS (STUDENT, 
STAFF OR FACULTY): 
 

All monetary awards and gift 
cards of $100 or more to 
employees are processed and 
reported to the Payroll office 
in 101 James Elliot Bldg. 

Recipients will receive these 
awards with their monthly 
pay, with taxes already taken 
out. 

Cash Awards/Gift Payment 
form is required. 

*Organizations should NOT 
pay cash directly to the 
recipient. You will not be 
reimbursed. 

 

The value of a non-cash 
award item valued at $100 or 
more is reported to the 
Payroll office for proper tax 
reporting in 101 James Elliot 
Bldg. 

The appropriate taxes will be 
taken out of the recipient's 
monthly pay. 

Cash Award/Gift Payment 
form is required. 

 

NON-PSU STUDENTS/NON-PSU EMPLOYEES GIFTS AND 
AWARDS RECIPIENTS 

Cash Awards: Processed in SIMBA. 

Payment for Services Request 
form, NEI & Payment Works 
registration is required. 

 

Taxable at $100 or more and 
reported to Accounting 
Operations. 

Gift Cards, including Gift 
Certificates & Non-Cash 
Items (plaques, trophies, 
etc.): 

Processed in SIMBA. 

Payment for Services Request 
form, NEI & Payment Works 
registration is required. 

 

Taxable at $100 or more and 
reported to Accounting 
Operations. 

PSU Non-Employees and PSU Non-Students will be notified based on the following: 

The Tax Code provides that prizes and awards are taxable and requires the University to report 
the value given where the recipient receives more than $600 during any calendar year. To 
ensure compliance with its reporting obligations, the University requires the recipient of any 
prize or award valued at an amount of at least $100 to provide his or her name, address and 
social security number before winnings can be claimed. 
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ADMISSION-CHARGED EVENTS ON-CAMPUS GUIDELINES 
 
The following are University guidelines which must be followed if your organization is holding 
an admission-charged event on campus.  The treasurer of each organization is responsible for the 
proper handling of income generated from the event.   
 
NOTE:  These steps must be followed unless your organization’s ticket sales are being handled 
by the Center for Performing Arts (CPA) or the Bryce Jordan Center. If you have any questions, 
please contact the ASA office. 
 
Tickets: 
 
Student organizations sponsoring a program with an admission fee must choose between the 
following two options for ticket sales, unless the venue can provide ticketing services in 
accordance with the policies outlined herein. Organizations must indicate in 25Live which option 
they will be using. 
 
 

1. Tickets can be obtained through the free ticketing service provided by the Student 
Organization Printing Support Office 201 Boucke. Student Organizations will receive a 
designated amount of preprinted, consecutively numbered tickets. Once tickets are 
printed, your organization will be notified by the Student Organization Printing Support 
Office to pick up the tickets in ASA.  

 
2. Organizations may use an online ticketing platform, such as Eventbrite for ticket sales. If 

using an online ticketing platform, all tickets would be printed directly from their site. 
Please note that organizations will not have access to funds from sales until after the 
event has occurred. 

 
Ticket Accountability Form: 
 

When picking up tickets printed by the Student Organization Printing Support Office, you 
must sign the Ticket Accountability Form, indicating the tickets were picked up.  This form 
is important because it lists information about the event required for reporting of the Impact 
Fee (see below).  Student organizations must keep a record of all ticket sales, indicating how 
many tickets were sold at each pre-set price.  For online ticket sales, the organization must 
obtain a report generated by the online ticketing platform, showing a breakdown of ticket 
sales for deposit. 
 

Impact Fee: 
 

All tickets sold for $5.00 or more for an on-campus event must include a mandatory $0.75 
Impact Fee. This is a tax imposed by the local municipality for extra expenditures due to 
the occurrence of paid events within the municipality.  The Impact Fee needs to be deposited 
separately into the ASA Impact Fee account (see deposit instructions below).  All other 
funds from ticket sales would then be deposited into the organization’s account. 
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Note:  Banquet, registration, raffle or meal only tickets do NOT require an Impact Fee. 
 

 
Depositing Ticket Revenue: 
 

Revenue generated from tickets which were obtained through the Student Organization 
Printing Support Office must be deposited into the student organization’s ASA account 
(under object code 41250, “Ticket Sales”) during the first regular business day following 
completion of the program. Unused tickets must accompany the deposit and the Ticket 
Accountability Form must be signed by an ASA staff member to verify the amount of tickets 
sold. 

If using an online ticketing platform, the ticket sales revenue must be deposited into the 
student organization’s ASA account one business day after receiving reimbursement from 
the ticketing platform.  In addition, a report generated by the ticketing platform showing the 
number of tickets sold, as well as the amount of each ticket sold, must accompany the 
deposit.  

If there is an Impact Fee, the organization needs to deposit $.75 for every ticket sold.  This 
should be a separate deposit made into the Impact Fee account (#9991) under object code 
41259, “Impact Fee”.  ASA can help determine how much to deposit into your Unrestricted 
account and the amount to deposit into the ASA Impact Fee account.  Please see an ASA 
staff member for assistance.  

Important:  Revenue generated from ticket sales MAY NOT be spent on club expenses or 
used to pay vendors directly.  Clubs must follow ASA’s reimbursement policy (see Expense 
Procedures, page 14). 

 
 

SMALL GAMES OF CHANCE 
 

Games of Chance, Raffles, and Lottery Guidelines 
 

For more information regarding RSO Events check out their website! Please go to: 
 

https://studentaffairs.psu.edu/get-involved/student-
organizations/organization-events 

 
 
 

CONTRACT GUIDELINES 
 

For more information regarding RSO Events check out their website! 
 

https://studentaffairs.psu.edu/get-involved/student-organizations/organization-events
https://studentaffairs.psu.edu/get-involved/student-organizations/organization-events
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https://studentaffairs.psu.edu/get-involved/student-
organizations/organization-events 

 
 

 
Contracts (University Standardized Agreements) must be used whenever an organization is 
requesting a service from an individual or a company that will be on Campus.  All programs 
must first be registered on 25Live before the contract process can begin (see 125 HUB for 
assistance).   Do NOT directly pay for a service by cash, check, or credit card.  You will 
NOT be reimbursed if the proper contracting procedure was not followed.  In addition, 
you should never sign a contract without first talking to a program registration advisor. 
 
When do you need to obtain a contract? 

• Anytime an individual or company is providing a service for an event on campus, 
such as a performer, speaker, DJ, instructor, referee, photographer, etc. 

• Anytime you are paying Speaking/Performance Fees, meals, lodging and/or travel 
costs for a speaker you hired for an on-campus event. 

• If you are renting equipment and a technician is being paid to operate the equipment. 
• If an outside entity requires a contract for the student organization to engage in 

business. 
• If you are not sure, ASK! 

 
Where is the event located? 

The venue for the event determines where the student organizations should obtain their 
contract. 
• Events taking place in a residence hall space will need to obtain the contract from 

one of the residence hall areas, where the space is reserved. 
• Events taking place in Schwab or Eisenhower Auditorium will need to obtain a 

contract from Student Leadership & Involvement. 
• Events taking place in the Pasquerilla Spiritual Center will need to obtain the 

contract from the Spiritual Center, where the space is reserved. 
• Events taking place in Heritage Hall will need to obtain a contract from Student 

Leadership & Involvement. 
• Events taking place in all other locations will need to obtain the contract from 

Student Leadership & Involvement. 
• Please note: Services being provided virtually through a PSU platform – such 

as a PSU Zoom account – are considered on-campus contracts. 
 
Contracts are necessary for several reasons: 

• To clearly outline the terms of an agreement.  This protects the sponsoring student 
organization from paying for things that were not agreed to in the contract. 

• To process a payment for performances on campus.  DO NOT DIRECTLY PAY A 
SPEAKER OR PERFORMER CASH OR BY PERSONAL CHECK.  You will not 
be reimbursed if the proper contracting procedure was not followed.  All payments 
of this nature MUST be made via a check provided by ASA or through a University 
check provided by Accounting Operations.  

• To protect the University and student organizations regarding liability issues. 

https://studentaffairs.psu.edu/get-involved/student-organizations/organization-events
https://studentaffairs.psu.edu/get-involved/student-organizations/organization-events
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• To impose an approval chain for events to ensure events are being reviewed and 
tracked. Depending on the nature of your event, there may be insurance requirements 
and/or Risk Management review required. 

 
For more information regarding RSO Events check out their 

website! 
 

https://studentaffairs.psu.edu/get-involved/student-
organizations/organization-events 

 
 
 

TRAVEL REIMBURSEMENT GUIDELINES   

All student organizations must register their travel experiences in Discover prior to the 
departure date.  Student organization travel includes, but is not limited to, all modes of 
transportation, lodging, and registration for conferences, competitions, performances, 
service trips, field trips and student organization retreats. Trips that are out of the local 
area (more than a 50-mile radius) OR include an overnight stay must be registered.  
Any trip within a 50-mile radius does not require pre-travel registration. 

All travel outside the 50-mile radius is required to be registered regardless of the 
source of funding (UPAC, ASA account, academic departments, individuals, etc.). 

Domestic Travel 
 

A Travel Registration Form must be completed for all student and/or student 
organizations that utilize UPAC or ASA funds for travel that is out of the local area by 
more than a 50-mile radius.  The form, along with a detailed travel itinerary and 
participant roster, is available on Discover and must be submitted prior to the departure 
date.  

Once the travel is approved, an electronic copy of the travel roster will be made available 
to ASA.  ASA will not be able to reimburse any travel-related expenses until this has 
occurred.   
 
NOTE:  Organizations that are part of Club Sports will need to contact their advisor for 
pre-travel registration. Club Sports will follow the above procedure, providing an 
electronic copy of the travel roster to ASA. The roster is required prior to reimbursement 
of any travel-related expenses.  
 

https://studentaffairs.psu.edu/get-involved/student-organizations/organization-events
https://studentaffairs.psu.edu/get-involved/student-organizations/organization-events
https://discover.psu.edu/
https://discover.psu.edu/
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Failure to complete the Travel Registration Form thoroughly and accurately prior to 
travel will result in the individual and/or student organization being ineligible for 
reimbursement for travel expenses.  

Contacts for Travel 
 

Please contact the following individuals for specific travel policies and the process for 
registering organization travel: 
 
 
  

Classification Contact e-mail phone 
Club Sports Derrick Lessor dpl5578@psu.edu  865-4272 
All Other Organizations UPAC  UPAC@psu.edu  863-9954 

 
 
 
Approved Transportation  
 

Bus:  Regardless of fund source, to charter a bus the company must be listed on the 
Risk Management’s approved charter bus list at: https://controller.psu.edu/risk-
management/vendors/bus-lines.  
 
These companies have met the University’s insurance requirements.  Receipts that show 
proof of payment are required for reimbursement. 
 
Airfare:  Students may book their own air travel using any nationally recognized airline 
through the airline itself, a travel agency, or the internet.  Receipts that show proof of 
payment are required for reimbursement. 
 
 

 Personal Vehicle Use 
 

 For personal vehicle use, see page 18 for additional information. 
 
Travel Abroad 
 

For international travel, the trip leader must meet with a staff member of the Student 
Leadership and Involvement office to review travel requirements.   A list of the 
requirements for international travel can be found at: 
 
www.studentaffairs.psu.edu (Involvement & Student Life/Student Organization Policies 
& Procedures/Travel Policies & Regulations) 
 
International travel is required to be registered regardless of the source of funding 
(UPAC, ASA account, academic departments, individuals, etc.). 
 
Failure to register travel thoroughly and accurately prior to the departure date will 
result in the individual and/or student organization not being eligible for 
reimbursement of travel expenses.  

mailto:dpl5578@psu.edu
mailto:UPAC@psu.edu
https://controller.psu.edu/risk-management/vendors/bus-lines
https://controller.psu.edu/risk-management/vendors/bus-lines
http://www.studentaffairs.psu.edu/
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ASA Debit Card 

Currently in a pilot stage. 
 

The ASA office has a Travel Debit Card available to use on prepaid travel expenses. 
Currently, ASA is only accepting Flight/Bus Ticket requests. No other expenses are 
available for the debit card usage currently. We may expand to other expenses in the 
future. 
 
There are two ways to request flight/bus tickets. The recommended option is to use Penn 
State’s affiliated travel agency, Anthony Travel. The organization is required to use this 
agency if they have 10 or more travelers. The only situation in which an organization can 
work straight through ASA, is if they have less than 10 travelers, although it is still 
recommended to work all request through Anthony Travel. 
 
A.) Steps for working with Anthony Travel (preferred method or 10+ 

travelers): 
 
1.) Contact travel agent and work through their normal booking process.  
2.) Before any payment info is given to the travel agent by ASA, the treasurer will have 

to request that the travel agent reach out to the ASA office to submit a quote/estimate 
of the cost of the travel. The travel agent MUST reach out to the ASA office for 
authorization, or no payment will be made. 

3.) Before any payment info is given, the treasurer must also submit a debit card request 
form, a travel roster, and any UPAC documents needed to ASA. 

4.) Once all documents have been received by the ASA office, the payment information 
will be given to the travel agent. 

 
B.) Steps for working with ASA (< 9 Travelers): 

 
1.) The treasurer must do prior research on flights before submitting a debit card request 

to the ASA office. A debit card request form, a travel roster, the flight research of 
flight dates and rates, and any UPAC documents must be attached to the request.  

2.) ASA will reach out to set up an appointment, in which the treasurer must be 
present for.  

3.) At the appointment, ASA will review the request and documentation with the 
treasurer to determine if they are approved or denied. 

4.) Once flights are booked. ASA will give a copy of all receipts and documents to the 
treasurer to keep for their files.  

 
*Notice-Any and all additional expenses that may occur after the purchasing of the tickets 
will be taken from your organizations account. 
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Procedure for Student Organizations Seeking Transportation Services: 

Procedure for student organizations at Penn State University (PSU) wishing to obtain 
transportation services through Fleet Operations. Please note that requests for vehicle rentals can 
only be initiated by PSU faculty or staff members via the designated online reservation form. 

E-ZPass transponders are included in all daily rental Fleet vehicles and any toll fees incurred will 
be charged to the student organization.  

Estimation of Costs: 

To obtain cost estimates for using Fleet Operations, please visit the Fleet Operations website at 
https://transportation.psu.edu/fleet and navigate towards the bottom of the page, where you will 
find information on vehicle options and associated rates. 

Student Organizations Requesting: 

Student organizations interested in utilizing Fleet Operations are encouraged to contact the ASA 
Office, located in the HUB-Robeson Center, Room 240. Upon contact, you will be required to 
complete the Fleet Operations Vehicle Rental Request Form. 

Guidelines for Completing the Vehicle Rental Request Form:  

Submission Deadlines: 

• Requests should be submitted at least 2 to 5 business days in advance, depending on the 
type of vehicle required: 

• 2 Business Days in Advance: Sedans and Vans (10 or 15 passengers) 
• 5 Business Days in Advance: Trolleys (30 passengers) and Buses (44 passengers) 

Driver Eligibility: 

• Only University employees aged 21 or older who possess a valid United States driver's 
license are permitted to operate Fleet vehicles. 

• Undergraduate students are prohibited from driving Fleet vehicles, irrespective of their 
employment status.   

• Drivers of large passenger vans (15 occupants total, including the driver) must be at least 
25 years of age and must complete online training and testing modules on van operation, 
which requires prior approval from Fleet Operations. 

For access to the online training, please contact Fleet Operations at 814- 865-7571 or via email at 
mailto:fleet@psu.edu. 

Safety Protocols: 

• All occupants of vans must wear seatbelts at all times. 
• Large passenger vans may not be utilized for towing trailers. 

https://transportation.psu.edu/fleet
mailto:fleet@psu.edu
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Form Completeness and Signatures: 

• Ensure that the Fleet Operations Vehicle Rental Request Form is completed in its entirety 
and that it is ONLY signed by the organization’s treasurer. 

• Include any applicable toll fees in your cost calculations. 

Review Process: 

• The ASA staff will review the submitted form for proper signatures, driver information, 
price calculations, and authorization. 

• A purchase order will be generated for the estimated cost and will be signed by an 
authorized representative. 

Submission and Confirmation: 

• ASA will then submit the completed Vehicle Request Form to the Fleet Operations office 
for scheduling. 

• A Fleet Operations representative will process the request, assign a reservation number, 
and notify ASA of the finalized reservation. 

NOTE:  

All Fleet vehicles are in good working condition and include Voyager Fuel cards. These cards 
are to be used only for gas, oil, and emergency repairs that have been authorized by Fleet 
Operations and must be returned with the vehicle. Fleet vehicles must be returned in good 
operating condition. Any damage to a vehicle will be charged against the organization’s 
account.  

Adhering to this procedure will ensure a smooth process for your transportation needs through 
Fleet Operations. 

CLOSING AN ASA ACCOUNT 

 
To close an ASA account, the organization must first be listed as “inactive” with the Office of 
Student Leadership and Involvement (located in 103 HUB).  

 

The remaining funds left in the account can then be distributed according to the 
organization’s consensus. The organization must state in letter format how it wants the 
remaining funds to be distributed.  The letter must be signed by all officers in the 
organization (including the advisor if the organization has one).  If there is more than one 
distribution of funds, please list each entity receiving funds and the dollar amount of each 
distribution.  
 

• If donating the remaining funds to another student organization:  
Upload the letter and Transfer Request form in Discover. Once submitted, the funds 
will be distributed, and ASA will then close the account. 

 

• If donating the remaining funds to an outside charity: 
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Submit the letter and Check Request in Discover. ASA will process a check and then 
close the account.  The check can be picked up by the treasurer or mailed directly to 
the charity. 

• If leaving the remaining funds in the organization: 
Submit to Discover, the letter and an Org-to-Org Transfer form. ASA will process an 
Org-to-Org transfer to put the funds into a holding account which can be deposited 
back into the organization’s account if/when reactivated.   

 
 

 
 

When an organization is inactive for more than two years and there is still a balance, ASA will 
transfer these funds into a centralized holding account.  If, in the future, the organization 
becomes active again, the organization must ask the Senior Director of the HUB-Robeson 
Center to reinstate that balance.  The Senior Director will make these decisions on a case-by-
case basis. 

 

If another circumstance exists that does not fit into one of the above scenarios, the Office of 
Student Leadership and Involvement may need to approve what is being requested. This is also 
determined on a case-by-case basis.  
 

 
SUSPENSION OF AN ASA ACCOUNT 

 
If a student organization has outstanding expenditures and insufficient funds in their ASA 
account to cover the expenses, their ASA account may be suspended until payments are 
resolved.  Only deposits and requests to alleviate outstanding balances will be approved during 
this time. 

 
 

MISCELLANEOUS 
 
Liability Insurance Coverage for Recognized Student Organizations 

Recognized student organizations are covered under the general liability and non-owned 
auto liability insurance policy for third parties. A copy of this policy is available online at 
https://studentaffairs.psu.edu  (Involvement & Student Life/Student Organization Policies & 
Procedures/Insurance). 

 

Copies 
The copy machine in ASA is for staff use only.  We will not make copies of Check Requests 
or invoices for your organization.  Please make copies prior to submission to ASA.  

 

Checks Returned in the Mail 
If we mail a check and it gets returned to us as undeliverable, we will put the check in your 
Treasurer File to be picked up.  If you would like to have the check mailed again with a 
different address, it will be your organization’s responsibility to do so. 

 

https://studentaffairs.psu.edu/
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Stale Dated Checks 
Checks are valid for 6 months from the issue date.  After 6 months, checks are voided, and 
the money is credited back to your organization’s account.  A stale dated check can be 
reissued for up to one year from the date that it was voided.  After one year, ASA will not 
reissue the check. 
 

Voiding a Check 
There are instances when an organization may need to have ASA void a check that was 
issued.  Some examples would be if the payee never received the check or if an order were 
cancelled and your organization needs to cancel payment to the vendor.  To void a check 
issued by ASA, the treasurer must complete a Void Check Form and submit to Discover.  
The treasurer should indicate on the form if the check needs to be reissued.   
 

Cash Boxes 
ASA has a limited supply of cash boxes available for organizations to borrow.  The treasurer 
is the only one permitted to sign out a cash box.  These boxes are numbered and must be 
returned within one week.  If your group needs the box for a longer period of time, you must 
come to ASA and sign the box out again.  At the end of each semester, any group that does 
not return a signed-out cash box will be charged a replacement fee (fee will vary depending 
on replacement cost) 

Off-Campus Events 
For off-campus events, your organization should still hand out tickets to verify funds 
collected.  You are not required to collect the Impact Fee, regardless of the admission fee.  

 

Sales Tax 
Student organizations are not generally required to collect sales tax for sales generated by 
projects, provided that the sales are isolated and non-recurring.  This means the project 
would occur no more than three times, and no longer than seven consecutive days in one 
calendar year.  Please stop into the ASA office if you have any questions on sales tax 
collection. 

 

 
 

*The Treasurer’s Guide is subject to change.  
 

 
 
 
 
 
 
 
 
 
This publication is available in alternative media on request. Penn State is an equal opportunity, affirmative action employer, and is 
committed to providing employment opportunities to all qualified applicants without regard to race, color, religion, age, sex, sexual 
orientation, gender identity, national origin, disability or protected veteran status.       
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