ANNUAL PROCEDURES FOR STUDENT ORGANIZATIONS

AUGUST/SEPTEMBER:

Complete the BSG Recognition Form found in the organizations on netspace, bsg-finance, public, BSG Recognition Forms folder by September 29th.  Send an electronic copy to vmoore@bucknell.edu, print a copy to have your adviser sign and then bring said copy to the CAP Center, 306 LC.

A current copy of the organizations Constitution/By-Laws and Membership List also needs to be sent electronically to vmoore@bucknell.edu.

Attend “Mandatory” Officer’s Workshop.  Two officers are required to attend.
Reserve rooms for meetings and events to be held throughout the semester.

Reserve University vehicles for any trips you have planned—these vehicles are in high demand so please do not wait until the last minute to reserve them.

DECEMBER:

Pay all outstanding bills/reimbursements before the end of the semester.  Remember that all reimbursements for membership dinners require an itemized receipt—not a receipt that indicates how much was charged to a credit card—no exceptions!!!

JANUARY/FEBRUARY:

Submit a list of any officer changes to the CAP Center, 306 LC, in order for the student organization list to be updated.

Attend “Mandatory” Treasurers’ Workshop!  This workshop will explain the budgeting process for the next academic year!  The Treasurer or a designated person from each organization is required to attend or 25% budget reduction assessed.
MARCH:

Budgeting Begins!!!!!
Submit electronic copy of your budget to organizations on netspace, bsg-finance, public, drop box and bring one signed copy to the CAP Center, 306 LC.

APRIL:

Receive approved budgets back from BSG.  Look over the approved budget and sign up for timeslot to appeal any budget decisions.

Sign up for Activities Unlimited (Activities Fair) for the upcoming fall semester.  Submit form to the CAP Center, 306 LC.

Finalize payment of all outstanding bills and reimbursements.  Again, reimbursement for membership dinners requires an itemized receipt.

Last day of check signing is the last day of classes!

MAY:

If you have held elections for the fall, then submit list of officers to the CAP Center, 306 LC.
