Section 6 - Finances
A.
Budget and FRS (Financial Record System)/P-Card 
01.
Budgeting Process and Approval
The Business Officer, President, and Advisor shall be responsible for all financial aspects of the Student Programming Association with assistance of the Executive Board.  The fiscal year for SPA begins on July 1 and ends on June 30.  Student assessments and expenditures are tracked on an Excel spreadsheet and categorized by the numbering system in FRS (administrative expenditures and salary/benefits) unless categorized by committee.
The budget is planned during the summer training session meetings then modified and approved by the Executive Board prior to July 1 so that the budget can be officially in place for the beginning of the fiscal year.  Any financial expenditures MUST be discussed, approved, and documented in the Executive Board minutes.  

02.
FRS – Requisitions/Purchase Orders and Bids 
Requisitions/Purchase Orders 

Whenever items are to be purchased for SPA, it is done through a requisition/purchase order ($0.01 - $499.99) or bid process ($500.00 or more) unless they are purchased by the P-Card (refer to section 03 P-Card).  The exceptions to the $499.99 limit include Sodexho (food orders), Corporate Express (office supplies), and professional service contracts (entertainment or services provided to SPA) and items purchased on P-Card.
The terms “requisition” and “purchase order” actually are basically the same thing; a purchase order is an approved requisition.  Requisitions are referred to as the letter R followed by six numbers and purchase orders are referred to as the letter A followed by six numbers.  Requisition and purchase order numbers will be different except for travels (R###### and approved numbering of T######).
The process begins with Executive Board approval, completion of Requisition/ P.O. form, and entering data into FRS system.  The instructions to enter a requisition are listed below.  Screen numbers will be listed in bold and entered text/numbers will be in italics.  Proceed through blanks by hitting the TAB key and after entering text on a particular screen, hit ENTER.
Entering a requisition – refer to Appendices
03.
P-Card (A La Carte Card) 
B. 
Specific Financial Guidelines

01.
Compliance with Nicholls Financial Policies and Procedures 

02.
Financial Reporting

03.
Executive Board Compensation

04.
Student Compensation from Winterfest and Crawfish Day

05.
SPA President Benefits

The Executive Board shall be responsible for the formation of the budget. The Executive Board may amend or reallocate budgeted funds as deemed necessary.

All expenditures shall be approved by the president and the advisor as approved by the Executive Board. In the absence of the president, the treasurer shall be allowed to approve authorized expenditures. In case of an emergency, when a quorum of the Executive Board cannot be convened, the Executive Committee by majority vote of three members, may conduct emergency business for the association. The Executive Committee shall be the President, Vice President, Treasurer/Secretary, and Student Programming Association Board Advisor. All decisions of the Executive Committee must be presented for review at the next meeting of the Executive Board.

06.
P-Card Procedures

07.
Wal-Mart Card Policy

08.
Travel/Accommodation Expenses

09.
Purchasing and Controller’s Office Contacts

