RSO Training Check In

WELCOME TO RSO TRAINING!

PLEASE CHECK IN!
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TODAY'S AGENDA
-

* Introductions

* ENGAGE: Goucher Platform Overview
* Finance & Budget

* Event Management Process

* RSO Handbook

* General Questions
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WHO WE ARE

Erica Gardner

* Director of Student Events

* Office Hours (OSE):

O By appointment for event
management inquiries

Lucy Hendricks

* SGA Director of Student
Organizations

* Office Hours (OSE):
o M: 1:00-3:30
o W:10:30-12
o TuTh: 10:00- 1:30

Charlie Schaefer-Canner

* SGA Treasurer

* Office hours (OSE):

* MWF: 10:30-12:00, 1:00-
2:30

* TuTh: 2:00-4:00



SGA EXECUTIVE BOARD & CABINET

Emma Kistner
President

Christian Houck
Vice President

Dr. Katherine Carnell
Advisor

Kerim Ouedraogo Laney Dorr  Charlie Schaefer-Canner  Abdul Siam
Vice President Chief of Staff  Chief of Staff Treasurer Attorney General

Maya Castro Liz Hannaford Olivia Reichardt John Dixon Lucy Hendricks
Director of Communications Director of Director of Special Director of Student Director of Registered

and Marketing Academic Affairs Events and Procurement Affairs Student Organizations

Carter Hinton-Ayodele
Director of Equity &
Inclusion



ENGAGE: GOUCHER
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Branded Web Portal

With Involve, students only need to ask
"where can | find ...?" once. The answer
is always your institution’s one-stop-
shop digital engagement hub—powered
by Involve, customized by you. Students
can find groups to join, events to sync
with their calendars, and digital forms
to submit. They'll go from uninvolved to
engaged in minutes.

Clubs & Org Directory

Generate a real-time listing of all
active clubs, teams, organizations
and departments—all searchable and
filterable by tags and categories to make
it easy for students to find opportunities
that fit their interests. Store descriptions,
meeting times and locations, upcoming

events, public and private files, reflection
forms and more. Invite students to join
groups or contact officers with the click
of a button.
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Mobile App

Students hold the keys to engagement
in their pockets. Our mobile app is
customized to each institution and has all
the goodies of the web portal, available
in any Apple or Android smartphone
or tablet.

Digital File Libraries

Stop your printers! Bring all files and
forms online, associated with the relevant
clubs and organizations, to improve
continuity year after year. Student
officers can upload documents for their
organizations and set visibility—private,
or public and downloadable—on their
portal page.

—

Unified Events Hub

Invite students to sort through their
options with filters, tags and categories.
Add photos and videos to make any
event page pop. Encourage attendance
by allowing students to contact the
hosts or sync the event to their personal
calendars in a single click.
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On-Demand Virtual Events

Make your web portal like Netflix of Hulu,
with every past virtual event available for
download at any time in an on-demand
library. Students can browse and stream
programming at their own convenience,
and you can attach reflection forms to
assess and measure learning.

A
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Roster Maintenance

Say goodbye to rosters full of students
who graduated two years ago! Involve
empowers student leaders to easily
and reliably chronicle officer positions,
advisors and membership. They can also
define roles, invite new members, approve
incoming applications and more.

&

Social Media Integration

Don't compete; integrate. Connect social
networks with embedded Facebook
and Twitter feeds on the dashboard.
Pull accounts for individual student

groups and institutional offices into their

portal pages.



P \/ ~
sV =~/ \"/~

DOWNLOAD THE E].".,Ii '-"E]
APP TODAY! S L,

y



NEED SUPPORT?

n
- |
1
C
(]
~~
O
<
~
e
(o]

mpus.c

-support.modernca

https://involve



FINANCE & BUDGET




NEW BUDGET VOCABULARY

* AKA Budget Request

|]|]|]|] Allocation * RSO requesting that a certain amount of money should be set aside for
them for the entire academic year

* AKA Payment Request

Expendliure * RSO requesting to purchase items for an event
. * New step in the process
=: Reconciliation e After a purchase has been made, turn in the receipts so the correct amount

can be subtracted from an RSQO’s allocation

12
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ALLOCATION

An allocation request is a request for funding for the
academic year
* i.e. allocation requests made in Fall ‘24 will
count for Fall ‘24 and Spring ‘25
The maximum amount an RSO can request is
$2,600
The allocation request must be approved by the SGA
Senate
* SGA Senate meets Wednesdays at 7:30
Allocation requests are an outline of the budget for
your RSO for the year
* Allocation requests should be broken down into
categories i.e. food, travel, decorations, etc.

Allocation requests must be submitted via the form in
ENGAGE: Goucher

An allocation request being approved by the Senate
DOES NOT mean that an RSO can start spending the
money they requested whenever they want

The allocation request being approved by the Senate
simply means that SGA is agreeing to set aside the
amount requested by the RSO for the academic year
for the RSO

It does not mean that SGA is giving the RSO a blank
check



— @ EXPENDITURE

An expenditure request is a request to spend the
money allocated for an RSO via a previous
allocation request
Expenditure requests must be approved by:
* The SGA Senate and the Ways and Means
Committee if the amount is greater than $250
* The SGA Treasurer if the amount is less than
$250
SGA requires 2 weeks notice for expenditure
requests
* i.e. RSOs should be submitting expenditure
requests 2 weeks or more before the date that
they need the items by
* 4 weeks for hiring outside contracts
Expenditure requests must be submitted via the form

in ENGAGE: Goucher

Examples of purchases that need expenditure
requests:
* Amazon purchases
* Pick-up orders
* E.g. Safeway, Walmart, etc.
* Reimbursements
* Hiring outside groups
* Ordering catering
* Ordering Custom T-Shirts
* ANY PURCHASE THAT AN RSO WANTS TO
MAKE
Estimating the amount for an expenditure request is
OK
* SGA would rather an RSO ask for more, and
need less, than ask for less, and need more



I REIMBURSEMENTS
MUST BE APPROVED
BEFORE RSO MEMBERS MAKE PURCHASES




|=:| RECONCILIATION

* Reconciliation is a new step in the financial process * The purpose of this new step in the financial process
for RSOs is fo ensure accuracy in the bookkeeping
* After a purchase is made for an RSO, the receipt for .

After the reconciliation form is completed, the
actual amount of the purchase will be taken
from an RSOs allocation, not the amount
requested

E.g. if an RSO requests $200 for food, but ends
up spending only $194.65, once the
reconciliation form is filled out with the accurate
amount, $194.65 will be removed from the
allocation, not $200

that purchase must be put into the Reconciliation form
in ENGAGE: Goucher

* Most of the time, it will be SGA who puts the receipt
in on behalf of the RSO, as SGA will be making most .
of the purchases via credit card

* For reimbursements, the RSO will need to submit the
reconciliation form with their receipt
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PETTY CASH VOUCHER

E ATION:

Include general description of material purchased
at function or use for which materials were purchased.

All gales slips or other supporting data must ha attached
hereto. Slip must be signed in the Controller’s Office by

parson receiving the money.

cimydocumentsixfilesipatty cash vouchaer

k1 /' Reimbursement Form

YOU fill out highlighted fields
SGA fills out the rest

Can be found in OSE office on the
windowsill

Turn form into SGA Treasurer



GAS REIMBURSEMENTS

* The receipt for gas mileage
reimbursements is a printout of the
route taken on Google Maps or
another similar platform

* Components that need to be visible on
the screenshot:

* Starting address
* Ending address
* Total mileage of route

* The Controller’s office reimburses for
gas using the IRS standard rate

($0.67 /mile)

* Reimbursement will be via check, not
cash, regardless of amount
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Trip

UBER/LYFT REIMBURSEMENTS

OpenStreetMap

* For a receipt for Uber/Lyft reimbursements, you need a screenshot of

the receipt with the following visible:
* Ride date/time

. Marshall Hall Pickup

* Starting address Towson, MD 21204 11:56 PM

e Endlng address Goucher College Dr Drop-off

Towson, MD 21286 12:04 AM

* Total mileage

* Payment line at the bottom
Payment

Lyft Standard fare (2.7 mi, 8m)

Tip

’ MasterCard *7526

Total charge

8 ers.nal '



HIRING AN QUTSIDE CONTRACT

You need:

W@Q

Contract

* Group’s contract if they have
one

* If not, Goucher has a Personal
Services Agreement Contract

*  Must be submitted as a Word
document

Invoice
* Address must match that on the

W-9

Expenditure requests for
hiring an ouisiﬂe contract
must be submitted 4 weeks
in advance to allow for
processing of forms
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Foem w—g Request for Taxpayer
R, March 2024) Identification Number and Certification

Dapariment ol e Tramwry .
Intwmal Favanus Sandce Go to v irs. for i and the latest i

Before you begin. For guid, d to the purpase af Farm W-B, see Parpase of Form, Belaw.

1 Mama of anttyindwickal. An antry is requirect [For @ scln propralor of dismgardod ensty, ntar e cwndes name on ing 1. and anar the business'disrganad
antity’s nama on ling 2.)

Give form to the
requester. Do not
send to the IRS.

2 Business namaicisregarded entity nama, if ciffarant from above.

3a Crack® Tar fecaral tax of tha antzyindhidual whaose nama s entarad on ina 1 Chack | 4 Examptions foodks apply anly t
anfy ana of the Fillowing savan boxss. cartain entitkes, et inchidusls;
s00 Insiructions on paga 3

(] pe Oc O [] Panrwrshin [ Trustestatn

[ Lec. Ensar e ta classsication | = C carporation, & = S comantian, B = Parinershig) B Examps payen coda i any)

Wotee Uipck e 1L L b wacuam wck o S iy wpaeom, s e ity ooce £ 5. o F) for i xm

classification of tha LLC. Lnkss 1t i & disregarcied antiy, A dsregardad aniky shoukd naboatd chack e agppealn | Examption om Famign Account Tax
b for tha tax classitication of its cwnar. Complianca Act [FATCA) ranarting

[[] Other fsan instucticns) cod it any)
3b Han ling 3a you checked “Fartnanship™ or “Trustestata,” or checked “LLC™ and entened “F” as its tax dassification,

ardl you orv prmcing this fam io 3 patrarshe, inat, or estaia n which you havs an cwnanhlp intoret, chock _
his. Bax If you have any foreign pannoes, cwners, or benaliciarnes. 5oa instrucs .

Appies fo acoounts mainfanad
outsica e Lintod States )

Print or type.
San Specific Instructions an page 3.

5 Adcress [numbar, strest. and aat. or suls no.). S instuctions. Recuasser's nama and address (optional

& City, stata, and ZIF coda

7 List account mumbens) hars [optiond)

Tax Identification Numbar

Enter your TIN i the appeopriats bos. The TIN pravidsd must ralch the name given 2 e 1 to avsid
backup withhaking. For indviduals, this is generally your sccial security number (33N} Haowever, for a
resident alien, soke proprietor, or disregarded ertity, see the instrustions for Part |, Later. For ather

entities, it & your employer identification number (EIN). ¥ you do not have a rumber, see How fo get a
TIN, later.

(-

Mote: If the account is in mare than one name, see the nstrections for ne 1. See dlsa What K o —|_| —|_|_'—|_|_|_

Nurnber To Gie the Requester for guidelines on whase number o anter.

lﬁﬂl Certification

Under penalties of perury, | certify that:

1. The nurniser shewn oa this farm i my ceerect baxpayer idenifization numiser ar | am waiting far 2 number to be issued to mek and

2. | am not subject to backup withholding because (3] | am exempt from backup withholding, or [b) | have not been notified by the Intermal Aevenue
Sarvice (IRS) that | am subject to backup withholding as a resut of a failure to repart all interest or dividends, or (<) the IRS has notified me that | am
ne longer subject bo backup withhakding: and

& lam all.g. citizen or ather U.S. persan (defined below]; and

4. The FATCA cade(s) enbered en this form §f ary) indicating that | am exempt from FATCA reparting is cerrect.

Certification instructions. ¥ou must cross aut Asm 2 abave if yeu have been natified by the (RS that yau sre cumently subject ks baskup withhoiding

because you have failed ta report al interest and dividends on yaur tax retum. For real estate transactions, item 2 does nat apply. For marigage interest paid,

acquisiion or atardeament of e of debt, ta an inclividual refiremert amargemant (IRA), and, generaly, payments
other than inkerest and dividerds, you are ot -equuua bo sign the certificatian, but you must pravide your carect TIM. 5 for Part 1, later.
Sign Signature of

Here | us. person Date.

Mew line 3b has been added to this form. A flow-through entity is
required o complete this line to indicate that it has drect or ndrect
fareign partners, owners, o beneficiaries when it provides the Form W-8
tas ancther flow-through antity in which i has a0 ownership interest. This
Future developments. For the atest informatian abaut developments charge is imended ta pravide 2 flow-through entity with infarmation
related to Foem W-8 and its instructions, such as legisistion enacted reganding the status of its indirect fareign partners, cwners, or
fter thy wiws publisted, go b0 www i gowFEnTMVE. beraficiaries, =a that it can satisfy any applicable reparting

Fer example, a that has any indirsat fersign
New pariners may be required ta complete Schedules K-2 and K-3. See the
What's . Partnership Instructicns far Schedules K-2 and K-3 Form 1088).
Line 3a has been mosified to clarify how a disregarded entity complates
this line. An LLC that is a disregarded erity shoukd check the Purpose of Form
appropriate bax for the tax classification of its swner. Otherwise, it

sheulkd check the "LLC" biox and enter it ) An indhiciual ar entity [Farm W-8 requester) whe is required ta fle an
cnean e o anel enker s = ' infemation return with the IFES is giving you this form because thay

General Instructions

Section references are to the ntemal Revenue Code unless othansise
noted.

Cat Mo 10231% Form W-8 Fav 32024

PERSONAL SERVICES AGREEMENT
GOUCHER COLLEGE

This Agreement 15 entered into between Goucher College (“the College™) and
[SPEAKER NAME] (“Guest Lecturer™). In consideration of the mutual promizes and conditions
contained in this Agreement, and other good and valuable consideration, the sufficiency of which
iz hereby acknowledged, the College and Guest Lecturer agree as follows:

1 Guest Lecturer’s Obligations.

a)

b)

c)

Guest Lecturer agrees to provide, and represents that Guest Lecturer’s
professional credentials are such that Guest Lecturer can and will provide, the
following services:

A virtual speaking engagement on [EVENT DATE].

Guest Lecturer will provide a completed and signed W-9 form with this confract.
If Guest Lecturer is a non-1.5. citizen or non-permanent resident alien, Guest
Lecturer will comply with the requirements of section 3 below.

Guest Lecturer agrees to indemnify and hold the College and its officers, trustees,
employess, students, and agents (“Feleasees™) harmless from any of Guest
Lecturer’s costs and liabilities arizing out of the services performed under this
agreement, including without limitation:

»  Union dues or other expenses;

s Federal State, or Local Taxes;

* Agents’ commissions or other expenses.

» Damages to Guest Lecturer’s equipment or materials;

+ Compensation for any lost or stolen equipment or materials;
* Workers compensation or other insurance;

+ Compensation for personal and bodily injuries; and

* Any expenses not approved by the College.

2 College’s Obligations.

a)

c)

The College, n consideration of these services, agrees to pay Guest Lecturer
[FEE] without withholding. If Guest Lecturer is a non-U.S. citizen or non-
permanent resident alien, withholding iz determimed as provided in section 5
below. College will pay this amount by College check made pavable to Guest
Lecturer. Checks will be delivered by mail.

The College will iszue an IRS Form 1099 to Guest Lecturer.



I ENGAGE: GOUCHER
FINANCIAL PROCESS DEMO



EVENT MANAGEMENT




ADVERTISING

i. Postings include, but are not limited to posters, flyers, table tents, window clings, and promotional materials.
ii. All Registered Student Organization (RSO) postings must be stamped and approved by OSE prior to copying
and posting (RSO Handbook).

Posters/ other forms of advertisement can be approved by any time by SGA Director of Student Organizations,
OSE Interns, or Pro Staff within the OSE, in person.
However, if your event has not been approved, approved postings should not be put up.




EVENT DEADLINES

Distinction between events and club meetings
* Events are open to the wider campus community, generally advertised.
* Club meetings are closed to the wider campus community and only involve club members. Outside speakers
or guests are okay here, but generally unadvertised (unless some form of informational meeting).

Events: Club Meetings:

* No setup required (tech, tables, chairs, etc.), * (Shouldn't need setup)- One week
space as is- One week

* Setup required- Two weeks

* Event has to be submitted before you submit
your expenditure

24




DEADLINE TIMELINE

Within 2 weeks after

2 weeks prior 1 week prior reimbursement purchase
i | i 1 1 1

Reconciliation
Event Registration Event Registration Form IF purchase
(w/ setup) (w/no setup) was
reimbursement

Expenditure Club Meeting
Request Registration
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