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Agenda

• SLL & Executive SGA
• Part 1: Treasurer 

Responsibilities
• Account Information
• Forms & Deposits
• Reimbursements and 

Payments
• Class Votes

• Part 2: Fundraising 
Training

• Policy Changes
• How to Raise Funds
• Tax ID#s

• Part 3: Event Advertising
• Monday Mail
• Flyers & e-boards

• Part 4: Reserving Space 
and Food Permit

There will be Zoom knowledge checks at the end of each part – 
you will be required to respond!
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Student Life & Student Leadership*
Schedule an appointment with our Team via Bookings!

On-campus five days a week in the Student Services Center (SSC) 8:00 a.m. – 5:00 p.m. 
Closed  1:00 – 2:00 p.m. for lunch

Dr. Tim Wood, 
Vice Provost,
Faculty Affairs and 
Student Success

Alana Nuno, 
Executive Assistant

Christy Ho,  
Associate Vice Provost,
Student Success &
Student Life

Jessica Beckman, 
Director

Melody Ramos, 
Coordinator

Sharen Moniqca, 
Coordinator

*Previously University Student Affairs

https://outlook.office365.com/owa/calendar/USAClubSGAMeetings@westernu.onmicrosoft.com/bookings/?skipRedirect=1
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WesternU Oregon
COMP-Northwest & CHS-Northwest

Dr. Mirabelle Fernandes 
Paul

VP, University Student 
Affairs, WesternU Oregon
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Executive SGA Officers | April 1, 2025-March 31, 2026 



Training provided by University Student Affairs

Part 1:
Treasurer 
Responsibilities
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How To: Account Information

• Each club/class has an account with University Treasury. 
• Off campus accounts are prohibited. 

• View account balance on my.westernu.edu
• Only Treasurers have access

• Watch for an e-mail with instructions
• Student Affairs

• Pomona – Student Life & Student Leadership
studentlife@westernu.edu

• Lebanon –
studentaffairsOR@westernu.edu

mailto:studentlife@westernu.edu
mailto:studentaffairsor@westernu.edu
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Viewing Your FUND

Select “26” 

Type or look for Fund Number 
The “FUND” number is 
unique to each club.
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How To: Read Your Statement

Sample Account

Balance 

Deposits 

Expenses 

Download 

Clearing (70899) = 
Deposits

Miscellaneous(70850) = 
Expenses

Sample Account
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How to: Find Your Forms

www.westernu.edu/students
Westernu.edu/students
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How To: Deposit Money
Deposit Form Found on the Forms Page

Steven Sample
ASDA

3/1/2025

$200

$100

1234

$100
Check, donation 
Check, donation 

Cash, boba fundraiser 

$400

2
$200

steven.sample@westernu.edu

Deposits can be made 
either by sending 
CHECKS (no CASH) 
through the mail. 
Deposits can be made in 
person at Anderson Tower 
during business hours.

If you are expecting funds as a wire 
transfer (from a donor or national 
organization), please notify 
Bursar@westernu.edu and cc our 
office via email 
(studentlife@westernu.edu or 
studentaffairsor@westernu.edu). 

mailto:Bursar@westernu.edu
mailto:studentaffairs@westernu.edu
mailto:studentaffairsor@westernu.edu
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Reimbursement Form
Found on the Forms Page

No alcohol purchases will be reimbursed

Payer and Payee Information 

Event Information

Detailed Expenses and Total to Be 
Reimbursed

Signatures and Account Balance
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How To: Submit Emailed Reimbursements

1. Requestor completes the reimbursement form and saves the document as a SINGLE PDF. 
• Club Acronym-Payee-Submission Date (E.g., ABCD-Susie Student-8-25-24)

2. Requestor sends document to Club/Class President and Treasurer for signature.
• If Club/Class President and Treasurer do not have the capability to sign electronically, they can email 

the requestor with the following: “As President or Treasurer of (club/class), I approve the 
reimbursement request for $XX to (student).” The Requestor can then save the email(s) and attach it 
to their reimbursement PDF in one file (watch how to combine PDF files into one).

3. Once the form is complete, the reimbursement form and all receipts can be emailed to University 
Student Affairs (studentlife@westernu.edu or studentaffairsor@westernu.edu) with the subject: 
Student Reimbursement: NAME, CLUB/CLASS, PURPOSE FOR REIMBURSEMENT.

A few important details to note:
Please make sure all files are CLEAR. Blurry photos of receipts and documents will be returned.
On the receipts, please write, “SUBMITTED ON (DATE)” so that the receipt can only be submitted once.
CASH PAYMENTS CANNOT BE REIMBURSED WITHOUT PROOF OF PURCHASE OR AN INVOICE 
SHOWING IT WAS PAID

mailto:studentaffairs@westernu.edu
mailto:studentaffairsor@westernu.edu
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Paying a Vendor VS Reimbursement

• Paying a Vendor Directly
• Complete the Student Reimbursement Form
• Attach an itemized invoice or contract that indicates the amount that will need to be paid 

and by when
• A check will be cut directly to the vendor
• New vendors and speakers need to submit a W9 Form

• This includes reimbursements paid to anyone that is NOT a student or employee of the 
University.

• Pay Out Of Pocket & Be Reimbursed
• Use your personal credit card or checking account to pay
• Obtain an itemized receipt
• Complete Student Reimbursement Form & attach receipts, and any other supporting 

documentation
• The amount will be direct deposited to your bank account 
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How To: Payments

Reimbursement checks & direct deposits take 1-4 weeks to process so plan accordingly!

• Checks
• Cut on Thursday of each week. Checks will be available by 3pm on Thursday and the following 

Friday morning.
• Email will be sent to you when ready for pick up at University Student Affairs (Pomona) or 

COMP-Northwest Student Affairs (Lebanon)
• Bring your student ID to pick up

• Direct Deposit
• Electronic Fund Transfer email
• If you need to confirm which account you have with the University, reach out to Financial Aid
• The payee will receive an email from noreply@westernu.edu once the funds have entered your 

account. 

mailto:noreply@westernu.edu
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How To: Delay Your Money

• Missing Receipts
• Receipt missing details 

of purchase
• Not itemized

• Missing Logo approval e-
mail

• Form not signed

• Missing Student Travel 
Notification form

• Student signed the 
contract with vendor

• Missing a Class Vote 
(only for SGA/Class)
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How To: Reimburse For Travel

• Pre-Travel: Fill out “Student Travel Notification Form”
• 2 weeks prior to departure
• Good academic standing
• Required to get reimbursed

• During Travel: Keep ALL original itemized receipts
• Post-Travel: Submit Student Reimbursement Form

• Mileage (Federal rate)
• Food: $12/breakfast  $18/lunch  $36/dinner

https://jprod.westernu.edu/studenttravelform/
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How To: Sign Contracts

• Just kidding...Don’t sign contracts.
• Your college administration is not allowed to sign contracts, 

but they can submit your agreement for review on your 
behalf!

• For clubs: Contact Christy Ho (hoc@westernu.edu) or 
Jessica Beckman (jbeckman@westernu.edu) to schedule a 
meeting to get your contract signed. 

• The process can be LONG – at least 14 business days. 
Please build time into your planning to follow the proper 
channels!

mailto:hoc@westernu.edu
mailto:jbeckman@westernu.edu
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How To: Sign Contracts

• Just kidding...Don’t sign contracts.
• Your college administration is not allowed to sign 

contracts, but they can submit your agreement for review 
on your behalf!

• For clubs: Contact Christy Ho (hoc@westernu.edu) or 
Jessica Beckman (jbeckman@westernu.edu) to schedule 
a meeting to get your contract signed

• The process can be LONG – at least 14 business days. 
Please build time into your planning to follow the proper 
channels!

Never sign a 
contract or make 

your own

mailto:hoc@westernu.edu
mailto:jbeckman@westernu.edu
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How To: Invite Guests to Campus

• If you are inviting a guest to campus or virtual (e.g. Zoom) to provide 
a service (e.g., guest speakers) there is paperwork to complete, 
even if they are not getting paid.

• If you are reimbursing them for travel or paying a speaker fee there 
is MORE paperwork to complete.

• This does not apply to guests on campus that are attending an 
event (not providing a service) or WesternU Faculty.
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Treasurer Reminders

• Do not comingle funds
• If you are fundraising for a third party (e.g., Susan G. Komen), 

do not deposit those funds in your account.
• Deposit all funds into your University-provided account within 

72 hours.
• Do not create off-campus bank accounts.
• At the end of your term, you are responsible for the health of 

your club/SGA fund by ensuring your account is balanced.
• Club Officers are responsible for submitting Certificate of Organizational funds 

(COF) paperwork that states the fund is in good order.
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Knowledge Check!

Please check Zoom 
to complete the 

knowledge check 
for Part 1!



Training provided by University Student Affairs

Part 2:
Fundraising 
Training
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WesternU Clubs 
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Policy Changes
Student Organization Fundraising Policy – Effective 7/31/2025

With approval from SLL students may:
• Collect food, clothing, or other donated items from the Campus Community 

that directly benefit the Student Organization. 
• Purchase goods (e.g. baking supplies) to resell.

With approval from SLL and External Affairs students may:
• Conduct off-campus fundraising activities in partnership with local 

businesses (e.g. “restaurant takeovers”). Approval required at least 10 days 
prior.

• Solicit the Campus Community for outright gifts (e.g. Cash) that are NOT 
donor restricted.
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Student Organization Fundraising Policy – Effective 7/31/2025

Students may not:

• Solicit the Campus Community for Outright Gifts that are Donor Restricted.
• Organize a raffle, game of chance, or gambling event of any kind for the purpose of fundraising.
• Use third-party payment platforms (e.g. Venmo or GoFundMe) to collect Outright Gifts of any 

kind. 
• CashNet is preferred for accepting payment for transactions.

• Carry out any fundraising activities without the explicit written approval of SLL and, when required, 
External Affairs. 

• Use the University's federal tax ID number for any purpose without prior written approval from 
the University's legal counsel, finance office, and External Affairs. 

• In general, this number is only provided via formal gift receipts when the University accepts 
and processes a tax-deductible donation.

Policy Changes

https://westernu-my.sharepoint.com/personal/spoadmin_westernu_edu/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Fspoadmin%5Fwesternu%5Fedu%2FDocuments%2FPolicyPortal%20Published%20Documents%2FStudent%20Organization%20Fundraising%2Epdf&parent=%2Fpersonal%2Fspoadmin%5Fwesternu%5Fedu%2FDocuments%2FPolicyPortal%20Published%20Documents&ga=1
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How to Raise Funds

• Clubs: Consult the club annual report from 2025-2026 or
• Class SGA: talk to your upperclassmen/predecessors and 

Student Affairs Professionals for ideas
• Most often, successful fundraisers are food & merchandise 

sales

But be aware of new policy changes!

Work smarter, not harder:
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Fundraising Ideas - Merchandise

Clothing
Pens

Water Bottles
Lunch Bags
Coffee Cups

Partner with the Campus Store!

The Campus Store is an authorized retailer 
with many manufacturers. They may be 
able to get you a better deal! Email 
campusstore@westernu.edu for a quote 
on purchasing merchandise in bulk.

mailto:campusstore@westernu.edu
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Fundraising Ideas - Merchandise

Clothing
Pens

Water Bottles
Lunch Bags
Coffee Cups

Partner with the Campus Store!

The Campus Store is an authorized retailer 
with many manufacturers. They may be 
able to get you a better deal! Email 
campusstore@westernu.edu for a quote 
on purchasing merchandise in bulk.

Approval required 
for all designs!

mailto:campusstore@westernu.edu
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Branding Standards

• UNIVERSITY NAME

 "WesternU" and "Western University of Health Sciences" are the ONLY 
acceptable usages of the University's name.

• UNIVERSITY COLORS

 The University colors are burgundy and white.

• ACCENT COLORS

 The University accent colors are black, gold and grey.

Resources: 

https://www.westernu.edu/publicaffairs/brand-guidelines/logo-guidelines/

http://webassets.westernu.edu/westernu-news/style-guide/style-guide.pdf

https://www.westernu.edu/publicaffairs/brand-guidelines/logo-guidelines/
https://www.westernu.edu/publicaffairs/brand-guidelines/logo-guidelines/
https://www.westernu.edu/publicaffairs/brand-guidelines/logo-guidelines/
https://www.westernu.edu/publicaffairs/brand-guidelines/logo-guidelines/
https://www.westernu.edu/publicaffairs/brand-guidelines/logo-guidelines/
http://webassets.westernu.edu/westernu-news/style-guide/style-guide.pdf
http://webassets.westernu.edu/westernu-news/style-guide/style-guide.pdf
http://webassets.westernu.edu/westernu-news/style-guide/style-guide.pdf
http://webassets.westernu.edu/westernu-news/style-guide/style-guide.pdf
http://webassets.westernu.edu/westernu-news/style-guide/style-guide.pdf
http://webassets.westernu.edu/westernu-news/style-guide/style-guide.pdf
http://webassets.westernu.edu/westernu-news/style-guide/style-guide.pdf
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Fundraising Strategies

• Get approval from SLL
• Email studentlife@westernu.edu or 

studentaffairsOR@westernu.edu and include your College 
Student Affairs Professional

• Start fundraising on-campus first!
• Ask club and/or class members to support of your 

fundraiser event
• Approach local restaurants and businesses (with approval from SLL 

and External Affairs)

• Student Government Association (requests for class banquets or class gifts 
not eligible)

mailto:studentlife@westernu.edu
mailto:studentaffairsOR@westernu.edu
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Use of a Tax ID#’s

• Tax ID from WesternU – Not permitted
• University cannot provide any tax information to clubs/SGA. Any funds 

that are received that require a tax ID number must be sent directly to 
Advancement and cannot be used for club/SGA activities. 

• Tax ID from External Organization
• When raising money for an external organization you should request 

use of their tax ID number. Do not deposit these funds into class/club 
accounts!
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Requesting Your Own Tax ID#

• Tax ID for a WesternU Club/SGA – Not recommended
• Requires your personal SS# 
• Holds you personally accountable for filing of tax returns and 

other government documents.
• Tax ID number not enough to receive donations

• After you apply, you may incur significant cost to qualify your club as a “tax 
exempt organization” in order to legally receive tax-deductible donations.

• No association with WesternU in name/address etc.
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Knowledge Check!

Please check Zoom 
to complete the 

knowledge check 
for Part 2!



Training provided by University Student Affairs

Part 3:
Advertising 
Your Event
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Monday Mail, E-boards, Flyers & Localist

• Monday Mail is for campus-wide events/announcements. Be sure to submit your entry 
the Thursday before your event. 

• SGA Boards have the right to email individual classes for program-specific events. 
Please do not misuse your email account by emailing multiple distribution lists when 
Monday Mail should be used. 

• E-Boards: When submitting your ad via Monday Mail you can opt to upload a flyer for the 
e-boards around campus.

• Certain specs are required, and we can’t post unless they are correct. 
• Specs are listed in the Monday Mail form. 

• Flyers can be created for electronic distribution or print. All flyers must be approved.

• Localist is for campus-wide events, contact studentlife@westernu.edu to have your 
event added.

mailto:studentaffairs@westernu.edu
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Monday Mail
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Flyer Requirements

• Students now have access to Canva 
Premium for super easy and beautiful flyer 
creation!

• Only use approved WesternU Logos (send to 
studentlife@westernu.edu for approval) – 
approval good for one year

• Use the University’s name properly (and in 
the correct font)

• Do you have permission to use an affiliate’s 
name/brand (e.g. Target)

• ALL flyers must be approved – send to 
studentlife@westernu.edu

• Don’t attach, embed the image in the e-
mail.

Event Advertising Guide on SLL Forms page. 

mailto:studentaffairs@westernu.edu
mailto:studentaffairs@westernu.edu
http://www.westernu.edu/students/students-forms/
http://www.westernu.edu/students/students-forms/


Training provided by University Student Affairs

Part 4:
Reserving 
Space & Food 
Permit Policy
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You must 
reserve 
space! 
Even if virtual.

• Club Presidents must reserve the space through 
University Student Affairs

• Requests must be made at least 10 days in advance

• Class Officers must reserve the space through your 
college’s Student Affairs office

• Your request involves multiple departments so think 
through your event BEFORE your event is booked

• Don’t advertise until your space is confirmed
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Knowledge Check!

Please check Zoom 
to complete the 

knowledge check 
for Part 3 & 4!
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Final Training Takeaways

1) Start planning early!
2) Involve your advisor and/or college Student Affairs 

Professional.
3) University’s tax ID# can’t be used – no exceptions.
4) Don’t apply for a tax ID#.
5) Be familiar with University fundraising policies.
6) All space must be reserved.
7) Serving food? Need permit.
8) Not sure? Ask!
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Questions?

Student Life & Student Leadership* in Pomona
studentlife@westernu.edu

USA Oregon in Lebanon
studentaffairsOR@westernu.edu

*Previously University Student Affairs

mailto:studentaffairs@westernu.edu
mailto:studentaffairsOR@westernu.edu
mailto:studentaffairsOR@westernu.edu
mailto:studentaffairsOR@westernu.edu
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