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51 Executive Committee 2019/2020
Kenny Tran 

President & CEO 

Mariana Rosales 
Executive Vice President 

Michelle Tran 
VP of Student & University Affairs 

Jae Freeman 
Chair and Chief of Staff 

Annie Macias 
Executive Director 

Ashley Fennell 
~sst. Director, Government Affcirs 

& Initiatives 

ITEM SUBJECT PRESENTER 
01 Call to Order 

The meeting was called to order at 2: 13pm 
Jae Freeman 

Chair & Chief of Staff 

02 Roll Call 
Present: Kenny, Mariana, Michelle, Jaelyn, Annie, Ashley 

Jae Freeman 
Chair & Chief of Staff 

03 Recognition of Guests 
Natalie Marshall 

Jae Freeman 
Chair & Chief of Staff 

04 Approval or Agenda Jae Freeman 
Action Michelle motioned to approve the agenda 

Kenny-2nd 

None Opposed, abstained 
Motion Carries 

Chair & Chief of Staff 

05 Approval or Minutes Jae Freeman 
Action Kenny motioned to approve the minutes from 12n 

Mariana-2nd 
None Opposed, abstained 
Motion Carries 

Kenny motioned to approve the minutes from 1/25 
Mariana-2nd 
None Opposed, abstained 
Motion Carries 

Chair & Chief of Staff 

06 
Information 

Open Forum 
None 

Jae Freeman 
Chair & Chief of Staff 

07 
Action 

08 
Action 

Approval of updates to ASI Leadership Funding Applications 
Description: Updates to guidelines and instructions for 
submission, as well as updates to reflect current practices. 
Fiscal Impact: None 
Discussion focused on addition clarification for language 
regarding due dates & denied forms, states on the travel ban list, 
increased funding for co-sponsored on-campus events, and 
decorations will not be covered. 
Kenny motioned to approve the updates to ASI Leadership 
Funding Applications 
Michelle-2nd 
None Opposed, abstained 
Motion Carries 

Mariana Rosales 
AS! Executive Vice 

President 

Ashley Fennell 
Asst. Director, 

Government Affaini 
& Initiatives 

Approval of updates to Student Organization Account Policy 
Description: Policy updates seeing approval: ASI Designee 
overseeing funds, Expenditure Request Form moving online, and 
updates to the inactive student organization policy. 
Fiscal Impact: None 

Natalie Marshall 
Student Organization 
and Project Specialist 



Changes discussed focused on policy being in chronical order and 
removal of job titles. Major changes were clarification of where 
funds from inactive student organizations go. Funds to be moved 
into account for SOLC and mid-year student organization training. 
This policy implementation will take place next year. 
Michelle motioned to approve the updates to Student 
Organization Account Policy 
Kenny-2nd 

None Opposed, abstained 
Motion Carries 

09 
Action 

Campus Adjustments to Corporate Credit Card Policy 
Description: CSUSM has made changes to the corporate credit 
card limits and ASI is updating policy accordingly 
Fiscal Impact: Changes the limits on corporate credit cards 

Natalie Marshall 
Student Organization 
and Project Specialist 

Changes discussed focused on changing monthly limit from $1 Ok 
to $20k. One-time purchases limits increased from $2500 to 
$4500. Policy's footnotes and numbering were updated. 
Kenny motioned to approve the changes to Corporate Credit 
Card Policy 
Mariana-2nd 
None Opposed, abstained 
Motion Carries 

10 
Action 

Closed Session, Pursuant to CA Education Code Section 89307 
( c) (1): Personnel Updates 
Description: Committee will receive updates regarding ASI 
personnel changes 
Fiscal Impact: None 

Annie Macias 
ASI 

Executive Director 

Kenny motioned to move into closed session 
Michelle-2nd 

Committee moved into closed session at 2:58pm 
Committed moved out of closed session at 3:26pm 
Chair reported that the committee received updates on ASI 
11ersonnel cbane:es. 

11 
Information 

Reports 
Michelle- Lobby Corps timeline & CHESS Applications 
Kenny- ASI Retreat, CSUSM Corporation, and CSSA 
Jae- Expectations, organization, and preparation for upcoming 
year 
Annie- 24/5 Zone, budget, and equity adjustments 
Ashley- Cougar Pantry van, hydration stations, BOD scholarships, 
andCSSA. 

Jae Freeman 
Chair & Chief of Staff 

12 
Information 

Announcements 
None 

Jae Freeman 
Chair & Chief of Staff 

13 
Action 

Adjournment 

Kenny motioned to adjourn 
Michelle-2nd 

Meetim!: was adiourned at 3:40pm 

Jae Freeman 
Chair & Chief of Staff 
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ASSOCIATED STUDENTS, INC. 

STANDARD OPERATIONS POLICY & PROCEDURE MANUAL 

POLICY: STUDENT ORGANIZATION FUND ACCOUNTS 

APPROVAL DATE: une 26 2019 

PURPOSE 

To establish written policies and procedures concerning ASI Student Organization Fund Accounts 

POLICY AND PROCEDURES 

1. All officially recognized student organizations are required to maintain an on-campus fund account with 
Associated Students. Inc. 

1.1 An individual fund number will be issued upon recognition of the student organization. 
1.2 All banking transactions must include this fund number. 

-1-:-2.Student Oerganization Fund Aaccounts consist of those funds held in trust by the Associated Students, Inc., 
on behalf of officially recognized student organizations.,_ 

b3.Student organization funds are not under the budgetary or programmatic control of Associated Students, Inc. 
J.:....--All student organization§. aee9QBts must Ble-complete an "ASI SmdeB.t Ofgaaizati0D BaekiBg Sigaa-tu:r:e aad 

Lie.eility ,".cgFeementFunds Administration Agreement" (Attachment A) each academic year en file iB Qle 

ASI off.iee ef the Smdtmt ee.gagemtmt CeeFEliRater upon recognition by Student Life 8fl&-& Leadership. 
4. All effieially feeogaizea srudtmt orgeniza-tions are i=equ.ired te main.tam on ea:IB}lus bankiftg aee&l:lflts VRlfi 

," .. ssoeiated Smdeats, IBe. 
,i\B iftdiv:idual student organization aeeoum number wiU be issued upoa reeogaition of the stadtmt 
o~atien. 

➔.4 .All hank.iag traasa<Mieas must iaelude this aeeeunt aumeer. 
6,-i_Student Oerganization Fund Aaccount deposits are to be completed at the University Cashier~s Office. 
+.-6.Expenditures are processed on a reimbursement basis only-and handled through the Student Bftgagemeet 

Coeraieat;orby the ASI Professional Staff Designee. 
6.1 Expenditure Request Forms (ERF) must be signed by the Student Organization 

President, Treasurer, Advisor and the Srudeat Eegagement CeofEiieater of ASI -er 
Professional StaffDtlesignee.- (Attachment B) 

6.2 Prior to approving the expenditure, the ASI Smdem Bflgagemeet CoertiieaterProfessional 
Staff Designee will check PeopleSoft for the availability of student organization funds. If 
sufficient funds are not available, the Student Eegagement CeordiR&torASI Professional 
Staff Designee will not grant approval of the expenditure. 

6.3 Original iitemized receipts must accompany the ERF. 
6.4 Reimbursement checks are prepared weekly by the University Accounts Payable 

Qeepartment. 
8-:7.Student organizations with negative balances will not be able to process reimbursements until there are 

sufficient funds in their account. 
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L Account balances are available upon request et t:ae ASI effiee ef the Stwient J;;ttgagement Ceefdiaater. 

9. In the event that an organization does not wish to be recognized the following year, or they has prior 

knowledge that they will not meet the university's recognition requirements, the current student 

organization officers may identify a specific organization or campus entity where they would like to 

redistribute their funds. This process must be conducted during the student organization recognition period 
for that current academic year. 

10. Funds in ilnactive stwient Student eOrganizations baBk Fund aeeeunts Accounts may be maintained or 

swept, depending on recognition status of the student organization_-for the past academic yeare¥eF-a 
eentisueas ihfee year t:terieEi. 

10.1 A student organization that has been recognized by Student Life aae-& Leadership et 
least ese year efthe past three yearsfor the past academic year but whose bank-Student 

Organization Fund aeeeunt Account has not been active during this period; may maintain 
its account balance with no penalty. 

10.2 A student organization that has not been recognized by Student Life aml-& Leadership at 
least eae year ewr the past ~e yeaFSfor at least one academic year and whose bank 
account has not been active during this period, will, in a timely mime.er, have its balance, 
if any, swept after July 181 of the new fiscal year. 

10.2.1 The funds swept from identified inactive student organizations will be transferred 

into tJ:i.e ASI Leadm=shifJ Ftmaa account used for student organization professional 
development. 

10.2.2 These funds will be made available for diski-hutiea te qua-li:fied steaents ae:e 
stwlent erg&Bi:z:atieason a reimbursement basis for student organization 

professional development events hosted by Student Life & Leadership. 

19.3 The Swtleat Begagemeat Cem=diaater Vri:U maintain a ~e year loegitetliaal record of 
iR&etive stueeBt ergani.2:atiees aae ef funds s•N~t. 

11. Student 0£gani2:etiea Organization banlE-Fund Aaccounts cannot be used to hold funds on behalf of other 

Stedent student Or~atieasorganizations .- Funds may be held by a Stedent student OFgam:z:atiea 

organization on behalf of another, external organization only on a temporary basis in conjunction with a 
fundraising event where a check for the proceeds will be issued to the outside organization. 

REFERENCES 

Chancellor's Office -Administration of Student Organization Funds - ICSUAM Policy Number 3141.01: 
http://www.calstate.edu/icsuam/sections.shtml 

Chancellor's Office-Student Activities -Executive Order 1068: http://www.calstate.edu/eo/E0-1068.html 
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ASSOCIATED STUDENTS. INC. 

STANDARD OPERATIONS POLICY & PROCEDURE MANUAL 

POLICY: CORPORATE CREDIT CARD POLICY 

APPROVAL DATE: ·•• -· '"•une26.2019 

PURPOSE 

The Associated Students Inc. (ASI) Corporate Credit Card Policy and Procedures provides guidance to ASI 
business purchasers, approvers, and payment processes for purchases conducted on behalf of Associated 
Students, Inc. 

POLICY AND PROCEDURES 

Introduction 
1.1 The com~.dit card program has been i~plemented to provide ;:n easy and. 

~~o<lto cpn¢;ct ASJ pµs'nw,s Tp enswe;nron;r fiscal pccountpbj!ity, t.lli. 
fulloy,1jpg nolicx nas been ;srobHshed fw emnlovee use ofxgrnorate credit cards, { Formatted: Font: (Demdt) T1111a, FODI color: Tat i=:l 

H J...L.Jt is Ille pehs~· efASI 10 aHlhaFi2e tile issHanee of corporate credit cards are to be utilized 
for pun:hases of goods, services, and travel. 

1-d~ Corporate credit card purchases shall be made in accordance with ASI pmeliMing 
~Policy. 

B-Travel related purchases be made accordance the ASI Travel Policy. 
W--.~~-'""~~-·~-!Nd~~ f!~-~-,,~~ 

shall in with 
Na_t_l_~eefll ~~lef!J,~~e<l ,1~ J!I•~ • i~c &!!~.~ti)_ ~.e.. . ... { Formatted: Font T°DDCS New Roman 

@HfHUiiti@ ua Dlethed te eondtHt %SI lntYiM@89, To @flOttfl JH'Opor Reial accoURtabiJity,, f;ha 

. 
fe11o ·118 p■li,,· ll11e llaa11 u11M1li11t,II fer -,10, 111111111fa11fJHl&a uallit 1arlie, 

11....- • - Form1tted: FOIJI: (Defauk) Times, Font color: Text I 

Fonmtted: Indent: Left: I", Honaing: 0.5", Outline 
2. Tenns and Definitions numbeml + Level: 2 + Numbering Style: I, 2, 3, ... + Start 

B-ProCanls,._a--Also known as Pwchase Cards, Procurement Cards. and abbreviated as at 1 + Alipment: Left+ Aligned at 0" + Indetd 111: 0,2S" 

Pcard..i.L_a,..A corporate credit card provided as a matter of convenience to facilitate the Formlltl<d: Fonl: (Default) limes 

payment of expenses incuned for ASI business purposes and business related travel Formatted: Nobulletaor1111111berina 

purposes only. 
Formatted: Font: (Defauk) Tlmct. Font color: Tat I 

g__ 
.. 

Fonmtted: Indent: J..cft: I•. Hmging: o.s•, Outline 
,unben:d + Level: 2 + Numbering Style: t , 2, 3, •.• + Start 

➔.-_3 ._Guidelines for Corporate Credit Cards a1: t + AliJP1111e11t: Left+ Aligned ac o• + lndml 111: o.2s• 
3.1 Authorized Use and Restriction Fonnaaal: No bullets or numbering 

~ Pwchases must be made in accordance with established ASI policies for expenses 
. Formatted: Foni: (De&ult) Times 

associated with official business that directly benefit ASI. 
lJ.L Formatted: lndont: Left: I.S", OudiJlc Dllmbc:ml + Level: 3 

+ Numbering Style: I. 2, l, ... + Swot: I + Alignmco!: 
3.2 Card lsswmce Left+ Alisn<d al: 0.13" + Indml al: 0.63' 

3.2.1 The corporate credit card is issued to ASI in an individual's name er epeeifie Fo111U1aal: Left 
eep&FlmBBI; ASI is responsible for all payments. Fon11atted: Font: (Defaul1) rnnes 
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3.2.2 There is no personal liability on the card unless the cardholder violates the tenns 
by making a personal purchase or an unauthorized purchase. 

3.2.3 Prior to receiving an ASI Corporate Credit Cardse,pofllte 6Rlilit &HM, each 
individual cardholder will be required to review the Corporate Credit Card Policy, 
ProCard Manual, and sign the Cerpemte C,eilitPro-Card Agreement Form. 

~ ce issued, the cardholder has sole respomibility for and is the sole authorized 
user of the ASI Corporate Credit Card. 

3.2.4 ... . . .. • > · Fo ..... lted: FODI: (Default) T'nna 
3.3 Conflict of Interest Fonu1ted: Indent: Left: 1.S•, Oudino 11111Dbam + Level: 3 

3.3.1 Cardholders are delegated limited purchasing authority on behalf of ASI and, as + Nmnbering Style: I, 2, 3, ... + Slart at: 1 + Alipmmt 
+ such have the respomibility to ensun: that purchases made on their corporate Left+ Aliped at: 0.13" Indent at: 0.63" 

credit card do not fall within the definitions of a conflict of interest. 
3.3.2 Gifts, gratuities, rebates, kickbacks, rewards points/credits, or other incentives 

provided to a cardholder, which influence or appear to influence the decision to 
make a purchase from a vendor is considered a conflict of interest purchase. 

3.3.3 Transactions in which the cardholder has a financial interest also constitutes a 
conflict of interest that must be disclosed. 

H,4---Contlict of interest purchases may subject the cardholder to suspension or 
revocation of the corporate credit card and will result in the reporting of the 
conflict of interest violation to management for review. 

3.3.4 . . . .. . .... Formatted: Foot. (Dd'ault) Tunea 
3.4 Maximum Individual Expenditure · Formatted: llldart: Left: 1.S". Outline ownberod + Lerel: 3 

3.4. I Corporate credit cardsPFeCIIMS may be used for individual purchases up to + Numbering Slyle: I , 2, 3, ... + Start at: I + Alip,mcDI: 

$9,SOO MHiimmunaximum. Left+ Alipc<I at: 0.13" + Ioclcnt at: 0.63" 

3.4.2 For ilndividual purchases exceeding this amount, temporary increases or 
pennanent increases/decreases on an employee's account must have advance 
written approval of the Executive Director or ASI Professional Staff Desi gnee 

~ Splitting expenses to circumvent the individual purchase maximum may result in 
suspension or revocation of the corporate credit card. 

3.4.3 • Formatted: Font: (Default) Times 
3.5 Muimum Monthly Expenditures · Fonulted: List Pa,agmpl,, Jndan: Left: I.S", Oulline 

3.5.1 Corporate credit cardsPFeCIIMS may be used for purchases totaling up to 1111111bomi + Level: l + Numbering Style: I, 2, 3, ... + Start 

si+o,ooo WHRIBllllaximum in a one-month at: I + + period. Aligmncm: Left+ Aligned at: 0.13" Indent at: 
0.63" 

~ Monthly totals exceeding this amount or permanent increases/decreases on an 
employee's account must have advance approval of the Executive Director or ASI 
Professional StaffDesignee. 

~ .. ·· •.· -·· ··--·· - - .. . · - .... . Formalll:d: Font: (Default) Tunes 
3.6 Conditional Uses of Corporate Credit Cards l'feCllf85 Fonnatled: Indent: Left: LS". 01111ine numbered+ Level: 3 

3.6.1 Certain transactions are restricted due to ASI policy and must have advance + Numbering Style: 1, 2, 3, ••• + Start at: I+ Alipment 

written approval from the Executive Director or ilesignee ASI Professional Staff Left+Alisn,dat: 0.IJ"+Jndcntat: 0.63" 

Designee prior to incurring the expenditure. Examples include: 
3.6.1.1 Hospitality Expenditures: Hosting items may be purchased, but only 

within the guidelines of ASI Hospitality Policy. Formalhod: Font: (Default) Thnoo 

3.6. l .2 Computer Items (including hardware and software) Formatted: Indent: Left: 2", Hanging: 0.63", Oulline 

3.6. l.3 Telephones, cell phones, and handheld devices IIUlllbaod + Level: 4 + Nmnbering Style: l. 2, 3, •.• + Start 
11: I+ Alipmmt: Left+ Aligned at 2.19" + Indent 81: 

3.6. 1.3 2.69" 
3.7 Prohibited Uses of ProCards Formalll:d: Left 

Formatnd: Font: (Default) Times 
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3. 7.1 The ASI Ce1J1911lte Gi:eElitPro-Card may not be used to procure the following 
items: 
3.7.l.l Alcohol (with the exception of prior approval and a signed alcohol 

approval form). 
3.7.1.2 Cash advances 
3. 7.1.3 Capitalized furniture and equipment 
3.7.1.4 Firearms and ammunition 
3.7.1.S Narcotics 
3.7.1.6 Animals 
3.7.1.7 Purchases which result in a conflict of interest, resulting in personal 

gain, or which violate ASI policies or procedures 
3.7.1.8 Personal pmchases 
3.7.1.8 Fonnatted: Font: (Default) Timea 

3.8 Corporate Credit Cards Used for Travel Formatted: Indent: Left: 2•, ~: 0.63•, Outline 
3.8.1 Authorized Use and Restrictions numbered+ lzvel: 4 + Numbering Sl)k: I, 2, 3, ... + Start 

3.8.1.1 The corporate credit card is for professional use and provides employees at: I + Alignmenl: Left+ Aliped at: 2.19" + Indent at: 
2.69" 

with a convenient and flexible method to incur approved business­
related travel expenses. 

3.8.l.2 Authorization from the employees' supervisor and the Executive 
Director to travel is required prior to travel expenditures. 

3.8. l.3 The individual to whom the credit card is issued is responsible for the 
payment of any charges not approved prior to travel. 

3.8.2 Appropriate Uses of ProCards Used for Travel 
3.82. l Examples of appropriate travel expenses may include the following: 

3.8.2.1.1 Airfare tickets 
3.8.2.l .2 Rental Car el(penscs 
3.8.2.1.3 Conference fees 
3.8.2.1.4 Lodging 

"4....,__Procedures 
4.1 Reporting Lost or Stolen Cards 

4.--l-:-l-The individual to whom a credit card is issued is responsible for its safekeeping. 
The loss of a credit card must be reported immediately to the employee's 
approving official and the ASI ProCard Administrator. 

iJ.,L Fonn•lud: Indent: Left: 1.s•, Outline DllIDberrd + Level: 3 
4.2 Cancellation of Cards + Numbering Slyle: I, 2, l, ... + Smut: I + Alignmenl: 

4.2.1 Upon employee separation or tennination of employment, the employee will be ~+Alip<dat: 0.13"+lnclentat; 0.63• 

required to surrender the credit card to the elnjlleyee 's IIJlJlf8'1ieg effieial aeEl the 
ASI ProCard Administrator. 

~ All records of previous purchases must also be provided to the ASI ProCard 
Administrator. 

4.2.2 Fon11111Dd: Indent: Left: 1.s•. Outline IDlDlberrd + Level: 3 
4.3 Revocation or Suspension of Corporate Credit Card + Numbering Slyle: I, 2, l, ... + Stan at I + Alipmcnt: 

4.3. l Failure to comply with the ASI Corporate Credit Card Policy Left+Alignc<lal: and the guidelines 0.13'+lndentat 0.63" 

outlined in the ASI ProCard Manual may result in suspension or revocation of the 
employee's purchasing card. It may also result in discipline up to and including 
tcnnination of employment. } Formatted: Left 

Form•lkd: Font: (Dofanh) Time& 
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