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ASI Executive Committee Minutes 20-01

Wednesday, June 22" at 2:00pm
ASI Conference Room USU 3700

ITEM SUBJECT PRESENTER
01 Call to Order Jae Freeman
The meeting was called to order at 2:13pm Chair & Chief of Staff
02 Roll Call Jae Freeman
Present: Kenny, Mariana, Michelle, Jaelyn, Annie, Ashley Chair & Chief of Staff
03 Recognition of Guests Jae Freeman
Nata[ie Marshal] Chair & Chief of Staff
04 Approval of Agenda Jae Freeman
Action Michelle motioned to approve the agenda Lohair: & Chiet of St
Kenny-2™
None Opposed, abstained
Motion Carries
0s Approval of Minutes Jae Freeman
Action Kenny motioned to approve the minutes from 12/7 Chair & Chief'of Staft
Mariana-2nd
None Opposed, abstained
Motion Carries
Kenny motioned to approve the minutes from 1/25
Mariana-2nd
None Opposed, abstained
Motion Carries
06 Open Forum Jae Freeman
Information None Chair & Chief of Staff
07 Approval of updates to ASI Leadership Funding Applications | Mariana Rosales
Action Description: Updates to guidelines and instructions for ASI%’:@TV‘: Vice
submission, as well as updates to reflect current practices. s
Fiscal Impact: None
Discussion focused on addition clarification for language Asﬂf_’gﬂiﬂﬁe”
regarding due dates & denied forms, states on the travel ban list, Government Affairs
increased funding for co-sponsored on-campus events, and B Intatives
decorations will not be covered.
Kenny motioned to approve the updates to ASI Leadership
Funding Applications
Michelle-2nd
None Opposed, abstained
Motion Carries
08 Approval of updates to Student Organization Account Policy Natalie Marshall
Action Description: Policy updates seeing approval: ASI Designee Student Organization

overseeing funds, Expenditure Request Form moving online, and
updates to the inactive student organization policy.
Fiscal Impact: None

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-2"

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

Changes discussed focused on changing monthly limit from $10k
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

Natalie Marshall
Student Organization
and Project Specialist

i {i]
Action

Closed Session, Pursuant to CA Education Code Section 89307
{ ¢ ) (1): Personnel Updates

Description: Committee will receive updates regarding ASI
personnel changes

Fiscal Impact: None

Kenny motioned to move into closed session

Michelle-2

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
personnel changes.

Annie Macias
ASI
Executive Director

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,
and CSSA.

Jae Freeman
Chair & Chief of Staff

12
Information

Announcements
None

Jae Freeman
Chair & Chief of Staff

13
Action

Adjournment

Kenny motioned to adjourn
Michelle-2"
Meeting was adjourned at 3:40pm

Jae Freeman
Chair & Chief of Staff

I, Jaelyn Freeman 19/20°ASI Chair & Chief of Staff, hereby certify that the above

minutes were approved by the Executive Committee of Associated Students, Inc., at a
regularly scheduled meeting held on July 31, 2019
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Associated Students, Inc, Leadership Funding
On-Campus Events Application & Guidelines
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ASSOCIATED STUDENTS, INC.

STANDARD OPERATIONS POLICY & PROCEDURE MANUAL

ASI CSUsSM
POLICY: STUDENT ORGANIZATION FUND ACCOUNTS
APPROVAL DATE: Menth-Dey; YearJune 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.
+:2.Student Oorganization Fund Aaccounts consist of those funds held in trust by the Associated Students, Inc.,
on behalf of officially recognized student organizations.
Z:3.Student organization funds are not under the budgetary or programmatlc control of Assoclated Students Inc.

3—All student organizations -aceeunts-must file-complete an “ASI Studes ;
Liability-AgreementFunds Administration Agreement” (Attachment A) ach acadenuc year eﬂ—ﬁle-m-ﬂae
AStoffice-of the Student Engagement-Coordinator-upon recognition by Student Life and-& Leadership.
All officia seognized-student-organizations-are-required-to-maintain-on-campus-bankineae e

65 Student Oergamzatlon Fund Aaccount depos1ts are to be completed at the University Cashier’s Office.
76.Expenditures are processed on a reimbursement basis enly-and handled throush-the Siudent Enss
Ceerdinaterby the ASI Professional Staff Designee.
6.1  Expenditure Request Forms- (ERF) must be s1gned by the Student Orgamzatlon
President, Treasurer, Advisor and the Student-Engagement-Coordinate
Professional Staff Ddesignee. (Attachment B)

6.2  Prior to approving the expenditure, the ASI Student Engagement CoordinatorProfessional
Staff Designee will check PeopleSoft for the availability of student organization funds. If

sufficient funds are not available, the Student Engagement CoordinatorASI Professional
Staff Designee will not grant approval of the expenditure.

6.3  Originaliltemized receipts must accompany the ERF.

6.4  Reimbursement checks are prepared weekly by the University Accounts Payable

Déepartment.

8-7.Student organizations with negative balances will not be able to process reimbursements until there are
sufficient funds in their account.

Associated Students, Inc. lofl Student Organization Fund Account Policy



8. _Account balances are available upon request-at-

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 student-Student eOrganizations-bank- Fund seceunts-Accounts may be maintained or
swept, depending on recognition status of the student organization -for the past academic vearevers
10.1 A student organization that has been recognized by Student Life and-& Leadership a¢
least-one-year-ofthe-past-three-yearsfor the past academic year but whose banlStudent
Organization Fund acesunt-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 and-& Leadership at

least-one-year-overthe-past-three-yearsfor at least one academic year and whose bank
account has not been active during this period, will-is-a-tismely-manner. have its balance,

if any, swept after July 1* of the new fiscal year.

10.2.1 The funds swept from identified inactive student organizations will be transferred
into the-ASTLeadership-Funda account used for student organization professional
development.

10.2.2 These funds will be made available fordistsibution to-qualified students-and
student-organizationson a reimbursement basis for student organization

professional development events hosted by Student Life & Leadership.

11. Student Ofgamza&en—Org ization baﬂleFund Aaccounts cannot be used to hold funds on behalf of other
Student-student Organizationsorganizations - Funds may be held by a Student-student Orsanization
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/EQ-1068.html

Associated Students, Inc. 1of2 Student Organization Fund Account Policy



ASSOCIATED STUDENTS, INC.

STANDARD OPERATIONS POLICY & PROCEDURE MANUAL

ASI LSS M
POLICY: CORPORATE CREDIT CARD POLICY
APPROVAL DATE: September-23-2848June 26, 2019
PURPOSE

The Associated Students Inc. (AST) 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

1. lutroduction
The gogm&:mdﬁ card pmmhgs begn mg s:mmmd,to g@cdﬁ an_q&m

1"' il g d
b4 M&the—pe-lwy—e-ﬂASI :e%henze—ﬁw%wanee—eﬁcorpomte credlt cards are to be uf to be utilized
for purchases of goods, services, and travel,

1.1 Corporate credit card purchases shall be made in accordance with ASI purchasing
Purchasing pelieiesPolicy.
+3——Travel related purchases shall be made in accordance with the AST Travel Policy.

#1so known as Purchase Cards, Procurement Cards, and abbreviated as
.12 2~ corporate credit card provided as a matter of cenvenience to facilitate the
payment of expenses incurred for ASI business purposes and business related travel

purposes only.

5:3. _ Guidelines for Cortporate Credit Cards
3.1  Avgthorized Use and Restriction
3--1—Purchases must be made in accordance with established ASI policies for expenses
associated with official business that directly benefit ASL
) 1) -
32  Card Issuance
3.2.1 The corporate credit card is issued to ASI in an individual’s name-ce-specific

depastment; ASI is responsible for all payments.

N _lofdl Corporate C
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3.2.2 There is no personal liability on the card unless the cardholder violates the terms
by making a personal purchase or an unantherized purchase
323 Prior to receiving an ASI Corporate Credit Cardeosporate-sredit-sard, each
individual cardholder will be required to review the E,ogg orate Credlt Card Policy,
ProCard Manual, and sign the Cerparate-CreditPro-Card Agreement Form.
—Onee issued, the cardholder has sole responsibility for and is the sole authorized
user of the ASI Corporate Credit Card.

324 - [ Formimd Font: (Def-ult) T'unu
33 Conﬂ:ctoflnterest { Formatted: Indent: Left: 1.5%, Outline sumbered + Level: 3
3.3.1 Cardholders are delegated limited purchasing authority on behalf of ASI and, as | +Numbering Style: 1,2, 3, ... + Startat: 1 + Aligument

such have the responsibility to ensure that purchases made on their corporate (Lot + Aligned ot 0.13" + I“"“" B

credit eard do not fall within the definitions of a conflict of interest.

332 (ifs, gratuities, rebates, kickbacks, rewards points/credits, or other incentives
provided to a cardholder, which influence or appear to influence the decision to
make & 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 &
conflict of interest that must be disclosed.

2-3-4—-Conflict 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.
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342 For iindividual purchases exceeding this amount, temporary increases or
permanent increases/decreases on an employee’s account must have advance
written approval of the Executive Director or AST Professional Staff Designee.

3:4:3—Splitting expenses to circumvent the individual purchase maximum rmay result in
suspension or revocation of the corporate credit card.
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3-5-2—Monthly totals exceeding this amount or permanent increases/decreases on an
employee’s account must have advance approval of the Executive Director or AS]
Professional Staff Designee.
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4.2

43

3.7.1 The ASI Cespeste-CraditPro-Card may not be used to procure the following

items:
3711
approval form).

Cash advances

Capitalized furniture and equipment
Fircarms and ammunition
Narcotics

Animals

37.1.2
3.7.1.3
3.7.14
3715
3.7.1.6
3.7.1.7

Alcohol (with the exception of prior approval and a signed alcohol

Purchases which result in a conflict of interest, resulting in personal

gain, or which violate ASI policies or procedures

?—Personal purchases

Corporate Credit Cards Used for Travel

331

3.8.2

Authorized Use and Restrictions

3.8.1.1 The cerporate credit card is for professional use and provides employees
with a convenient and flexible method to incur approved business-

related travel expenses.
3812

Authorization from the employees’ supervisor and the Executive

Director to travel is required prior to travel expenditures.

38.13

The individual to whom the credit card is issued is responsible for the

payment of any charges not approved prior to travel.

Appropriate Uses of ProCards Used for Travel

3.82.1 Examples of appropriate travel expenses may include the following:

3.8.2.1.1 Airfare tickets
3.8.2.1.2 Rental Car expenscs
38213 Conference fees

38214 Lodging

Reporting Lost or Stolen Cards

4-t-1—The individual to whom a credit card is issued is responsible for its safckeeping.

The loss of 4 ¢redit card must be reported immediately to the employze’s

approving official and the ASI ProCard Administrator.

"E-&l_‘_‘l‘__

Cancellation of Cards

4.2.1 Upcn employee separation or termination of employment, t.he employee wnll be
P d-the

required to surrender the credit card to the
ASI ProCard Administrator.

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

Administrator.

Revocation or Suspension of Corporate Credit Card
4.3.1 Failure to comply with the ASI Corporate Credit Card Policy and the guidelings
cutlined in the AST ProCard Manual may result in suspension or revocation of the
employee’s purchasing card. It may also result in discipline up to and including

termination of employment.
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