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Religious Holidays and exams should be avoided when planning events. CHECK SCHEDULES FIRST!

Lunches for student groups SHOULD NOT exceed food costs in excess of $450.  No exceptions. Limit your funds for lunches.  Consider RSVPs and healthy choices.
Student groups have storage space on the 4th floor of the LTC, Rooms 4032 and 4033.  This area must be kept clean and no items on the floor.

REIMBURSEMENT GUIDELINES:

1.
All reimbursements will only be processed with an ORIGINAL receipt attached to the reimbursement form (located in Andy’s office in Becker 220.  University policy dictated “no receipt - no reimbursement”.  Receipts must be processed within 60 days of event.

2.
Please allow 5-6 working days for reimbursement checks.  
3.
The University is state tax exempt.  Copies of tax exempt letter are in Andy’s office.  Please use the tax exempt status or you may not be reimbursed for tax.
5.
Gift Certificates are taxable and you must have individuals’ SS number on any of these purchases for the receiver.

6.
You must order tables & trash cans for student events with Andy - there is a nominal charge for this service which is taken from your student group’s budget. 

7.
Large mailings for your group can be brought to Andy and he can mail and charge your student group for postage.

8.
Honorariums for speakers are limited to $250 and must have prior approval by Dean Moscoso.

9.
All student group activities/room bookings must be scheduled with Andy.  They will be added to the Canvas Calendar to avoid conflicts of two groups planning an event on the same day.
10.
NO FOOD IN FLTC 400- ROOMS. 
11.
Only 2 FUND RAISERS – VOTED BY GROUP LEADERS EACH YEAR.
12.
T-shirts are only to be ordered for the incoming students - tshirts cannot be ordered each year for the entire group.

13.
Do not make any major purchases without checking with our office first.  These items must have prior approval and would include such items: medical equipment, books, computer software.

14.
Health fairs - please contact the Public Health Interest Group prior to scheduling your health fair and see if your group can be part of theirs.  This group also has medical equipment you can check out.

15.
Mail deliveries for student programs can be sent to Andy’s attention in Becker 220.  Please do not ask to have personal mail/faxes received by the office.
16.
Copies for your groups can be made at one the FedEx Office locations on campus, and reimbursed with receipt to Andy


17.
As you plan your group’s activities try to draw attendance to your events besides a free lunch - be creative!  Much of the student group funding is spent on “free lunch”.  Last year alone student groups spent over $50,000 in “free lunches”
18.
In April you will be asked to submit budget requests for next year and supply a detailed report of what your group has done for the year.  
19.
Consider sharing events and resources with other student groups or academic divisions to avoid duplication/overlap and thus make your funds go further.

20.
To find topics and/or speakers for your events check the Wash U web site for ideas.  Go to medinfo.wustl.edu for news releases and publications, search for faculty research interests, or browse department sites for relevant faculty.  We have excellent faculty at Wash U for your next talk!
TRAVEL
21.
Travel expenses are extremely high.  The equivalent of ONLY 2 STUDENTS MAY ATTEND ANY ONE CONFERENCE AND BE REIMBURSED BY THE SCHOOL.  Those traveling must share total travel costs.  No groups will be allowed to exceed their travel budget.

22.
Unauthorized expenses that will not be reimbursed are telephone calls, internet, alcoholic beverages, and hospitality mini bars in hotel rooms.  Meal reimbursements are limited to $25 per day. 

23.
There can only be one travel reimbursement per person per trip, so all receipts must be turned in at the same time. ALL ORIGINAL RECEIPTS.

24.
The School does not reimburse for gas/mileage or taxi fares to go to and from student program events. You volunteer to be part of these programs.
25.
Do not take out additional car insurance while renting a vehicle for school conference travel.  You are covered under the University’s policy and you CANNOT be reimbursed for the cost of this insurance. If you use your own vehicle for conferences you can be reimbursed for gas or mileage.

26.
Create and/or update your Wash U web page.  This has to be done in the library – you cannot create off site web sites.  Also go to the community service website and list your group on there if you have not done so.  See your IT rep for questions.

27.
Service learning opportunities should include reflection.  Consider making time at the end of the program or selective to reflect with each other and your faculty advisor.  This is a great opportunity to improve your program, hand it off to new leadership and for personal & professional growth. 
Rule of thumb - if in doubt, ask first!

Check your budgets periodically with Andy - we do not want students surprised when they have spent more than they thought.

We correspond by email so be sure to check your email often.  

Dean Moscoso and Andy 
