Check Requisition Form

STOCKTON COLLEGE

TITF EtIIARD STUCK}(]N CO!.I;GE D?NEW JERS’E’\‘T
Office of Student Development

STUDENT ACTIVITY FUND EXPENDITURE REQUISITION FORM
For Payment of good/services
(Minimum of Thirty Days processing time for Payment)
PLEASE PRESS HARD Date, Title, and of Location Event:
Vendor Z#:

Vendor Name, Address, Phone #, & Email Address:

O HOLD CHECK AT BURSARS

THIS FORM WILL NOT BE PROCESSED WITHOUT APPLICABLE APPROVALS
Quote Attached O Contract# ARRTV #
Expenditure Description: Cost per ltem:

Total:

Name of Club/Organization:

Fund #: 810005 Organization #: SA Account #:
Club/Organization Authorized Officer:
Signature
Title: Date:
Printed Name
For Student Development Use Only
Each of the undersigned certifies that this request is complete, accurate and within the organization's approved budger
Faculty/Staff Advisor: Date:
Office of Student Development Adviser: Date:
Director of Student Development: Date:
For Student Development Use Only
Audited by: Date:
Requisition/Invoice #: PO#: Check #:

White[Canary - Student Development  Pink - Club/Organization Rew. 1411

Submitted for all expenditure
requests to your Student
Development advisor.

Attach vendor quote to the
form before submitting.

Do not confirm order request
until you have received
approval from your Student
Development advisor.

Student Development will have
a purchase order sent to the
vendor after the request has

been approved.



Prize Receipt Form

THE RICHARD STOCKTON COLLEGE OF NEW JERSEY
QFFICE OF STUDENT DEVELOPMENT

PRIZE RECEIPT

You are the recipient of a prize/gift
[type or description of prize/gift)

from , @n organization recognized by The Richard Stockton
{organization/club)

College of New Jersey, awarded at the

[event/program name)

hosted on
[date of event)

Name _

Z Number Cell Phone Number

Address

Email

Signature of Student

Please note that cash gifts or prizes cannot be awarded to anyone, including prepaid credit cards
(Visa/AMEX/bank issued gift cards).

Prize receipt forms must be
completed whenever a
club/organization awards a
prize/gift at an event.

Return forms immediately
following your event to Student
Development along with a copy

of your event flyer.

Gift cards are limited to $25.00

*Cash prizes and bank issued gift
cards are prohibited.



Division of Administration & Finance

The Richard Stockton College of New Jersey

Petty Cash Disbursement
*** NOT FOR REIMBURSEMENT **

This form is to be used to obtain a cash advance up to $200 for purchases from vendors who will

neither accept a College purchase order nor a College check. Gift cards require a purchase order.

After receipt of the funds and purchase of tem(s), a receipt or sales ship and any excess funds
must be returned within 3 business days to the Bursar's Office. Additional funds may not be
authorized for a budget unit if a receipt is outstanding.

Requestor's Name:

Your E-Mail:

Budget Unit Manager's E-mail:

Amount: (Max. $200)
Fund:

Organization:

Acct:

Program:

Description:

All petty cash requests must be pre-app by assigned i fram i &

Finance prior to disbursement by the Bursar's Office.

ONCE APPROVED YOU WILL RECEIVE EMAIL NOTIFICATION FROM

PETTYCASHESTOCKTON.EDU.
Submit
© 2012 Richard Stockion College
The Richard Stockton Collage of NJ, 101 Vera King Faris Drive, Galloway, NJ 08205-0441
(B08) 6521776

Petty Cash Request Form
(online submission)

Requests can be made for
use at non-vendor
locations only. Also, the
store MUST honor the
college’s tax exempt status
by not charging sales tax.

Maximum amount allowed
to be signed out by
Student Development is
$200.00

Requests are submitted for
approval in advance and
funds are withdrawn on

the day of shopping.

Store receipt and change is
due back within 24 hours.



Deposit Form

STOCKTON COLLEGE
THE RICHARD STOCKTON COLLEGE OF NEW JERSEY
Division of Student Affairs

STUDENT ORGANIZATION REVENUE REPORT

Date:

Fund #:

Organization #:

Account #:

Name of Organization

Category

Checks must be listed below:

Club/Organization:
Student Development:

Bursar's Office:

White & Yellow Copies: Bursar’s Office  Pink Copy: Organization Green & Gold: Student Development Rev. 10011

Any money collected
through a fundraiser or
submitted as a donation
must be deposited into

the club’s account.

Return money along
with Deposit form
directly to Student

Development as soon as
possible.

When funds are to be
donated to a charity or
organization, the club
must also submit a check
requisition form with an
event flyer that states
the intended purpose of
donating funds to the
designated charity/org.



Print Shop Request Form

STOCKTON COLLEGE Print Shop Use
THE RICHARD STOCKTON COLLEGE OF NEW JERSEY
PRINT SHOP SERVICES ARE FOR COLLEGE BUSINESS ONLY i
ORGANIZATION # Today'sDate: DATENEEDEDBY: ____
FUND #: Contact, __ __ Phone #:
ORGANIZATION NAME: e Budget Unit Manager: _ = -
File Name: _____ e —— Supplied by:
Description of Project from Graphics; Created by siziasy
Special ons: = —
___ Originals
Black and White Copies [ Print Shop Request Farms - Pkg 50
— Color Copias ) Cofiate (] Tape Bind Cut
___SpecialPaperStock: ____ J Staple 1] Coil Bind ) Pad
_ White Paper 1 Comer [J 3 Hole Drill d 50
e s, Colored Paper {Color): [ Dewble ] Plates i 100
SELrOE One Side Only Copies [ Saddle 3 Mail Merge 1 Numbering
Front and Back Coples [ Booklet From _____lo____

___Front Covers  (Color)
__ BackCovers (Colar):

QL ot ACCOUNTING USE
J Envelopes - [ Regular (] Window —
# O#0 Q&1 e Oedz 2 10xis
[OA2 Jas QA7 QA8 [ Spedal Plates .
(] Business Cards Stock ]
[J NCR Forms Bindi s
= : . e inding
J2Patt [J3Pat [J4Pat [J5Pat [J6Pan -
Total Imp. $
Type of fold preference for this Photo Copy or Printing request, Color $_ ——y
[ Letler Fold...........coocin. { } Misc. 3
CAZ o rr—’—\l s
(] Double Paralel Fold....... D 3
1 Single Fold.............ccooon,
- s
[ French Fold..........ccc.o.... G’)
Baronial Fold............ i
(] Baronial Fold m)

White - Accounting; Canary - Pick-up Receipt; Pink Dapartment
Rev. 212

The college’s print shop
should be used for any
printing job over 25
copies.

Student Development
advisors will review your
material before the print

shop request is made.

All documents must
include a disclaimer or
else they will not be
approved.

Print Shop charges are
charged back to the club
account monthly.



Fund Transfer Form

The Richard Stockton College of New Jersey
Division of Student Affairs

STUDENT CLUB/ORGANIZATION
FUNDS TRANSFER FORM

Club/Organization name:

Fund #

Organization #

Account #

Club/Org. Authorized Officer:

REQUSTS A TRANSFER OF FUNDS IN THE AMOUNTOF S

TO THE FOLLOWING:

Date:

Club/Organizati

name:

Fund #

Or ization #

Account #

Club/Org. Authorized Officer: B

These funds rep

For Student Development Use Only
Each of the undersigned centifies that this request is complete. sccurate and within the erganization’s approved budget.

Fi 1 N Date Approved:
ff Advisor: Date Approved:
Student D Advisor: _ Date Approved:
Student D Advisor: Date Approved:
Director of Stdent Development: Date App:

Audited by:

For Student Development Use Only

White/Green — Student Development

Yellow — Advisor

Date Approved:

Pink - Organization

To be used when a
club/organization wishes
to provide funds to
another
club/organization.

Both clubs/organizations
involved must sign off on
this form before
submitting to their
Student Development
advisor.



