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Approvals & Deadlines! - Please plan ahead!

* Prior approval is required! To assure compliance with all requlations, all purchases must have the
appropriate prior approval. Any person making an unauthorized purchase must assume full
responsibility for that purchase. (8PPM 70.01-4.1)

 Deadlines for form submissions:

* Purchase Requests: at least 72 hours prior to the event/purchase - longer for online orders
* Prize Purchase Requests: at least 7 business days prior to the event/purchase - longer for online orders
* Contract, Performance or Speaker Requests: at least 4 weeks prior to event/purchase

* NOTE: There is a separate training that covers anything travel-related, (travel requests/approval, registration
fees, hotel/lodging requests, motor pool rentals, airline fees, travel expenses, etc.). Please be sure to attend!

* Important Purchasing Information and Policies:
*  https://getinvolved.wsu.edu/media/dw3dzoss/purchasing-information-2025-for-forms-site.pdf

« WSU Business Policies & Procedures Manual (BPPM):
e https://policies.wsu.edu/prf/index/manuals/bppm-table-contents/

» Services & Activities (S&A) Fee Spending Guide:
* https://budget.wsu.edu/documents/2019/06/sa-spending-quide.pdf/




Forms and Information

* Forms Website:

* https://getinvolved.wsu.edu/forms *** Please add a bookmark to this website! ***

* Forms:

* Purchase Request

* Contract, Performance or Speaker Request
* Sponsorship & Revenue Request

* Non-Travel Reimbursement Request

* List of Attendees

* Prize Distribution Log

* Ticket Sales Deposit & Ticket Sales Log

* Plus, Various Travel Related Forms



ltems REQUIRED on ALL forms:

e Account Number - PG or GF #

* (include split information if split between two accounts — 50%/50%, other % splits, specific amounts, etc.)

* Requester’s Signature

* Advisor’s Signature

* Supplier/Vendor Name & Location

« Event or purchase specifics

e Estimated cost/amount

If a quote or confirmation is provided, please send it with the Purchase Request form.
All orders MUST be delivered to an on-campus location, not a personal address.

Incomplete forms will be returned with no action taken by the Fiscal Team.




Please complete ALL fields on the forms!

* Prior approval is REQUIRED for ALL purchases & expenditures.

» Completed request forms must include advisor approval.
* Submit your completed forms to your advisor BEFORE the DEADLINE!

* Your advisor will email the approved request forms to the SES Fiscal Team at getinvolved.finance@wsu.edu.

* DO NOT initiate a purchase/expense with a supplier/vendor prior to receiving both advisor AND SES Fiscal Team
approval.

* PRIOR APPROVAL needs to be provided to ensure it is an allowable purchase, per WSU policy. If you complete a
purchase yourself prior to receiving all approvals, you assume full liability for the expense, and we cannot guarantee
that you will be reimbursed. "To assure compliance with all requlations, all purchases must have the appropriate prior
approval. Any person making an unauthorized purchase must assume full responsibility for that purchase.”
(BPPM 70.01-4.1)

* Purchases should NOT be made/completed/ordered until the SES Fiscal Team has reviewed all required documents and
provided approval, per WSU policy.

* Additional Approvals

* It is the responsibility of the group to obtain any additional approvals that may be required (involve, WSU branding/logos, etc.).




Purchase Request Form Options

* There are several different ways that WSU can pay for goods and services. These
are all options listed on our Purchase Request form — please be sure to select the
appropriate request type.

* Pcard (Procurement Card, Purchasing Card, Visa)

* PO (Purchase Order)

* IRl (WSU Interdepartmental Invoice & Requisition)

* Supplier Invoice Request or WIV (Washington Invoice Voucher)

* WSU CougarCard (departmental card)




WASHINGTON STATE Student Engagement Services Purchase
UNIVERSITY ASWSU | CCE | CFSL | CSOL | GPSA | SEB | Student Media Request
72 Hours Prior to Event 4 Weeks Prior to Event

DEADLIME to submit forms:

Pcards | Purchase Orders | WSU IRls | CovgarCards WA Inveice Vouchers | Contracts®

“serawparats fom

Request for shakona: |5elect ohe request type! If you don't know, check with your advisor! ;l

Card: For Peard/CougarCard, select

tvp_v 1| whao will check out the Peard? |

| Cardhoiders Hame: Check Out Date/Time: | I | Return Date/Time: | T |
Request Date: Name of Requestor:
Supplier/Vendor: Requastor's Email:

Form Link:

https://getinvolved.wsu.edu/forms

New dropdown options!

Requestforicreckone:. Select one request type! If you don't know, check with your advisor), -

Card: For Pcard/Co

Cardholder's Name&

Request Date:

SupplierfVend

Select one request type! If you don't know, check with your advisor!
WSU Pcard (Procurement Card/Visa, complete the Pcard section below)
WSU Purchase QOrder (PO)

WSU IRI (ISD, Interdepartmental Requisition & Invoice)

|WsU Departmental CougarCard (CSOL/SEB/ASWSU use only, complete the Pcard section below)

Supplier Invoice Request (WA Invoice Voucher - WIV)

Address: Requestor's Phone #:
City, State ZIP: Committee/Group:
Contact Name: Event/Frogram Name:
Email: Programj/Gift Account #: |
Phone £: % Split Details srapstesbia:
Website: MAX § ) NOT TO EXCEED: 5 mcluding tox & foes)
Event Date: | | Event Time: | || Estimated Attendance: |
Event Location/Building: | [ Ewent City: |
Purpose of Event or Expense:
£ Description Csantity Unit Unit Price Amount
& % 0.00
= % 0.00
3 50.00
4 5 0.00
5 5 0.00
& 5000
5 0.00
- 5 0.00
]l $0.00
20 50.00
Chack all that apply: Attach additional pages if necessary Subnotal 5 0.00
[] Food & Beverages: [[] Raguast to Sarve Food form, required for CFSL Shipping
[ opentothe Public [ Attendee List [ Catering/Scheduling Confirmation jsssched T {Pudlnan = 84 5 0.00
[] Prizes: [] Peard Exception? [[] Prize Distribution Log [ Sub. W-gs Additional page ¢
[[] Swag/Promos: If W5U branding/logos, attach Student Affairs Marketing's approval. GRAND TOTAL $0.00
| Comments:
Approvals Print/Type Name | signatur Date
Committea: |
SES Advisor: h) |

Please email this completed and approved Purchase Request form and all supporting documentation
(eonfirmations, invoices, receipts, attendee lists, agreements, etc.) to getinvolved finance @wsu_ edu.

For further purchasing information, please visit: https://getinvolved wsu edu/forms

smzy rrthd doex, 3-38- 3013, Ry 8- 33.24

Card: _[|For Pcard/CougarCard, select purchase typ
Cardﬁl For Pcard/CougarCard, select purchase type!
PC or CC: In-Store, In-Person
PC: Online - In-Person Pickup

Req PC: Online - Shipping (FedEx/UPS)
Sundf PC: Online - Delivery (NO groceries!) B
PC: Online - Mailing (USPS) |
Addres|/PC: Telephone - In-Person Pickup
PC: Telephone - Shipping (FedEx/UPS)
Cigy, S PC: Telephone - Delivery (NO groceries!)
Cohtac{PC: Telephone - Mailing (USPS)




Not sure where to start?

* Check in with your advisor FIRST, or any of the SES/CSOL advisors or staff!

* We have a list of some of our common su}ppliers/vendors and methods of payments
accepted at https://getinvolved.wsu.edu/forms. Visit this website for a longer list of
suppliers/vendors; however, if your supplier/vendor is not listed be sure to check with
them directly on payment options.

Washington State University Student Engagement Services
Common Suppliers/Vendors and Methods of Payment

Wiethods of Payment Accepted
Purchas=
Supplier/Vendor Name or Type JP-Card Order | WSURI G
imprirt. o= ¥ ; Ses “Swzg/Promotions] [tams" at s/ petinuoled weu sclyforms
Adam & Ewe X -
. i *P-Card exception advance approval is required ™ purchase request MUST be F L k "
#irucay Hills Golf Center e x subrmitted at least 3 business days before event! Orl l I In -
Allied Universal Event Services X Formerky Staff Pro
] X Student Engzgment Services has Prime!
Barnes & Noble Cafe fisu ) X
Birch & Barley [ [ Ml per diem limitz apaly! Mo aloohol! h . I d d
— T L}

Back e R Mesl e G i ey o oot ttps://getinvolved.wsu.edu/
Carfitz's Mexican Grille fwsw cus) X Mieal per diem limits apply! * -
Carperter Screen Printing * x Ser "Saag/Promotional fiems” at hitps:/grtimobrer wewedfforms fo rms
Chipotie Mesican Grll [ Il per diem limitz apoly! Mo aloohal! —_—
Callege Hill Custom Threads ¥ " See “Swa g Promations] [tems” at htps// petinvolved wau adu forms
Costoo katen X X

faltag, o . Get 3 ternporary WU Memnbershin Card at the Service Desk before shopging!
CougPrints Plus jwiu cus X
Crimson & Gray Bookstore X X
Customini X X

resam Sex "Swag/Promotionsl [tems™ at https//petinvoived. woueduforms
Dollar Tres X




Pcard Requests

* Procurement cards (Pcards) are available for online and in-person purchases.

On the Purchase Request form, include the name of individual checking out a Pcard along with checkout
and return dates & times.

Pcard checkout and return times are Monday through Friday, 8:00 a.m. to 3:30 p.m.; advisors can
approve overnight/weekend requests. Please stick to the agreed-upon time for Pcard checkout and return
to ensure they are available for the next person checking out the Pcard.

Only WSU Student Enga%ement Services approved employees (permanent staff, student employees,
stipend recipients) may check out a Pcard. A Pcard Delegation form is required to be approved and on
file with the Fiscal Team before use.

Submit your completed Purchase Request forms along with any other supporting documentation to
your advisor at least 72 hours prior to your event or purchase date (allow more time for online orders)!
Your advisor will email the approved request forms and any supporting documentation to the SES Fiscal
Team at getinvolved.finance@wsu.edu.

When ordering online, ensure that the Pcard number IS NOT SAVED in a personal account; our SES

Fiscal Team assists with online orders using (or setting up) business accounts. Keep the Pcard secure until
you return it to the SES Fiscal Team (or advisors). Report lost or stolen cards IMMEDIATELY to the

Cardholder.

Scan and email any receipts, invoices, attendee lists, etc. to getinvolved.finance@wsu.edu
immediately after the event.




Pcard Requests (onq

 Pcard Restricted Purchases

Pcards CANNOT be used at the following merchants:

* Carlita’s (cus)

*  Freshens (cuB or Chinook)

» Little Caesars (cus)

* Starbucks (Spark)

*  WinCo

* WSU Athletics

* WSU CougPrints Plus

*  WSU Creamery/Ferdinand’s

e WSU (AnyOther) Departments

* WSU Transportation Services
You are not allowed to purchase WSU products (excluding items with WSU logo) from any outside
vendors (for example, Cougar Gold Cheese should be purchased directly from WSU Ferdinand’s, not Rosauers).

Some purchases are restricted/prohibited for Pcard transactions, and a restricted purchase exception
request is needed prior to the purchase. Please allow additional time for the SES FiscalTeam to request
approval. The primary restricted Pcar\%l/purchases include (but are not limited to) alcohol, entertainment,
equipment/furnishings, fuel, internal WSU department purchases, personal purchases, speaker fees,
travel, and’'weapons.




PO Requests

* Purchase Orders (POs) are used for transactions with suppliers/vendors
outside of WSU (i.e., Rosauers, Safeway). The supplier/vendor will submit
an invoice to WSU (usually) after the purchase is made or service is
provided.

* Submit your completed Purchase Request forms along with any other supporting
documentation to your advisor at least 72 hours prior to your event or purchase date!

* Your advisor will email the approved request forms and any supporting documentation to the
SES Fiscal Team at getinvolved.finance@wsu.edu.

* Once the SES Fiscal Team sends the official PO to you, please provide it to the supplier/vendor.

* Scan and email any receipts, invoices, attendee lists, etc. to getinvolved.finance@wsu.edu
immediately after the event.




IRl Requests

* WSU Interdepartmental Requisition & Invoices (IRIs) are used for internal

WSU depa rtment transactions (i.e, Beasley, Ferdinand’s, University Catering).

Submit your completed Purchase Request forms along with any other supporting
documentation to your advisor at least 72 hours prior to your event or purchase date!

Your advisor will email the approved request forms and any other supporting documentation to
the SES Fiscal Team at getinvolved.finance@wsu.edu.

Some departments require IRIs IN ADVANCE of the purchase/expense (Carlitas, Ferdinand’s, Little
Caesars, etc.) and some don’t require it until AFTER the event and they provide the final invoice
(WSU Catering, Beasley, Scheduling, etc.). Once the SES Fiscal Team sends the official IRI to yovu,
please provide it to the supplier/vendor.

Scan and email any receipts, invoices, attendee lists, revised IRIs, etc. to
getinvolved.finance@wsu.edu immediately after the event.




SUpplier InVOice ReqUEStS (and Washington Invoice Vouchers)

* The Supplier Invoice Request form is used to make payments to an outside
supplier/vendor, contractors, speaker fees, etc. when an invoice is provided by
a supplier/vendor. The State of Washington Invoice Voucher (WIV) is used
when a supplier/vendor is unable to provide an invoice to WSU.

* Submit your completed Purchase Request forms along with any other supporting documentation to
your advisor at least 72 hours prior to your event or purchase date! Additional processing time may be
needed if the supplier/vendor is not already set up in Workday.

* Your advisor will email the approved request forms and any supporting documentation to the SES Fiscal
Team at getinvolved.finance@wsu.edu.

* The SES FiscalTeam will send the official WIV form to the appropriate person/supplier/vendor.

* Scan and email any receipts, invoices, attendee lists, revised IRIs, etc. to getinvolved.finance@wsu.edu
immediately after the event.




WSU CougarCard Requests

* The Student Engagement Services Office has departmental CougarCards for use for
quick, low-cost purchases for CUB food & beverage retailers. These are available for
use by ASWSU, CSOL, SEB & SES only.

On the Purchase Request form, include the name of individual checking out a CougarCard along with
checkout and return dates & times. CougarCard checkout and return times are Monday through Friday,
8:00 a.m. to 3:30 p.m.; advisors can approve overnight/weekend requests. Please stick to the agreed-
upon time for CougarCard checkout and return to ensure they are available for the next person checking
out the CougarCard.

Only WSU Student Engagement Services approved employees (permanent staff, student employees,
stipend recipients) may check out a departmental CougarCard!

Submit your completed Purchase Request forms along with any other supporting documentation to
your advisor at least 72 hours prior to your event or purchase date!

Your advisor will email the approved request forms and any supporting documentation to the SES Fiscal
Team at getinvolved.finance@wsu.edu.
Keep the CougarCard secure until you return it to the SES Fiscal Team (or advisors). Report lost or stolen
cards IMMEDIATELY to the Fiscal Team.

Scan and email any receipts, invoices, attendee lists, etc. to getinvolved.finance@wsu.edu immediately
after the event. The SES Fiscal Team will submit an IRI to the CougarCard Center after the event to
replenish the funds used on the CougarCard.




Contract, Performance or Speaker Requests

* The Contract, Performance or Speaker Request form is used whenever a contract or
agreement is needed.

*  Submit your completed Contract, Performance or Speaker Request forms along with any other
supporting documentation to your advisor at least 4 weeks prior to your event date!

*  Your advisor will email the approved request form and any other supporting documentation to the SES
Fiscal Team at getinvolved.finance@wsu.edu.

« Additional items needed for Contract, Performance or Speaker Requests
*  Contract/agreement form from the supplier/vendor/person

« DO NOT SIGN ANY contracts/agreements on behalf of WSU!

*  Contracts/Agreements with WSU Departments: WSU SES Advisors can sign (but not SES GA’s).

*  Contracts/Agreements with NON-WSU Suppliers/Vendors: Only Brian Shuffield can sign for SES groups.
. IRS W-g tax form for the supplier/vendor/person is required if not already set-up in Workday.

° Invoice, [f available. If the supplier/vendor does not provide an invoice, a Washington Invoice Voucher can be used. Submit your
completed Purchase Request form to your advisor at least 72 hours prior to your event date. Your advisor will submit the request form to the SES
Fiscal Team at getinvolved.finance@wsu.edu. The SES Fiscal Team will send the official WIV form to the appropriate person/supplier/vendor.




Contract,

WASHINGTON STATE tudent Engagement Services Performance
UNIVERSITY ASWSU | CCE | CFSL | CSOL | GPSA | SEB | Student Media or Speaker
Request

**%Corm must be complete & submitted FOUR (5) WEEKS prior to event!**
Be as specific as possible on these details! ftems not specifically listed/mentioned will HOT be provided as part of the compensation.

Performer/Speaker Name: Event Date(s):
Performance Times (start & end): Location [Building/Raom):

Request Date: Reguested By:

Supplier/Vendor: Emiail:

Address: Phone:

City, State ZIP: Committes/Group:

Email: Event/Program Name:

Phone: Program/Gift Account #:

‘Website: % Split Details gapici:

Brief Descri ption of Service (band, comedian, keynote speaker, etc.):

Payment Information:

PAYMENT I5 INCLUSIVE OF ALL RELATED EXPENSES (meas,

Form Link:

https://getinvolved.wsu.edu/forms

Pamig;;um % I:' lodging, supplies, transportation). Performeris expected to make all
armangements and pay forall expenses.
Check payable to:
Address, City, State & Zip:
Special Arrangements: Flease indicate below what additional items your group will pay for,
[ Airfare [ Hotel O Meals
Airport -- Spokane [ to & from Hotel Name: *meals paid at WA per diem rates
Date: __ Submit Purchase Request
Check In Date: form for Purchase Orderor
[ other, specify Check Out Date: mﬂiﬂ Permers et
# Rooms: # Beds:
Attendee list is required.
# Guests: Bed Size:
O multiple guests, room list attached
Other Comments/Motes:
Approvals Frint/Type Name Signature Date

Committee Chair o Finance Chair:

Advisor:

##¥NOTE: Ifthe performerfspeaker provides their own contract/agreement, rider,
also complete the Contract Request form, then attach ALL documents to this form **#
Email ALL documents to getinvolved.finance @wsu.edu.

d, ¥ 00 £ i e ract, = swag docx, Rev. B2a-2024




Sponsorships & Revenue

Many of our WSU SES committees/groups either give OR receive

sponsorships to/from other groups/suppliers.

Submit your completed Sponsorships & Revenue Request forms along with any other
supporting documentation to your advisor when:

e A SLIJDpplllier/vendor is giving money/funds to a WSU department/group that is under the SES
umbrella

* ASES group is giving/receiving money/funds to/from another WSU department/group
(including RSOS%

*  Accounting Journal/Adjustments will be submitted by the SES Fiscal Team for:
Prior purchases made by a WSU department/group.

To transfer the approved sponsorship funds between two WSU departments/groups (including RSOs)
*** Some fund type restrictions may apply.

Your advisor will email the approved request forms and any supporting documentation to the
SES Fiscal Team at getinvolved.finance@wsu.edu.

The SES Fiscal Team will work with the sponsors/donors to determine the best way to

More information about payment options (checks, e-checks, ACH/EFT) can be found on the
Sponsorships & Revenue request form.

NOTE: WSU is not allowed to donate funds to charities or groups (but "goods” can be purchased and donated).




Sponsorships & Revenue (ont«)

* Sponsorship Direct Purchase Option

* Ifour office will facilitate a direct purchase of items/services for the sponsorship to a
group/organization/RSO, please submit a completed Purchase Request form along with any
supporting documentation to your advisor at least 72 hours prior to the event or purchase
date!

*  Your advisor will email the approved request forms and any supporting documentation to the
SES Fiscal Team at getinvolved.finance@wsu.edu.




Sponsorships

WASHINGTON STATE |5tudent Engagement Services
UNIVERS ITY ASWSU | CCE | CFSL | CSOL | GPSA | SEB | Student Media & Revenue

Please fill out all information completely! Return this form to getinvolved.finance @wsu.edu.

Please use this form when a supplien'vendor is giving funds to a WSU department/group that is under the Student Engagement
Senvices/CSOL umbrella. This form can also be used when one of our groups is giving/receiving funding to another WSsU
department/group. The SES Fiscal Team will submit an accounting journal/adjustment for a prior purchase made by aWsU
department/group or to simply transfer the approved sponsorship funds (WSU policies need to be followed). We will work with the
sponsor and doner to determine the best way to accommodate the sponsorship. If a supplierfvender is mailing a check to WSU,
please ask them to mail it to: WSU Student Engagement Services, ATTN: Fiscal Team, PO Box 647204, Pullman, WA gga64-7204,
payable to Washington State University (for e-check payment, send fo getinvolved. finance@wsu edy). If a supplierfvendor would
like to set-up ACH payments with WSU, ask them to complete & submit an Electronic Funds Transfer Autherization form to
getinvolved finance@wsu.edu. The form is located at hittps://policies. wsu.edu/priidocument sf 2024 f10/30-28-eft-authorization-

us.pdfi (US based) or hitps:, licies.wsu.eduy documents/2o24/10/30-28-eft-authorization-international pdff (intemational
based).
NOTE: W5U is not allowed to donate funds to charities or groups (but "goods” can be purchased and donated).
Requester's Mame: Phone/ Today's Date:
Email:
Committee/Project Name: Amount

$

Date(s) of Event:

Name of Event/Program:

MName of Department/Vendor
TO RECEIVE sponsorship/revenue ¢

Contact Name

Contact Email

Contact Phone

WSU Program/Gift Account #
{if applicable)

Name of Department/Vendor
TO PAY for sponsorship/revenue

Contact Name

Contact Email

Contact Phone

WSU Program/Gift Account #
({if applicable)

NOTE: Please attach an email confirmation or any supporting documents regarding the sponsorship award.

Additional Notes:

Approvals Print{Type Name Signature Date
Committes Chair or Finance Chair:

Advisor:

Form Link:

https://getinvolved.wsu.edu/forms

Form Instructions:

Please use this form when a supplier/vendor is giving funds to a
WSU department/group that is under the Student Engagement
Services/CSOL umbrella. This form can also be used when one of
our groups is giving/receiving funding to another WSU
department/group. The SES Fiscal Team will submit an accounting
journal/adjustment for a prior purchase made by a WSU
department/group or to simply transfer the approved sponsorship
funds (WSU policies need to be followed). We will work with the
sponsor and donor to determine the best way to accommodate the
sponsorship. If a supplier/vendor is mailing a check to WSU, please
ask them to mail it to: WSU Student Engagement Services, ATTN:
Fiscal Team, PO Box 647204, Pullman, WA 99164-7204, payable to
WashinC?ton State University (for e-check payment, send to
getinvolved.finance@wsu.edv). If a suEpIier/vendor would like to
set-up ACH payments with WSU, ask them to complete & submit
an Electronic Funds Transfer Authorization form to
getinvolved.finance@wsu.edu. The formis located at
https://policies.wsu.edu/prf/documents/2024/10/30-28-eft-
authorization-us.pdf/ (US based) or
https://policies.wsu.edu/prf/documents/2024/10/30-28-eft-
authorization-international.pdf/ (international based). Please
allow at least 3 weeks for processing time. RSOs, please contact
cougarcard @wsu.edu for your account status.




Food & Beverages: Per Diems & Attendees

e Cost Limits

The cost per meal served may not exceed the applicable meal limits for the location (these rates
include tax and gratuity/tip and any other food/beverage-related fees).

Pullman/Moscow meal per diem rates are currently:

Breakfast - $17.00

Lunch - $20.00

Dinner - $31.00

Other locations have different rates; consult your SES Fiscal Team or Advisor. Rates change annually on
October 1.

e Attendees

Please indicate on the Purchase Request form if the event is "Open to Public” (when the number of
participants is large or when the names of participants are unknown) or if you will provide an "Attendees
List” (a list of participants, indicating each participant’s relationship to the University, e.g., employee,
official, guest). Be sure to make this indication on the form!

Please use the List of Attendees located at getinvolved.wsu.edu/forms and include the event name and
date and the guest’s relationship to WSU. If you use a format other than the List of Attendees form,
please be sure to include event name and date, along with each guest's relationship to WSU. The List of
Attendees should be submitted to the SES FiscalTeam at getinvolved.finance@wsu.edu immediately
(no more than two business days) after the event.




Food & Beverages: Per Diems & Attendees

* Funding

* Ifthe account used is NOT a S&A fund, a request to serve food form is required (required for all CFSL accounts).
* Receipts/invoice

*  When purchasing food/beverages at a restaurant or similar supplier/vendor, we need the itemized
receipt or invoice with the added gratuity/tip amount (printed/written & initialed on either the original
itemized receipt or if a Pcard payment, then we need the original itemized receipt PLUS the credit card receipt that
shows the total amount charged). Email all receipts/invoices to getinvolved.finance@wsu immediately
(no more than two business days) after the event.

 CUB Events

* Ifyourevent will be held in a reserved space within the Compton Union Building (CUB), please view the
ood policy at https://cub.wsu.edu/about-the-cub/facility-policies/.

* Beverages

*  For ON-CAMPUS EVENTS, ONLY Coca-Cola branded beverages may be purchased for or served/given
away (exceptions may be allowed when it is included as part of a contract for a per/‘ormer, etc.). For the Coca-Cola brand
list, go to https://www.coca-colacompany.com/brands. The only allowable energy drink brands are:
Full Throttle Monster, NOS, Reign, and Bang. NOTE: This policy does not apgly to beverages
purchased for or served/given away at off-campus events. Alcohol is prohibited.




Form Link:

https://getinvolved.wsu.edu/forms

ﬁ WASHINGTON STATE Student Engagement Services List of
UNITWVERSITY ASWSU | CCE | CFSL | CSOL | GPSA | SEB | Student Media Attendees
| Mame of Event: Date(s) of Event:
Name Relationship to
(first & last, please print) Wsu
N CIwsuEmployee  [TGuest
[IwsU Student ] Official
LIWsUEmployes [ |Guest
= Cdwsu student [ official
~ [JwsuEmployee  []Guest
= CIwsu student  []official
" LIWSUEmployee | lGuest
[(Iwsu student ] official
LIWSU Employee [ |Guest
= [IwsU Student [ ]0fficial
P ;WSU Employee ; Guest
- [Iwsy student [ official
CIwsU Employee [ Guest
¥ [CIwsu Student [ Official
2 |;|WSU Employes |;|Guest
) W5U Student Official
[JwsuEmployee  [JGuest
& Clwsu student  [Jofficial
LIWSU Employee | |Guest
e [Jwsu Student  [JOfficial
[ |WsU Employee | |Guest
= CJwsu student [ Official
- [JwsuEmplayee  []Guest
- [Iwsw studemt  []official
L_IW5U Employee | |Guest
*3 [IwsU Student [ Official
. |;|WSU Employee |;|Guest
[Iwsu Student ] Official
LIWSUEmployes [ |Guest
= [Clwsu student [ official
© =WSU Employes L Guest
: [Iwsu student  []Official
L_|WsU Employee | |Guest
o [Jwsu student [ official
5. [ IWSU Employee | |Guest
[ Iwsw student [ | official
a8 LIWSU Employee | lGuest
- [Jwsw student [ official
-0, LIWSU Employee  LlGuest
[Iwsu Student [ Official
u L |W5UEmployee | |Guest
- CIwsw studene [ official
[CJwsu Employee  []Guest
= [JwsuU Student ] Official
- =WSU Employes L Guest
WSU Student Official
[JwsuEmployee  []Guest
= Clwsu student  [official
] CIwsu Employee  [Guest
25 [Jwsu Student ] Official

adiniutiboreta BOFL DOR Sadent

Please return this form to getinvolved.finance @wsu.edu immediately after the event.

e of Actenies docs, 313r-aaa0, . 13534,




Confirmations

* If you receive any type of confirmation for orders, catering, etc., send
it/them immediately to getinvolved.finance@wsu.edu. Students are not
allowed to sign any agreements or contracts.

Order Arrival: Packing Slips/Lists

 Notification of Order Arrival

* If yourorder was delivered to WSU, the SES Fiscal Team will notify you when it arrives and
where you can pick up your order.

*  We will attach a packing slip/list to your order (or a copy of the order).
* Please sign and date the packing slip/list. Add notes if something is missing or damaged.

* Give the signed and dated packing slip/list it to the SES Fiscal Team memober, as this confirms
you received everything ordered or send it to getinvolved.finance@wsu.edu.




Receipts, Invoices & Gratuity

Itemized receipts or invoices (showing clearly/exactly what was purchased)
are needed for ALL purchases/expenses.

Invoices need to include "WSU” or "*Washington State University” and
include a remit to address that matches their IRS W-g form on file.

When purchasing food/beverages at a restaurant or similar
supplier/vendor, we need the itemized receipt or invoice with the added
gratuity/tip amount.

* The gratuity/tip amount can be printed/written & initialed on the original itemized receipt.

* IfaPcard payment, we need the original itemized receipt PLUS the credit card receipt that
shows the total amount charged with your signature).

Email all receipts and invoices to getinvolved.finance@wsu.edu
immediately (no more than two business days) after the event.




Prizes
°_Limits & Documentation

* Please check with your advisor as prize limits apply!

* $250 maximum amount per prize, $500 maximum amount per event, maximum number of prizes is
5 per event. Exceptions may be requested and must have written approval from Brian Shuffield or Matt Shaw.

*  Winner documentation is required!
* Gift Cards are no longer an option for purchase.
* See the table on the next page to determine what documentation is needed.

* Submit your completed Purchase Request forms along with any other supporting documents to
your advisor at least 72 hours prior to the event or purchase date (allow more time for online
orders)!

* Your advisor will email the approved request forms and any supporting documentation to the SES
Fiscal Team at getinvolved.finance@wsu.edu.

* Scan and email all required documents (Prize Distribution Log, Substitute W-9s) to
getinvolved.finance@wsu.edu immediately after the event.




Documentation & Limits for Prizes, etc.

Limits

*  Exceptions may be requested and must have written approval from Brian Shuffield or Matt Shaw.

* Not all requests to exceed these limits are allowable.

List of recipients

List of recipients
Not allowed over $200

Item Under $50 $50-$250 Over $250
Prizes List of recipients Prize Log Prize Log & Substitute
W39 for all recipients
Awards

Not allowed

Swag/Tabling

Nothing needed

Not allowed

Not allowed

Recognition/
Promo Items

List group and purpose

List group and purpose

List group and purpose

Door Prizes

List of recipients

List of recipients, see
note below

List of recipients, see
note below

Uniforms

Nothing needed




Distribution Log for Payments of Gift Cards, Prizes, Cash, other Cash Equivalents, and Tangible Property
For Student Engagement Services | ASWSU, CCE, CFSL, CS0L, GP5SA, and SEB sponsored student programming events

WASHINGTON STATE UNIVERSITY
PURCHASING SERVICES
PULLMANM, WA ggi6g-1020

Complete a separate recipient log for EACH purchaseftransaction. See BPPM 7o.44 for instructions. 509-335-3542
DEPARTMENT MAME GIFT CARD OR PRIZE CUSTODIAN CUSTODIAN TELEPHONE CUSTODIAN E-MAIL ADDRESS PROGRAM/GIFT ACCOUNT #
MAME OF GROUP EVENT MAME EVENT DATE(S) VENDOR MAME PURCHASE DATE
MUMBER OF GIFT CARDS/ FACE VALUE TOTAL VALUE OF CARDS MUMBER OF PRIZES/TANGIBLE PROPERTY TOTAL VALUE OF PRIZES
GIFT CARDS OR PRIZES

SEE NEXT PAGE FOR FURTHER DETAILS & REQUIRED INFORMATION! Mon-Resident Ali

ens (including students) CAMMNOT receive a gift card or gift certificate; WSU will pay this by check following the event.
—

Have you received a total of $600 or more in gifts, awards, giveaways, or prizes from WSL in this calendar year, including gift cards, gift certificates & the value of personal propertyfprizes? [ Yes One [ sub. 'W-g complated

Submit completed form(s) to getinvolved. finance(@wsu.edv immediately after the event.
adasisicubihomelgROFLOORIStudent Involvement|Budgst& FinancesForms\Distiibution Log for Gift Cards, Prizes, Cashand Other Cazh Equivalents, and Tangible Property DRAFT.dot, 4-z3-2022, Rev. B-2a-24

| Fiscal Team Member:

| Req #:

| D Entered into Spreadsheet

#1 Gift Card MumberfPrize Description Total Value*® Recipient Mame (please print cleary) Recipient Signature WSUID No. Recipient Phone # Isswed By Mame print) Initials Date lssued F L - k -
orm LinkK:
WS5U Relationship: [[] Student Employes Employee [] Student [] Grad Assistant [C] Stipend Recipient [C] Non-Resident Alien [ Other: See next page for more details!
Have :wu:eived a total of 3600 or marein ii fts iwardi Eiwawﬂﬁ orBrizes from WSL in this calendar raar includiﬁ Eiﬁ cards, EiR certificates & the value jprizes? O] ves I No [ Sub. w-:cumglo':ed
#2 Gift Card Mumber/Prize Descriptian Total Value* Recipient Mame (please print clearly] Recipient Signature WSU ID Mo, Recipient Phone # Isswed By Name (print) Initials Date lssued .
L}
https://getinvol
WSUR hip: [ Stugent Emp Employee [ Student [ Grad Assistant [ Stipend Recipient [ MNon-Residert alien  [J Other: See next page for more details! v -
Have :numlmd a total of $500 or marein g fts, awards, gi or prizes from WSL! in this calendar year, including gift cards, gift certificates & the value of - d d f
#3 Gift Card Number/Prize Description Total Value* Recipient Name (olease print clearly) Reciplent Signature WSU ID Ne. Reciplent Phone # lssuwed By Name (grint) Initials Date lssued Ve -WS U u e UI o r
W5U Relationship: [ Student Emplayee Employes [ Student [ Grad assisrant [ Stipend Recipient [ Non-Resident alien [ Other: See next page for more details! l I I S
Haiva you racaivad & total of $600 or mare in gifts, awards, givaaways, or prizas from WSLI in this calendar year, includ ift cards, gift cartificates & the value of personal praperty/prizes? [ Yes I No Sub. W-g completed _—
#4, Gift Card Numbaer/Prize Description Total Value* Recipiant Nam# (please print clearly) Reciplant Slgnature WSU D Ne. Reciplant Phana # Issurd By Nam (grint) Initials Date lssusd
[0 Non-Resident Alien [ Other.: See next page for mare details!

5 ing gift cards, gift cartificates & the value of parsona  pr izes? []ves []No [ Sub. W-g completed
#5 Gift Card Number/Prize Description Total Value* Recipient Name (please print cleariy) Recipient Signature WSUID Mo Recipient Phone # lssued By Name (print) Initials Date Issued
WSU Relationship: [ Swudent Emplayee Employee [ Stwdent [ Grad Assistant [ Stipend Recipient [ Non-Resident Alien (] Other. See next page for more details!
Have you received a total of $600 or more in gifts, awards, giveaways, or prizes from WSL in this calendar year, including gift cards, gift certificates & the value of personal property/prizes? [ Yes [ No Sub. W-g completed
#6 Gift Card Mumber/Prize Descriptian Total Value® Recipient Name (please print cleariy) Recipient Signature WSUID Ne. Recipient Phone # Issved By Name (print) Initials Date lssued
W5U Rel hip: [] Stugent Empl Employee [ Student [ ] Grad Assistant [ Stipend Recipient [ ] Mon-Resident Alien [ Other: See next page for more details!
Have you received a total of $600 or more in gifts, awards, giveaways, or prizes from WSL in this calendar year, including gift cards, gift certificates & the value of personal property/prizes? [ Yes [ Mo SSub. W-g completed
#7 Gift Card Number/Prize Description Toral Value® Recipient Mame (please print cleardy) Recipient Signature 'WS5UID No. Recipient Phane # |sswed By Mame {print) Initials Date Issued
W5 Relationship: [] Student Emplayee Employee L] Student [ ] Grad Assistant | ] Stipend Recipient | | Non-Resident Alien | Other: See next page for more details!
Have you received a total of 3600 ar mare in gifts, awards, giveaways, or prizes from WSU in this calendar year, including gift cards, gift certificates & the value of personal property/prizes? []Yes [] Mo [] Sub. W-g completed
#8 Gift Card Mumber|Prize Description Total Value® Recipient Mame (please print cleariy) Recipient Signature 'WS5LID No. Recipient Phone # lsswed By Mame (print) Initials Date lssued
WSU R ip: [] Student Empl Employee [] Student [[] Grad Assistant [C] Stipend Recipient [] Non-Resident Alien [] Other: See next page for more details!




RECORD OF DISTRIBUTION AND
REQUEST FOR TAXPAYER NUMBER AND CERTIFICATION

{SUBSTITUTE W-9)

For recipients of gift cards, other cash equivalents. and tangible perzonal property

DEPARTMENT INFORMATION

WASHINGTON STATE UNIVERSITY

DEPARTMENT NAME

AGCGOUNT NUMBER {Gost Center-Function-Program)

UMIQUE IDENTIFIER FOR GONFIDENTIAL STUDIES DATE DISTRIBUTED DISTRIBUTION VALUE
DEPARTMENT GONTAGT NAME GONTAGT TELEPHOMNE GONTAGCT E-MAIL ADDRESS
RECIPIENT INFORMATION (Print or typs)

MAME (A= shown on income tax retum)

STREET ADDRESS CITY STATE ZIP CODE

TAXPAYER IDENTIFICATON NUMBER (WSU students and employess provide WSU 1D number. Others provide social security numbser” )

WSl negquires Gschsure of your social security rumbcr on s ke by autoeity of Secion 6109 of the inemal Revenu: Code. WSL wil use your socil soourity

rurmiszr anly far the pupeses al fing infsemstion ropees with tie (RS b reporl mesme paid 1 yo, i requir.

TAXPAYER'S CERTIFICATION STATEMENT

Under penalty of perjury, | cenify that the number shown on this form is my comrect taxpayer identification number,
that | have not been notified by the IRS that | am subject to backup withholding, and that | am a United States
citizen or United States resident alien. | further cenify that:

My relationship to WSU is (check one):

O Student

O Current Employee (includes student employees)

O Neither

| have not received a total of $800 or more in gifts, awards, and giveaways from WSU in this calendar year,
including gift cards, gift certificates, and the value of personal property. (Check if applicable.)

I understand that receipt of gift cards may gualfy as income and that it is my responsiblity 1o follow appropriate IRS

and FAFSA reporting reguiremenis.

RECIFIENT SIGNATURE

DATE

If tha individual has racsived cash aquivalants and/or parsonal proparty
with a total value of laza than $800 in the current calendar year,

retain the completed form in the department

with purchasing card or Departmant Order documentation and gift'gift card disburssment log.

If the individual hes received cash equivalents and/or personal property
with & total value of $600 or more in the current calendar year,
send the completed form to Accounts Payable, mail code 1025,

WSU1485-CONTR184-0121

Form Link:

https://policies.wsu.edu/prf/documents/2017/10/
45-53-record-of-distribution-and-request-for-
taxpayer-number-and-certification.pdf/




Printing and Copy Services

* WSU Design & Printing Services and WSU CougPrints Plus are our current suppliers
for printing and related production services.

NOTE: Services from WSU Design & Printing Services may not be available after October 15, 2025 for new design
requests. We will update information when it becomes available.

*  WSU Design & Printing Services must review and approve all printing requests to ensure compliance
with state printing and procurement laws.

*  Department personnel may not send printing or estimate requests directly or electronically to outside
suppliers.

*  Foritems that cannot be printed at WSU or provided at a reasonable cost, a written exception must be
obtained from the Director of WSU Design & Printing Services (please attach the exception approval
email to the Purchase Request form).

* In-Person Orders —WSU CougPrints Plus (cus 8o, ground fioor)

*  Submit your completed Purchase Request forms along with any other supporting documentation to
your advisor at least 72 hours prior to your event or purchase date!

*  Your advisor will email the approved request forms and any supporting documentation to the SES Fiscal
Team at getinvolved.finance@wsu.edu.

*  Givethe final itemized receipts to the SES FiscalTeam or email to getinvolved.finance@wsu.edu.




Printing and Copy Services

* Online Orders

*  WSU Design & Printing Services: https://staff.storefront.wsu.edu/home

*  WSU CougPrints Plus: https://cougprintsplus.wsu.edu/order-prints/

*  Submit your completed Purchase Request form along with any other supporting documentation to your
advisor at least 72 hours prior to your event or purchase date -- BEFORE the order is placed.

*  Your advisor will email the approved request forms and any supporting documentation to the SES Fiscal
Team at getinvolved.finance @wsu.edu.

* Immediately after the online order is placed, forward the order confirmation to
getinvolved.finance @wsu.edu.

* Designs & Resources

* QOur WSU Student Affairs Marketing & Communications Team can assist with your designs and provide
additional resources.
. Please visit https://studentaffairs.wsu.edu/who-we-are/marketing-commmunications/services-resources/.

*  Submit your completed Purchase Request form along with any other supporting documentation to your
advisor at least 72 hours prior to your event or purchase date -- BEFORE the order is placed.

*  Your advisor will email the approved request forms and any supporting documentation to the SES Fiscal
Team at getinvolved.finance @wsu.edu.

*  Forward any order confirmations you receive to getinvolved.finance @wsu.edu.




Swag/Promotional Items

* Please include a sample of your graphic design(s) with your purchase request form! Please
allow extra time for customized items!

* Any custom promotional items with WSU trademarks, logos and/or branding must be
purchased from a licensed vendor through the WSU Student Affairs Marketing &
Communications Team.

* If the promotional item does not include items with WSU trademarks, logos and/or branding
(such as SEB logos, RSO logos, etc.), you can select any appropriate supplier/vendor.

* Other pre-made WSU branded items are available to order through WSU Design & Printing
Services at https://wsu.presswise.com/catalog/?g=11&y=1025.

* Submit your completed Purchase Request form along with any other supporting documents to
your advisor.

* Your advisor will email the approved request forms and any supporting documentation to the
SES Fiscal Team at getinvolved.finance@wsu.edu. For SA Marketing orders, your advisor will
send the approved documents to unionmarketing@wsu.edu and cc
getinvolved.finance@wsu.edu.

 Please forward any order confirmations that you receive to getinvolved.finance @wsu.edu.
* Please send an email to getinvolved.finance@wsu.edu once you have received your order,

along with a copy ofthe%igned/dated invoice or Eacking slie.




Purchasing Forms & Information Website:

https://getinvolved.wsu.edu/forms

Other topics that the Purchasing Information page covers that weren't discussed today
are:

Addresses — Mailing, Shipping & Pcard Billing
Insurance Coverage — Certificate of Insurance

Office Supplies - Contract with Office Depot

Reimbursement Requests for RSOs (non-travel) — Only for sponsorships by Crimson & Gray,
GPSA, ISC or SEB.

Taxes —WSU is not tax exempt! Sales tax is based upon the point of destination (use, delivery or
consumption).

If you have any questions, please ask your Advisor or the SES Fiscal Team!




Approvals & Deadlines! - Please plan ahead!

* Prior approval is required! To assure compliance with all regulations, all
purchases must have the appropriate prior approval. Any person making an
unauthorized purchase must assume full responsibility for that purchase.

(BPPM 70.01-4.1)

e Deadlines for form submissions:

* Purchase Requests: at least 72 hours prior to the event/purchase - longer for online
orders

* Prize Purchase Requests: at least 7 business days prior to the event/purchase - longer
foronline orders

* Contract, Performance or Speaker Requests: at least 4 weeks prior to
event/purchase

* NOTE: There is a separate training that covers anything travel-related, (travel
requests/approval, registration fees, hotel/lodging requests, motor pool rentals, airline
fees, travel expenses, etc.). Please be sure to attend!




Summary

\\ad\asis\cub\home\3RDFLOOR\Student Involvement\New Coug Orientation & Experience WSU\Student Trainin

Make sure the forms you submit to your advisor are COMPLETE! The details are
IMPORTANT!

Email all request forms and any supporting documentation to your advisor for approval.

Your advisor will email the approved request forms to the SES Fiscal Team at
getinvolved.finance@wsu.edu.

Send receipts, invoices, list of attendees, prize logs, confirmations, etc. to
getinvolved.finance@wsu.edu (in pdf format please!).

Most of our required forms and information.can be found at _ _
https://getinvolved.wsu.edu/forms *** Please add a bookmark to this website! ***

If you have questions about the process, please contact your advisor or call 509-335-9667
and ask for a SES Fiscal Team member.

Thank you! We hope you have a successful year full of fabulous events!

Fiscal team info for student training\Fiscal Training for Students 2025 (Purchasing).pptx, Rev. 9-5-25




