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Associated Students, Inc.

California State University East Bay
25800 Carlos Bee Blvd. UU 314 Hayward, CA 94542-3011 Tel: (510) 885-4843   Fax: (510) 885-7415
 Accounts Payable and Purchasing Procedures 
Effective Immediately and continuing until further notice accounts payables for Associated Students will be processed and prepared on a weekly basis.  Check runs are Wednesday of each week during the Fall, Winter, Spring and Summer Quarters.  The following procedures outline the payment process:
1. All accounts payables (invoices / bills) are to be submitted to the Associated Students, Business Office from all departments for review and approval for payment with the proper People Soft accounting code.  Each invoice should be initialed by the department manager.  The following departments are:
ASI Presents

The Early Childhood Education Center 

ASI Business Office 

The Board of Directors 

2. Invoices are processed through the AS/UU accounting office, recorded and entered into People Soft accounting.

3. The Accounting Office prepares invoices for review by the Executive Director, Chair and Vice Chair for Associated Students.

4. All requests for payment whether a check request, request for reimbursement, or invoice must have receipts, official estimates and W-9 forms.  Approved funding must have a copy of the Board meeting minutes attached.
5. Signatures are obtained from the Executive Director, Chair and Vice Chair for Associated Students, Inc.  All payables must have these signatures in order to process payment.  All check requests, invoices and payables must be submitted together for one weekly check run

6. All payables are routed back to accounting for final processing

Accounts Payable and Purchasing Procedures cont.

7. Purchases over $1250.00, must be initiated by an Associated Students, Inc. Purchase Order

8. ASI employees will not use their own credit cards, cash or checks to purchase goods or services for the organization.  ASI employees will use the company credit card for purchases for the organization where appropriate
9. All reserve, and restricted corporation funds must have Board approval
