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BMCC	Associa+on	Inc.	
•  Work	together	with	student	clubs,	Student	Government	

Associa+on	(SGA),	Office	of	Student	Ac+vi+es	(OSA)		and	
Vice	President	of	Student	Affairs.	

•  Provide	clubs	with	guidance	and	assistance	on	compliance	
with	CUNY	Fiscal	Accountability	Handbook.	

•  Track	clubs	available	funds	for	each	“line	item”	and	ac+vity.	
•  Issue	payments	directly	to	vendors.	



The	Disbursement	Process	
Signatures	

The	Disbursement	voucher	requires	several	approval	signatures:	
Sponsor	Club:	
•  President	
•  Treasurer	
•  Faculty	Advisor	
	
Student	Government	Associa+on:	Makes	sure	your	request	matches	your	original	

budget	request	
	
Office	of	Student	Ac+vi+es:	Reviews	all	documenta+on	and	concurs	with	the	ac+vity	
	
BMCC	Associa+on:	AVests	to	the	remaining	approved	Budget	for	the	line	item	and	

ac+vity	
	

VP	for	Student	Affairs:	Gives	final	approval	to	issue	payment	directly	to	vendor	

	



The	Disbursement	Process	
Advice	on	+me	

•  Begin	paper	works	at	least	2	weeks	in	advance	
for	purchases.	

•  Begin	planning	for	events	even	earlier.	
•  Schedule	all	major	club	events	to	occur	weeks	
before	finals.	



Disbursement	Voucher	
	

Upon	compliance	with	the	Bidding	Process,	the	lowest	priced	vendor	is	
selected.	

	
The	Club	completes	the	Disbursement	Voucher,	(signed	by	the	President,	

Treasurer	and	Faculty	Advisor)	aVaches	the	required	bids,	obtains	
aVesta+on	that	there	is	sufficient	Approved	Funding	for:	

•  	Ac+vity’s	total	cost	
•  Line	item	for	each	cost	
	
Once	the	Disbursement	Voucher	receives	approval	from	OSA,	BMCC	

Associa+on	and	the	VP	for	Student	Affairs	,	the	BMCC	Associa+on	will	
prepare	a	Purchase	Order	which	is	provided	to	the	vendor.	



Bidding	Process	
A	bid	is	a	solicita+on	of	a	vendor	to	provide	services.	
•  $250	or	less	
Bid	not	required	
•  $251	to	$2,500	
Three	(3)	bids	required	and	a	Purchase	Order	issued	by	
BMCCA	office	

•  $2,501	to	$20,000	
Five	(5)	sealed	bids	required	and	Purchase	Order	issued	
by	BMCCA	office	

	



Which	must	I	bid	on?	

•  MUST	BID	ON: 		

•  Most	simple	items	like	
t-shirts	

•  Most	transporta+on	like	
buses	and	airlines	

•  MUST	NOT	BID	ON:	

•  Hotels	
•  Ar+s+c	performances	
•  Some	transporta+on	
•  Certain	specialty	items	



Exempt	from	bidding	

•  Contracted	vendors	by	BMCC	–	e.g.	B&N	book	
store.	

•  NYC	&	State	contracted	vendor	BMCC	uses	



How to fill out Disbursement Voucher 
 
1.  Today’s date. 
2.  Name of your organization and phone 

number. 
3.  Budget category purchase is suppose 

to come from. Leave ACCT. NO. blank. 
4.  Name and address of Vendor or person 

to receive payment. Include a phone 
number. 

5.  Should check be mailed or picked up? 
6.  Purpose of purchase should be aligned 

with your budget. Date of event must 
be mentioned. 

7.  Separate purchases according to your 
budget. 

8.  Endorsement of President, Treasurer 
AND Advisor of organization. 

9.  For club use: Endorsement of Student 
Government Association as allocating 
body. 

10. At this point submit this form to BMCC 
Student Activity Office. 





Personal	Service	Contract	
For	personal	services	such	as	a	lecturer,	entertainer,	etc,	the	Personal	Service	Contract	

(PSC)	is	completed	by	the	club	in	conjunc+on	with	the	BMCC	Associa+on.	
•  Students	are	not	permiVed	to	sign	a	PSC.	
	

•  An	club	execu+ve	must	document	that	the	Independent	Contractor	provided	services	
in	accordance	with	the	PSC.	A	sign-in	sheet	for	the	event	is	acceptable.	

	

•  The	Biography	of	the	PSC	must	be	provided.	
	

The	PSC	must	be	approved	by	the	VP	for	Student	Affairs	prior	to	the	ac+vity.	
	

Important:	The	IRS	Tax	Code	requires	the	Associa+on	to	obtain:	
•  Form	I-9,	and	Department	of	Homeland	Security	Support	
•  Form	W-9	
Both	IRS	forms	I-9	&	W-9	must	be	received	for	the	Independent	Contractor	to	receive	

payment	for	services	provided.	Addi+onal	ID	must	be	submiVed	with	both	forms.	

	

	





Contracts	

•  VP	of	Student	Affairs	is	the	
ONLY	PERSON	who	may	
sign	the	PSC	or	any	other	
contract.	

•  Students	have	no	legal	
authority	to	execute	
contracts.	

•  If	a	vendor	approaches	you	
about	a	contract,	see	the	
Business	Manager	at	the	
BMCC	Associa+on.	



Important	to	remember	

1.  Only	the	Vice	President	of	Student	Affairs	can	sign	
off	on	the	PSC.	

2.  The	PSC	along	with	the	disbursement	voucher	must	
be	approve	prior	to	the	event.	



Refreshments	&	Catering	
MBJ	

Line	Item	Account:	
•  Refreshments	(food/beverages	at	mee+ngs)	
•  Catering	Services	(Official	Events)	

	Clubs	must	first	nego+ate	with	MBJ	for	all	on	campus	events.	
MBJ	is	fully	insured	against	the	liability	for	bodily	injury	and	
property	damage	associated	with	services	it	provides.	

	
Two		excep+ons:	
1.  Cultural-based	menus	that	MBJ	can	not	provide	
2.  Religious-based	menus	that	MBJ	can	not	provide	
	



Refreshments	&	Catering	
Using	an	outside	vendor	

An	outside	vendor	may	be	used	provided:	
•  Club	submits	a	wriVen	explana+on	why	MBJ	can	not	

provide	requested	food	service.	
•  WriVen	explana+on	must	be	approved	by	the	VP	for	

Student	Affairs.	

The	outside	caterer	must	provide:	
•  Catering	Permit	(current	&	valid,	expired	copy	not	

accepted)	
•  Liability	Insurance	Cer+ficate,	which	will	be	reviewed	for	

coverage	dollar	amount	and	events.	

	



Pre-Bill	Form	

The	Pre-Bill	Form	is	used	in	special	situa+ons	such	as	purchasing	items	from	
stores	for	a	cake	sale	or	decora+ons	for	an	event.	

	

In	this	situa+on,	the	club	prepares:	
•  	A	Pre-Bill	Form	-		which	lists	each	of	the	items	and	vendors	that	require	

cash	with	an	es+mate	of	the	cost.				
•  A	Disbursement	Voucher	supported	by	the	Pre-Bill	Form.	

The	Disbursement	Voucher	is	completed	and	signed	by	the	par+es	previously	
noted.	

	

The	club	must	submit	the	approved	Pre-Bill	Form	with	suppor+ng	receipts	and	
the	unused	funds	no	later	than	the	business	day	following	the	ac+vity.		The	
Sponsoring	Club	will	be	encumbered	un+l	the	Pre-Bill	advance	is	seVled.	

	





BMCC	Associa+on	Inc.	
RECEIPTS	

The	Good	The	Bad	&	The	Ugly	
RITE DAY PHARMACY 

 
Store #04185 
3539 Broadway 
New York, NY 10031 
(212) 281-5292

09/04/014:43 PM 
 
1 VISINE LNG LAST RELIEF  3.99 
1 GE SOFT WHITE 75W 4 PACK  
1.49 T 
 
2 Items Subtotal   5.48 
Tax  0.12 
   Total  5.60 
CASH   PAYMENT  6.00 
Tendered  6.00 
    Cash Change    0.40 

CANAL ELECTRONICS, 
INC

319 CANAL STREET
NEW YORK, N.Y.  10013 

(212) 925-6575

09-04-01
12-23

   2
6.99 @
0*    13.98
1*1.99
   2
2.99 @
1*5.98
    21.95 ◊
1.81 TX
    23.76 ◊
    40.00 CA
    16.24 CG

1-00..34

09-04-01
14-35

   2
0.99 @
*11.98  
0.16 TX
2.14 
3.00 CA
0.86 CG

1   017289

GOOD	RECEIPT	
	
§ 		Store	name	and	informa+on	appears	clearly	
§ 		Date	and	+me	of	purchase	appears	clearly	
§ 		Items	bought	are	described	in	detail	
§ 		Payments	made	are	shown	clearly	

BAD	RECEIPT	
	
§ 		Store	name	and	info	appears	clearly	
§ 		Items	are	not	described	

UGLY	RECEIPT	
	
§ 		No	store	informa+on	
§ 		No	items	descrip+on	
§ 		Transac+ons	are	difficult	to	read	



Payment	Recap	
•  Must	have	an	approved	budget.	
•  Must	have	sufficient	remaining	funds	per	Line	item	and	Ac+vity.	
•  Ac+vity	must	be	approved	by	the	VP	for	Student	Affairs.	
•  Obtain	the	required	number	of	Bids.	
•  Obtain	the	required	approvals	for	the	Disbursement		Voucher	and	submit	the	

appropriate	suppor+ng	expense	documenta+on.	
•  Disbursement	Voucher	submiVed	on	Monday	@	12:00pm	(noon)	will	be	paid	

the	following	Friday.		Disbursement	Vouchers	submiVed	on	Thursday	@	
12:00pm	(noon)	will	be	paid	the	following	Wednesday.				

•  All	vendor	payments	are	issued	directly	to	the	vendor	and	issued	twice	
weekly	depending	upon	submission	date.			

Associa+on	will	make	all	payments	directly	to	the	vendors		or	independent	
contractors.	

	



Balanced	Budget	
Chinese Culture Association

Event Budget
Traditional Chinese Folk Music

Revenues
  Club fund allocated 4,000  
  Ticket sales ($5 x 500) 2,500  
  Sponsors from
    Lions club 1 00      
    Dance club 85         
  Total revenues 6,685    

Expenses
  Cost for Theater One 1 ,1 50    
  Musical perform ers 3,500   
  Public safety 1 ,600   
  Reception for perform ers 250      
  Piano tuning 85         
  Prom otional flyers 1 00      
  Total expenses 6,685    



Conflict	of	Interest	
	CUNY	Office	of	Counsel	issued	a	Conflict	of	Interest	Policy.		

	
	The	purpose	of	this	conflict	of	interest	policy	is	to	protect	the	BMCC	
Associa+on	when	it	is	contempla+ng	entering	into	a	transac+on	or	
arrangement	that	might	benefit	the	private	interest	of	a	Director,	Officer,	
CommiVee	member,	Manager,	Program	Advisor,	Program	Officer,	Club	
President,	Club	Treasurer	or	might	result	in	a	possible	excess	benefit	
transac+on.		This	policy	is	intended	to	supplement,	but	not	replace,	any	
applicable	state	and	federal	laws	governing	conflict	of	interest	applicable	
to	nonprofit	and	charitable	organiza+ons.			

	
	Each	of	above	noted	persons	of	responsibility	are	expected	to	sign	a	
Conflict	of	Interest	AVesta+on.		

	





REMINDERS	
•  Make	sure	you	have	club	budget	at	the	Line	and	Ac+vity	level.	
	
•  It	is	strongly	recommended	that	you	begin	the	Disbursement	process	at	least	2	weeks	

in	advance	of	when	you	wish	to	receive	goods	or	services.	
		
•  The	CUNY	Fiscal	Accountability	Handbook	(est.	1992)	is	available	online	for	a	review	

of	our	rules	and	policy:	
hVp://www.cuny.edu/about/administra+on/offices/sa/advocacy-referral/
fiscal_accountability_handbook.pdf	

•  Recap	(slideshow)	



Club	Refreshments	Disbursement	
Voucher	

•  Club	Refreshment	Disbursement	Voucher	
–  Once	per	month	per	club	
–  Deadline	for	submiing	is	3rd	Friday	of	previous	month	
–  Designed	to	save	club	and	make	ordering	refreshments	
efficient	




