WHAT'S CHANGING....




BIG

THINGS
TO KEEP
IN MIND

TUDENT ASSOCIATION

IMPORTANT CLUB AND ORANIZATION
events  UPDATES FOR 2026-2027

e reserve your space: FUSE form (1)
e get event approval: through engdatgzement
platform once space is approved (2)
o all SA club events ON CAMPUS
Money .
e no more out of pocket spendm% (YAY)
e reimbursements only for trave
Fundralsm% . .
e through Snap! Raise only - SA will set up your
fundraisers for you when you're ready
e no bake sales or charging $ for any club event
e clubs cannot collect money to donate to a
cause/beneficiary
o direct donation sites only (through QR or
_websites)
Advisors .
e clubs with allocations of more than $5,000 are
required to have a professional staff advisor from
the college .
o (@newpaltz.edu email mandatory)

o youll have through the end of
fall 26 semester to find an
advisor, SA/CSE can help! /



BEFORE
WE GET
STARTED

ONE treasurer per
organization...
ONLY the treasurer can
submit purchase
requests

https://forms.cloud.
microsoft/r/1jyjzdnPtv




Amazon(ish) Contractual

\ /

UNDERSTANDING SPENDING

Food Vendors



AMazon

Sodexo

Approved of f-caompus food vendors
Approved business vendors

Print Shop

Contractual

Service providers

» professional TRAVEL is the only

e Student thing that can be
reimbursed. ALL
travel requires
quotes, approval &
travel roster!



CONTRACTS
AND WORKING
WITH
VENDORS
WILL ALSO
LOOK
DIFFERENT

PROFESSIONAL SERVICES AGREEMENT

Student Association of SUNY New Paltz, Inc.

This Agreement is entered into between the Student Association of SUNY New Paltz, Inc. ("SA”) and the following Service

Provider.
SERVICE PROVIDER INFORMATION
Service Provider Business Name
Business Address
Phone Email

RELATIONSHIP DISCLOSURE

If applicable, describe any relationship between the Service Provider and the requesting organization.

PROFESSIONAL SERVICES

Describe the professional services to be provided,

EVENT INFORMATION

REMEMBER:
no reimbursements, no
student will be
permitted to pay ANY
vendor or person and
get reimbursed (on
behalf of a club)

TERMS & CONDITIONS

Service Provideris an independent contractor and is responsible for all applicable taxes, insurance, licenses, permits,
and expenses unless otherwise agreed in writing,

Service Provideragrees to perform the services in a professional manner and in compliance with applicable federal,
state, local laws, and Student Association/SUNY Mew Paltz policies.

Either party may cancel this Agreementwith reasonable written notice. If services are partially completed, payment
shall be made only for satisfactorily completed work.

Service Provider shall not assign this Agreement or subcontract services without prior written consent.

This Agr consti the entire ag b the parties.

Date(s) of Service Campus Location

Arrival / Departure Time Compensation: §

the Business Office wil
work with vendors to
complete these forms
and arrange payment

«  This Agreement shall be governed by the laws of the State of New York.

STUDENT ORGANIZATION

Name of Organization:
Primary Contact:
Email of Primary Contact:
SIGNATURES
Student Associati Service Provider
Name Name
Title
Signature Signature
Date Date

REQUIRED DOCUMENTATION [SABO USE ONLY]

O W-9 Attached (required)
O Certificate of Insurance Attached (if required)
IMPORTANT INFORMATION

Before services begin, this Agreement must be fully executed by both parties, The Student Association Business Office
must receive a completed W-9 and Certificate of Insurance (if applicable). Members of student organizations are not
authorized to execute or approve contracts on behalf of the Student Association. Payment will be issued on Net 30 terms

unless otherwise specified.




Yes, and no...

e Ves, if the student is NOT
affiliated with your club
but has experience
providing a specific
service.

e 1Mo, if youre trying to pay
someone in the club to
provide a ‘professional

service (Like DJ or take

150" max for Student
$ payments. photos, etc)




PY New Palig.-

€ @ @ > °

SPENDING PROCEDURES

Treasurers ONLY
e The new engagement platform will ONLY allow

the designated club treasurer access to the
payment request button. Nobody else will see
the button or be able to access funds. @ e
e There can ONLY be one club treasurer identified - L=
in the system for each group. N New Palcz -

@ The Teller

X Getting there - ——
° Nawgate to the club page (through the groups s

tab on the top)

+2 Officer login: Carol Chapman (Test) (2)

- B & ¢ 0 =2 4 B e NEN C

e The page may look different depending on last —
login, but find the Accounting Book button and A - o

click on that.



() Payment/Budget Request

SPENDING PROCEDURES

Purchase/Budget Request
e The purchase/budget request

button will appear (for treasurers)

in the Accounting Book, and once

clicked on, will generate a pop-up )l( Completing th? forms -
to begin the process of e Treasurers will begin by identifying the

requesting funds for club use. budget that they are requesting to use from
the dropdown.

(®) Payment/Budget Request

* Budget v - Select -
Student Association Budget 26-27




(®) Payment/Budget Request

* Budget Student Association Budget 26-27

DETAILS

Purchase/Spending (UNLESS TRAVEL)

* Transaction Type v - Select -
Purchasing/Spending
* Description Reimbursement

Ex: food, marketing materials, travel expenses, etc

Put in a general description

AMOUNT

Revenue/Expense Expense

* From Allocated $ 0

ALWAYS an expense

* From Group Funds $ 0

Numbers only

Put the amount in ‘From Allocated’

Use funds from your group money balance

Leave ‘Group Funds' blank

GRCHCACRS



O —
Students Will need to read the
information here and begin filling

out the actual request below..

Request title: *

.o A
What is this purchase for?

Please provide a thorough

E Payment RequeSt Save As PDF description of what this

purchase will be used for: *

&«

(® Budget & Payment Request Details

For example:
» We are requesting these funds to purchase pens for the newspaper office that will be

Purchase Request Form used for copy editing.
« The money requested will be used to pay a band that we are hoping to hire for a
Please fill out this form in order to make a purchase for your club/organization. This will be used for all club programming, events, campus-wide event on September 30th.

+ My club is hosting an event planning meeting on October 15th and we'd like to order

food orders, Amazon purchases, vendors, etc. Please pay close attention to the type of purchase you click on below, as that
pizza and soda for participating members.

will direct you to the appropriate questions in order to complete your request.

Please note, we are NO LONGER able to do reimbursements (aside from approved travel) - all purchases and payments will If this is an event related
iati i i i igi urchase, please indicate the
be completed by the Student Assocuatlo.n Business Office (SABO). Any punf:he.lses made by club members will not be eligible ] ' P - Please note that all requests must be submitted AT LEAST 2 weeks out from your event date.
for reimbursement through Student Association funds. . ate here: Off-campus vendors and food service providers may require additional lead time.
All contracts (professional and student) will be executed by the Business Office. Anyone wishing to receive payment for I youishelSquastingthe Sidsht AESOGATom BUSESS QIS Ereate:s HUSIASE [8I8taN S
services provided to a Student Association club or organization must provide the appropriate tax information, and no student may Witi@ne: veneorinalon Sna-iiousappmecilitshiers), il raasireackitions i,
be compensated more than $150 for service to a club. | understand that | am not permitted to make any purchases for or on behalf of my club or organization without
prior approval. Additionally, | understand that all purchases aside from APPROVED travel will be made by the
Student Association clubs and organizations may only order food from Sodexo (on campus), or from the approved off-campus Student Association Business Office, and no reimbursements are permitted. *

vendor list here. Clubs and organizations may not enter into any agreements with food vendors (approved or otherwise)
without the Student Association Business Office's involvement.

By typing your name in this box, you agree to the terms set out by the Student Association Business Office for club and organization financial
procedures. This information was presented to all club treasurers during training.



LET'S START WITH AN AMAZON
PURCHASE EXAMPLE!




npsa

NEW PALTZ STUDENT ASSOCIATION

SA CLUB & ORGANIZATION
AMAZON ORDER FORM

Student Association Business Office (SABO)

=

S
o

14-DAY DEADLINE

Submit your Amazon Order Form
AT LEAST 14 DAYS (2 WEEKS)

before your event or need-by date.
Late submissions may result in
delays or items not arriving on time.

NO REIMBURSEMENTS

Students may not purchase
Amazon items on behalf of a
club and seek reimbursement.

DELIVERED TO SABO

All orders will be shipped to the
Student Association Office
(SUB 210) for club pickup.

s

Bl=Lak @ @ - &
| ]
COMPLETE REVIEW SUBMIT SABO ORDER ITEMS PICK UP
THE FORM YOUR ORDER THE FORM REVIEWS APPROVED DELIVERED YOUR ORDER
Fill sut the Amazon Double-check item Submit your form The SABO team Once approved, Items are shipped Club representatives
Crder Form as part of names, links, at least 14 days PEVIEWS yOur SABO will place to the SA Office may pick up items
the purchase request quantities, and prior to your request, verifies the Amazon (SUB 210). SABO during normal
process through the pricing. Incomplete event or need-by budget, and may order. You will will notify you business hours.
Student Engagement forms may cause date. contact you if a receive a when your order Please bring ID.
Platformn. delays. clarification is confirmation. anrives.
b 4 L. P L y , . - r p S
& CLUB OFFICER TIPS € FREQUENTLY ASKED QUESTIONS A\ MPORTANT REMINDERS
Pl iyl S r order Q: How far in advance should | submit my form? ; A
© Y;nken:;:w;::?;:un;f e A: At least 14 days (2 weeks) before youfimnt or Wr £l IONGE gL Tnate do JORE sppiaven

(]

Be specific! Include exact item names, links,
sizes, colors, and quantities.

Use a Wishlist for large ordaers. Make sure it is
set to “Public” or “Shareable via Link.”

Check your budget. All purchases must relate
to your approved club budget or a club-run
avent,

Meonitor your email for updates from SABO.

Questions? Reach out early!

NEED HELP? |

P H
Az

OVERVIEW

This form must be submitted as part of the purchase request process a
MINIMUM of 2 weeks (14 days) ahead of the event. All Amazon purchases
for SA registered clubs and organizations must be done through this process.
No individual purchases/reimbursements are permitted.

SA will make ALL Amazon purchases and items will be delivered to the

SA Office (SUB 210) for club pickup.

WHAT YOU’LL NEED TO SUBMIT

® A detailed list of items (can be an Amazon

Wishlist link, if large order) that you will

submit for the purchase request.

THE AMAZON ORDER PROCESS - STEP BT STEP

need-by date.

Can | buy the items myself and get reimbursed?
Mo. Individual purchases and reimbursements
are not permitted,

What if an item is unavailable?
You can choose to allow substitutions or request
that SABO check with you first.

Can | submit a large order?
Yes! Submit a single Amazon Wishlist link
instead of listing each item.

What if the total cost
SABO allows a price variance up to 20% above
the total listed value when using the webpage,
as long as it stays within your club’s budget and
the original intent.

Student Association

Business Office (SUB 210)

is higher than my estimate?

sabo@newpaltz.edu

elub budget, or be used for a club-run
event,

+" Submit your form at least 14 days pricr
to your event or need-by date.

+" Incomplete forms or missing links
may delay approval.

+" Final purchase totals may vary
slightly from estimates due to
changes in price, availability, or
substitutions.

+" All purchases will be made through
the Student Association Business

Office.

newpaltz.edu/
student-association



S —

this example requires a Link
to an amazon wishlist or
singular item Link

selecting this option will
open up questions that are
specific to making an
AMAZON PURCHASE

_——————ee e

of a club vote with decision to
allocate the funding for this
particular purpose. *

Student Association Club Allocation of Funds.pdf (Delete)

In order to spend Student Association allocated funds, the respective club/organization must
have documentation of a decision to use the money for this particular purpose. No singular
club member or portion of a group can decide to use club money without a discussion and
vote open to all. The documentation should include the date and time of the discussion, list of
members present, and final vote numbers.

Document: Student_Association_Club_Allocation_of _Funds

I understand that | am not permitted to make any purchases for or on behalf of my club or organization without
prior approval. Additionally, | understand that all purchases aside from APPROVED travel will be made by the
Student Association Business Office, and no reimbursements are permitted. *

vaém’e turco

By typing your name in this box, you agree to the terms set out } e Sk ssociation Business Office for club and organization financial
procedures. This information was presented to all club treasurg Zining.

What purchase category does
this request fall under? *

@ Amazon
Catering [Off Campus Food Provider]
Catering [Sodexo]
Service Provider [Professional]
Service Provider [Student]
Non-Amazon Vendor [Business]
Travel

Print Shop & Contractual Services




AMAZON
PRO TIP

When you share the
wishlist with us, use the
'view and edit’ options So

we can make modifications
if necessary. this way, we
can update the list so you'll
be able to see exactly
what we ordered

Invite others to your list

Invite someone to

[ VIEW ONLY ]

Anyone with a link can view }our list wit making
edits
[ VIEW AND EDIT J

Invited people can add or remove items from your list

& Copylink [ Invite by email




/’___
give us an idea of what the
items are for here

then link the wishlist here

provide any important
specifics here (colors,
subsitutions if needed)

|
What clubjorganization is this New Paltz Music Collective

for? *

. ¥ .
Reason for purchase: Decorations

General Programming Supplies
Prizes
Promotional
Apparel

Food

You may select more than one if your purchase falls under several categories.

« All items must relate to your approved club budget, or be used for a club-run event

e Submit your form AT LEAST 14 days prior to your event or need-by-date

= For large orders you can include a single Amazon Wishlist link instead of listing each item individually. Make sure your list is
set to 'public' or 'shareable via link’

¢ Incomplete forms or missing links may delay approval

« Any questions should be directed to the Student Association Business Office (SUB 210 or sabo@newpaltz.edu)

¢ Final purchase totals may vary slightly from estimates due to changes in price, availability, or substitutions

¢ The Student Association Business Office (SABO) allows a price variance up to 20% above the total listed in the request
WITHOUT requiring new approval, provided the purchase remains within the club's overall budget and original intent.

e ——— o —— - Yy

CARCATAFfOp9uKmOks_CDdtXkZ35TV7kgG-
pQN2TQUHwWBKOxIWoxPHShMtZTtZDB4aAX1IETOpBoekK-
HkdA4a76klgA_2lchgGkd zoBdNNSM?ref_:wl_shard

Amazon Specifics: Please be as
detailed as possible below so
that we can ensure that you get

the items you need for your 2
club. Provide us with the link to Please make sure that the wishlist or Amazon cart shared here is as detailed as possible. If
the single item you need OR an approved, will be ordering exactly what you indicate in your cart, so please double check that

qguantities are accurate, color preferences, etc. You may provide additional information about

Amazon wishlist if multiple . . .
P the items in the question below.

items: *

Any additional details that

would be helpful for us to know

prior to making the Amazon
purchase. 4

Thank you for submitting a payment request form for your club/organization. As a reminder, the Student Association is
no longer processing reimbursements for clubjorganizations, only for approved travel. This means all purchases will
be made by the Student Association Business Office on behalf of your organization.

If you do not wish to answer the .
Save Form as Draft mandatory survey above, please click Submit Form for Ap

here to leave the aroup.



no problem! we have a
print shop!

SA CLUB & ORGANIZATION
PRINT SHOP PROCEDURES GUIDE

Your guide to ordering print materials on campus!

'\ npsa

NEW PALTZ STUDENT ASSOCIATION

O (GIIr=

Have ALL of your project details finalized before
requesting a quote:

: o Your FINALIZED design

Date materials are needed

Any recognized club or

organization can order

O s

Color or black-and-
white printing

@ Number of copies

materials through the

Print Shop —

you just need to ‘ El Whikiadinsstipdatads

plan ahead! flyers, posters, booklets, etc.

HOW TO SUBMIT A PRINT JOB

REQUEST h
s M v 0
- - > L - -
RECEIVE SUBMIT A WAIT FOR PICK UP SA PAYS
YOUR QUOTE PURCHASE REQUEST APPROVAL YOUR ORDER THE BILL
The club treasurer
n Ca G will receive an email
N n Lampus aroups, h Cam
RSEE;.E;TQA You'll get an email complete a Purchase &:zi:gatng pusl i G::?: Wait for notification The Student
Dynami Purchase has from the Print Sh Associati ill
PRINT SHOP QUOTE | | Troudh TeamDynamix Request for the 7 amufd i > 3
letting you know Print Shop. that your completed pay the Print Shop
is ready, il s order is ready directly using the
your quote is .
Use the GiR sade o When prompted to Do not authorize the ekl soproeiie R
i . Download and “upload your quote or Print Shop to begin Plckup. ppropra
submit your finalized save the quots. . 2 production until from your club/
design andl project invoice here, I-IPI‘:_’Qd appro}:alli1ns been organization's
specifications to the tiajicTe o recalved remw:' budget.
Print Shop for a quote. NoNTH RvinE hop: thaltviithee i
request was approved
and they may move
forward with your
project.
§ aowtn
IMPORTANT REMINDERS &5 Print Shop Location:
Using the Print Shop requires planning and advanced notice. HAB 8

You cannot expect a same-day quote or for your project to be

completed within a day or two. Please plan ahead.

(behind the Mail Room)

STOP BY THE W
N EED H E LP') | o STUDENT ASSOCIATION BUSINESS OFFICE
. STUDENT UNION BUILDING (SUB 210) _.

SUNY New Paltz
Student Association

Student Union Building (SUB 210)

1 Hawk Drive, New Paltz, NY 12561 sabo@newpaltz.edu




S —

this example requires a
QUOTE from the campus
print shop

selecting this option will
open up questions that are
specific to uploading that
quote (or contractual
services Which only apply
to certain clubs)

« My club is hosting an event planning meeting on October 15th and we'd like to order
pizza and soda for participating members.

If this is an event related
purchase, please indicate the

Please note that all requests must be submitted AT LEAST 2 weeks out from your event date.
date here:

Off-campus vendors and food service providers may require additional lead time.

If you are requesting the Student Association Business Office create a business relationship
with a new vendor (not on one of our approved lists here), this will require additional time.

| understand that | am not permitted to make any purchases for or on behalf of my club or organization without
prior approval. Additionally, | understand that all purchases aside from APPROVED travel will be made by the
Student Association Business Office, and no reimbursements are permitted. *

va/e-n'e turco

By typing your name in this box, you agree to the terms set out by the Student Association Business Office for club and organization financial
procedures. This information was presented to all club treasurers during training.

What purchase category does Amazon
this request fall under? * Catering [Off Campus Food Provider]
Catering [Sodexo]
Service Provider [Professional]
Service Provider [Student]
Non-Amazon Vendor [Business]

Travel

@ Print Shop & Contractual Services



S —

the student will then
follow the prompts and
complete the form

uploading documentation for
anything other than these
U options wWould prompt a
rejection of the request

you can go BACK in the
form (or save as draft)

Print Shop & Contractual Services

Please fill out the information below to begin the process of placing an order with the campus Print Shop, or paying an invoiced
from contractual services.

For those ordering anything from the Print Shop, please be sure to h27» a quote to upload (from the Print Shop) before
proceeding with thist  m.

Which of the following does Campus Print Shop
your purchase request fall

der: * Crown Castle [WFNP Only]
under:

School Paper Express [Oracle Only]

Telecommunications [SABO Only]

If this request is event related,
please confirm date of event
here:

Please confirm the amount
being requested: *

Please upload your quote or 1+ Upload file

invoice here: * _ , o
In order to get approval for campus Print Shop purchases, you must submit an official quote

from the Print Shop here. Contractual invoices should be uploaded under the appropriate
club/organization/department.

Thank you for submitting a payment request form for your clubforganization. As a reminder, the Student Association is
no longer processing reimbursements for club/organizations, only for approved travel. This means all purchases will
be made by the Student Association Business Office on behalf of your organization.




SA Club & Organization

" npsa Off-Campus Food

NEW PALTZ STUDENT ASSOCIATION O rd eri ng Proced u re G u id e

Student Association Business Office (SABO)

& APPROVED FOOD VENDORS ONLY APPROVED FOOD
SERVICE PROVIDERS

+ Student organizations must purchase food through Fall 2026
vendors on the Student Association's Approved
Off-Campus Food Service Provider List.

Rino’s Pizza

* No reimbursements will be provided for food
purchases made by students or club members.

845 Halal

+ All food purchases must be processed through
the Student Association Business Office.

Dunkin’ Donuts

New Paltz Indian Restaurant

* Submit requests through the Engagement Platform
a minimum of 14 days before your event.
* Include your event date, event time, and whether K&L Bakery
your order will be picked up or delivered.
* If you have already received a quote from an
approved vendor, upload it with your request. A5|an FUSIOH
+ |f you do not have a quote, provide a detailed list of
the menu items you would like to order so SABO can
obtain pricing on your behalf.
L B g on y P N _/
THE FOOD ORDERING PROCESS
@ ﬂ ™) e E e E b f ﬂ By g E R e B )
SELECT AN COMPLETE THE SABO REVIEWS VENDOR ORDER FOOD IS PICKED UP
APPROVED FOOD CATERING (OFF- YOUR REQUEST AGREEMENT IS IS PLACED OR DELIVERED
SERVICE PROVIDER CAMPUS FOOD OBTAINED J
. PROVIDER) FORM » . ‘ . .
— ' &‘ i
o — " -
A —
D — ow'o
Choose a vendor Submit the Catering The Student SABO contacts the Once approved, ' Food is picked up
from the Student (Off-Campus Food Association vendor, confirms SABO places or delivered
Association's pr':"’"d"'} Fgu’mhas Business Office pricing, and completes the order according to your
Approved Off-Campus pan g :m:l;h e ': 3 reviews your request any necessary directly with request and the
Food Service we?; ! niér:::gn‘s for budget availability, purchasing the vendor. vendor’s service.
Provider List. bl vendor availability, P
page in the 3
Engagement Platform. ) L and completeness. ) \

(Q CLUB OFFICER TIPS -0 FREGUENTL ASKED QUESTIONS

Can | order from any restaurant?

A\ MPORTANT REMINDERS

v Plan ahead and submit No. Only vendors on the Student Association'’s Approved Off-Camy v Food purchases must relate
requests early. Food Service Provider List may be used. to an approved club budget
Can | hire a vendor that is not on the approved list? or club-sponsored event.
Flavours by Sodexo at SUNY New Paliz - New v/ Be as specific as possible when 1 you would ke o use alcensed business that s not currntly o the
listing menu items approved list, Submit a Catering (Off-Campus Food Provider) Form as v Vendor pricing is subject
1 part of your Purchase Request and provide the business information. .
Faltz NY - : - - SABO will contact the business to determine whether they can become ta d?aﬂge unt,'l gn .
! v' Notify SABP immediately if your an approved food service provider. Requests for new venders must be official quote is received.
event details change. submitted a minimum of 30 days before your event. .
‘ : v" Large catering orders may
. . X i Can | purchase food myself and request reimbursement? ire additional lead ti
CaterTrax Online Ordering v Monitor your New Paltz email for Neo. Food reiwibursements e ok peitted. require additional lead time.
updates or questions regarding How early should | submit my request? v Questions regarding food
t N B your request. At least 14 days before your event. purchases should be
el LTI el 0T Who places the order? ; h
un The Student Association Business Office. divectd g the Stident

Association Business Office.

N E E D H ELP? Student Association ssbo@newpaltz.edu newpaltz.edu/

Business Office (SUB 210) student-association




Request title: * Fall 26 Magazine Release Party

g E— 4
C— What is this purchase for?

Please provide a thorough
description of what this
purchase will be used for: *

this example requires a ff

« We are requesting these funds to purchase pens for the newspaper office that will be

used for copy editing.
Q o rom qn qpprove » The money requested will be used to pay a band that we are hoping to hire for a

campus-wide event on September 30th.
« My club is hosting an event planning meeting on October 15th and we'd like to order

food_ServiCe Ve“dor pizza and soda for participating members.

pizza for magazine release

If this is an event related 04 Sep 2026
purchase, please indicate the ,
date/h Please note that all requests must be submitted AT LEAST 2 weeks out from your event date.
ate nere:

Off-campus vendors and food service providers may require additional lead time.

If you are requesting the Student Association Business Office create a business relationship

[ [ [ [ J
selecting this option will
with a new vendor (not on one of our approved lists here), this will require additional time.
[ J
ope“ \‘P que8t|0“s that Qre | understand that | am not permitted to make any purchases for or on behalf of my club or organization without
prior approval. Additionally, | understand that all purchases aside from APPROVED travel will be made by the
2 > O Student Association Business Office, and no reimbursements are permitted. *
specific to uploading that
Q\‘Ote. q scree“ShOt’ Or, ﬂﬁlé‘ﬂfe turco
QSKa“g us to CO“s;der vett;“g By typing your name in this box, you agree to the terms set out by the Student Association Business Office for club and organization financial

procedures. This information was presented to all club treasurers during training.



S —

B Payment Request Save As PDF

Catering [Off Campus Food Provider]

Please fill out the information below to begin the process of contracting with an off-campus food service provider. The Student
Association Business Office will then reach out with our required contract and begin the process of executing the contract with
the vendor. You will be provided with updates via your request and your @newpaltz.edu email account.

NOTE: You may not enter into any agreement with a food service provider on behalf of a club. Other than getting a quote or
inquiring about ability to provide your desired food order on a specific day, all logisitics will be taken care of by the Business
Office.

Requests for off-campus food service vendors must be submitted AT LEAST 14 DAYS in advance of your event date to ensure
there is enough time to coordinate ordering, payments and so on.

If there is a vendor that is NOT listed here but you wish to explore an official, vetted partnership between them and the Student
Association, please allow AT LEAST 30 DAYS. This does not guarantee our ability to place an order with this food service
provider, as the Business Office will need time to ensure the buf ess is licensed.a#sl able to accept our payment terms.

What approved off campus 'l':',l" Rino's Pizza
food serwr:e provider are you () K&L Bakery
requesting to order from? * ]
() 845 Halal

() New Paltz Indian Restaurant
() Asian Fusion
() Dunkin' Donuts

() I have a licensed food vendor not listed here | would like to get vetted.



Please upload a quote from the
approved off-campus food
vendor or screenshots that

display the items you are
looking to order:

Provide a DETAILED list of
items you want to order from
the approved vendor you
selected above.

Date that you want the food for
your on-campus event or
program: *

Time that the food needs to be
on campus for your
event/program/meeting: *

Will someone from the club be

picking up the order, or will
enmanna fram tha hiicinace

Asian Fusion

New Paltz Indian Restaurant
K&L Bakery

845 Halal

Dunkin'

« Any off-campus food service provider NOT listed here must go through an approval
process in order to be considered. Please note they must be a licensed business with
valid/current health certificate, certificate of insurance and tax ID number. Private
caterers are not permitted.

& Upload file

If you have not reached out to get"&yuote, please go to the next question and provide us with
the exact items you want to order for your event from the approved vendor list above.

If you uploaded a quote you can skip this question.

Picked Up (by club member)

Delivery (by vendor)

Served with hosemsade marinara sau

€ RINO'S LATE NIGHT SNACK
MAC & CHEESE STICKS <«

EXTENDED
FAMILY

with leson-infused olive oil 12.99

SPECIAL s
CHICKEN FINGERS (5)
Served with hosesade sarinara sauce 11.99

2LG CHEESE BUFFALO CHICKEN FINGERS (8) 12«

PIZZAS, WiNGS (8)

Homesades honey bbq sauce, bbg, mild, spicy

1 o.un “ garll ;u::.t,a!.-\l_: sesame ginger i‘l-
BONELESS WINGS (10

WINGS OR s VO S
.O'l‘ garlic parsigiana or sesasms ginger 12.99
LESS SIDE OF HEATBALLS (3) ¢
WINGS,
GARLIC KNOTS Fresh Salads
-L'n. Served with bread & holce dressing
balsamic bliue cheene ranc Sgesar
ADD GRILLED OR BREADED Cf}r TO ANY SALAD -4 .99
SIDE SALAD « % { CAESAR SALAD
GARDEN SALAD \' SRS Oy
Nized greena asted
peppere ar s, black SAL.‘TAR"‘I
lives & tomatoes 8 Ham, VFodEss—Ts lani
ANTIPASTO o gl
i ASIAN
our CHICKEN SALAD

CAPRESE SALAD ey
Sliced freah mczzarells shicken 14 .99
#liced tomatoem

miyed babky sreans

ovu tell

MOZZARELLA CHEESE STICKS (8) =
O.U“ATA Burrata cheese & sll

ed L

omato

i

A0 ADILFIN A CAL AN

MARGHERITA PIZIA

VEGGIE DELIGHT

MEAT CRAVERS

CHICKEN PARM PIE

CBR PIE

= JERSEY TOMATO
PIE -

THE CUGINE «

GRAMDMA CAPRESE
PIIIA

HIKE'S PEP P

= LIMOMATA

GRANDMA VODKA PIE

Bvild Your
Own Pizza

INDIV

CHEESE
TOPPINGS
12" GLUTEN-FREE

™ED 4" LG 1" GRAMDMA

TOPPINGS

we place the order
it gets delivered OR you pick up
we pay the bill

u$ What you want



this example will require a
QUOTE from our SodeXxo Services
on compus

selecting this option will promt

you to upload a quote OR a list o

items from the Sodexo catering
site that you want to order

Flavours by Sodexo at SUNY New Paltz - New
Paltz, NY

CaterTrax Online Ordering

m catertrax.com

ra

=

c

c

%5 newpaltzcatering.catertrax.com

A HOME

Flavours by Sodexo at SUNY Mex

z

23 newpaltzcatering.catertrax.com/productasp?intCustomeriD=&categorygroup= 198191473 |p: 1860

* O 0

CATERING v  MEETTHETEAM Q& ACCOUNT —— w CART
> FREGISTE UL

T L= TV RO T

Flavours spans the simple coffee break to the more elaborate
dinner reception offering a variety of chef-inspired foods and
flavours.

Please remember to request food and beverage tables for your event
through My New Paltz using the Facilities Request Form. Facilities requires at
least 10 business days’ notice to provide tables and chairs.

ORDER NOW

SQUARETOMATO

This is for Student Organizations Only
SQUARE TOMATO offers a wide selection of affordable catering
options for casual get togethers, meetings and celebrations.
(Selections from these menus are for pick up only.)

ORDER NOW

4 ltem(s) in Cart

Browse Menu | View Related items

-+ Lemonade Iced Tea (1 Gallon - serves 12) -
per order

1+ Lemonade (1 Gallon - serves 12) - per
order

1+ Sweet Iced Tea (1 Gallon - serves 12) - per
order

— 2+ Brewed lced Tea (1 Gallon - serves 12) -
per order

Total

Cancel Order

£12.00

$12.00

$24.00

Fimish update %

Finish update &

$72.00

SIGN IN / REGISTER TO CHECK OUT



S —

Fac/Staff NAB Proposed
Expenses
https://www.beaweb.org/conv/

Total Funds Requested: $1560 (MAX)
Breakdown:

e Hotel/Flight: $ 950MAX

e Conference Registration: $245

e Airport parking: $150 MAX

e Gas mileage: $139.20 MAX

e Travel to/from airport to hotelin LV:

$50-$75 round trip

screenshots of all associated travel costs

travel roster

Student NAB Proposed
Expenses
https://www.beaweb.org/conv/

Total Funds Requested: $1590 (MAX)
Breakdown:
o Hotel/Flight: $1200 MAX
e Conference Registration: WAIVED
e Airport parking: $175 MAX depending
on lot selected
e Travel to/from airport to hotel in LV:
$50-$75 round trip
e Gas mileage: $139.20

SO Explore John F. Kennedy Interational Airport

Stay

Thu, Agr 1 = Tee, Apr 21 (% nights, 1 room)

The LINQ Hotel & Casino — A Caesars
Rewards Destination

* %k ok

Fully refundable before Apr 14

78 Good 18974 roviews

n details >

Change stay Change room

Flights

Roundtrip, 1 traveler (1 adult)
Cancel flights for free
There's no fee to cancel within 24 hours of booking. After this, individual fare refund policies apply.

‘/ Changes included for all flights
You can change these flights without paying a fee if plans change. Because flexibility matters

New York to Las Vegas

f. Wow! You're saving $634 with Bundle &
Save deals

#  Prices if purchased soparately

The LING Hotel & Casino = A Caesars $1.307.41
Rewards Destination tatal price
$486.80

BIEECLA tatal price

Price Details

Package subtotal

Package savings
(% 100% off flights

Package total £1159.98
£ You'll earn $17.54 i§ OnekeyCash after this trip

Starting at $80/mo or DIRAPR with aﬁm. Check your
purchasing power N\

Mext: Final dau's

96 miles x .725 (travel office

determined rate) = $69.60 x 2

A Delta « Thu, Apr 16

(round trip) = $139.20 gas

Fare: Delta Main Classic

® Saat choics included

= * 17T &, search aiong the route @ Gas £ B/ EVcharging | (@ Thingstodo | km Hotels
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ALL spending by SA clubs and

o o [ ] . .
Please upload documentation of a club * Upload file
organizZations requires a vote with decision to allocate the 5, ,ote_proot_ap_baoks.pdf (Delte
funding for this particular purpose. * ) - , )

° ° ° In order to spend Student Association allocated funds, the respeci@e club/organization must have documentation
of a decision to use the money for this particular purpose. No singular club member or portion of a group can
decide to use club money without a discussion and vote open to all, The documentation should include the date
and time of the discussion, list of members present, and final vote numbers.

eboard meeting, general club
meeting, or virutal chat) and a vote.

This ensures that everyone is on

the same page about allocating -

funds for a specific purpose and ™
that spending has been discussed in this "

by club members ingtance,
an in-person | ©

There is a sample document that ';‘:,f‘gg‘gs;g@

can be used to record votes 30

embedded in the purchase request a text vote = “
form. was done and

Yes

recorded



Unless someone from the club has
s O I o reimbur t been approved for travel, there will be
' e no out of pocket spending or
R ECAP reimbursements via SA!
00 This means a culture change with
receipts planning for spending, BUT, no need to

worry about turning in recepts and
waiting for a check!

We have an approved vendor list for students
to pick from (established professional vendors
who accept our terms).Adding vendors is an
option, but will take time and some planning.

vendors

Professional vs. student contracts.
contracts SABO establishing contract terms. No
student payments over S$150.

BIG CHAN(|;<ES. BUT
WILL MAKE FOR

Sodexo vs. off-campus APPROVED

food vendors. All coordinpation completed by MUCH EAS‘ER

SABO. FINANC|AL
EXPERIENCE

o



S —

C submit early and with all required
) documentation

i ose Palmeri, Melinda Cirillo, William Clark, CampusGr...

minutes or proof of vote is required

O to spend club funds. you must
submit an actual record of a vote or

discussion to spend money

you can now save your submission
—\ as adraft and go back to it before
U submitting

u?e the chat feature to let us know

/ of any changes to the submission or

\D to ask any questions. you'll also be
updated via the chat as your request
moves through the stagés of the
request process.




L et's chat!

— Email Val:
turcov@newpaltz.edu
'E ' to set up a time to meet

and go over
SNAP! Raise fundraising



HELP?

‘ETUD{NMSSUGI}"TIDN

|| PMU

CLUB AND ORGANIZATION ASSISTANCE

THURSDAY 9.6 1IPM-3PM
TUESDAY9.8  10AM-12PM
WEDNESDAY9.9  4PM-6PM
et
MEMBERS OF THE STUDENT

ASSOCIATION AND CENTER FOR
STUDENT ENGAGEMENT STAFF WILL
BE AVAILABLE IN SUB 62/65 DURING
THESE TIMES TO HELP CLUBS 1:1
WITH ROOM REGISTRATION, EVENT
SUBMISSIONS AND THE FINANCE
PROCESS FOR CLUBS AND ORGS!



IN CASE YOU
DIDN'T TELL
US YOU ARE A
TREASURER

ONE treasurer per
organization...
ONLY the treasurer can
submit purchase
requests

https://forms.cloud.
microsoft/r/1jyjzdnPtv




Student Association
Business Office

SUB 210
SABO@newpaltz.edu
Mon-Fri 8:30am-5pm

y\npsa
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