RESIDENCE LIFE: RSA & Hall Governance 
AUTHORIZATION FORM
Using this form: This form can only be completed by a President or Treasurer with approval from Advisor / RD. Once completed this form needs to be submitted to the RSA VP of Finance one week prior to the program date. Once processed the submitting recipient will be notified via email. 
Member making request: _________________________________________________________________

                                              (One Name Only, PLEASE PRINT)                                                     (Title)


Funds Using: $____________________
                               Funds Requested:       $_____________________ 
Payment Method [   ]                    Panther funds card   [   ]               Travel Card [   ] other__________
PF card number    ____________________________
Program Title:             __________________________________________________________________________
Program Date:            ___________  Hall(s) Participating in Program: _______________________________
Program Description:__________________________________________________________________________
                              __________________________________________________________________________
                              __________________________________________________________________________

Program type            [     ] Just for fun / Social  [    ] Educational  [     ] Advocacy   [  ]Other_________
ExpenditureDescription:_______________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________

(Advisor Signature)









Date _________________     
(President / Treasurer Signature)___________________________________   Date _________________ 
	FOR ADMINISTRATIVE USE ONLY:    
Area:                               

___ Tower A

     
___ Quad

___ Tower B Blue

     ___ Nordenberg

___ Tower B Gold     
     
___ Panther/ Irvis


      
 

___ Tower C

     
___ Sutherland




___ Forbes

     
___ Lothrop






___ Holland


___ RSA
     









Approved by:

(VP of Finance ) 




                              
 Date                  .   
Allocation Moved by

(AD Programming ) 




                              
 Date                  .   


	Filing 

[   ] Original documentation on file with RSA 

[   ] Copies saved by RD / Hall Council Leadership 




RESIDENCE LIFE: Hall Governance 
AUTHORIZATION FORM
Form Steps: 

1. With the approval of the Hall Council Treasurer, a budget will be set.
2. The President/Treasurer will complete the top portion of this form in its entirety. 
· If a vendor does not take Panther Funds then the Hall Council Advisor (RD) will determine if their travel card should be used for the expense. 
3. The President/Treasurer and Hall Council Advisor (RD) will sign the form.
4. A Hall Council member will submit the completed form to the RSA VP of Finance.
5. The RSA VP of Finance and Assistant Director of Residential Programming will determine if the budget is approved.  Nothing should be purchased prior to approval. 
6. Once processed the submitting recipient (Hall Council President or Treasurer) and the Hall Council Advisor (RD) will be notified via email with a scanned copy of the authorization form.  The requested funds (if approved) will be moved to the appropriate accounts.
7. The Hall Council Advisor will receive the original hard copy in their mailbox in the Office of Residence Life.
8. The following business day after the program, the submitting recipient (Hall Council President or Treasurer) will turn in the original receipt and copy of the guest list to the Hall Council Advisor (RD).
9. The Hall Council Advisor will update their budget ledger and turn the authorization form (with attached receipt/guest list) to the RSA mailbox in the Office of Residence Life within 2-3 business days.  
Updated July 2017





To close this program 


Attach Original & Itemized


Receipt(s) and attendance sheet





Move to card number ________________________





Account number ___________________________





Updated July 2017





To close this program 


Attach Original & Itemized


Receipt(s) and attendance sheet








