
For Student Organizations that have 

selected On-Campus Banking

BANKING TRAINING



Lesson 1

Banking Options

Lesson 2

The benefits of  Banking with 
Associated Students

Lesson 3

Purchases & Reimbursements

Lesson 4

Making Deposits

Lesson 5

Fundraising & Account 
Statements

Course Outline



Choosing your 
Banking Option

Effective July 1, 2016 California State University 

(CSU) guidelines require RSO's to obtain an 

account with Associated Students (A.S.). 

External bank accounts (i.e. U.S. Bank, Bank of 

America, Wells Fargo, etc.) can no longer be 

used for the financial management of RSOs.

Select only one of the 
following options:

• On Campus Banking

• Off Campus Banking

• No Bank Account



Account Application       

& Agreements
ONLY student organizations that select On 

Campus banking are required to submit an 

account application form.

_______________________________________________

https://as.sdsu.edu/stu-org-funding/banking

This form indicates who will be 

authorized to transact on behalf 

of your student organization.

This form must be signed by the 

President, Treasurer and Advisor

If there are changes to the officers 

during the year, a new 

application must be submitted.



All Student Organizations that bank 

with A.S. benefit from the Non-Profit 

status of Associated Students

• Student organizations are not 

required to file taxes.

• Helps to prevent the misuse of funds 

& keep organizational leaders 

accountable.

• Ensures that the accessibility of 

Student Organization funds are 

carried over from year to year.

What are the 
benefits of banking 
On Campus?



How does On Campus 
Banking Work?

Request Payments or 

Reimbursements

Make Deposits

Request Tax ID or Statement 

information



There are 3 options for making 

purchases:

o REIMBURSEMENTS – When a student pays out of pocket and is later reimbursed

o INVOICES – When A.S. pays the vendor directly from your student organization account

o P-CARD PURCHASE – When your online purchase is paid with the Student Organization credit 

card (P-card)

*A check request form is required for all 3 options.  

https://as.sdsu.edu/stu-org-funding/banking

https://as.sdsu.edu/stu-org-funding/banking


This form must be completed when requesting payments or 

reimbursements from your Student Organization Account

_______________________________________________

Submit the completed form and an itemized 

receipt containing proof  of  payment to 

your advisor for review and approval. 

• No signatures are required when you 

submit this form via email.

• If  submitted in person at the A.S. office  

your Faculty Advisor must sign the 

form.

The receipt must contain the following:

• Details of  purchased items

• Proof  of  payment

Student Organization 
Check Request

*Fill out the areas highlighted in yellow*



Receipts must be itemized and show proof of payment

Receipt #1

Incorrect – not 
itemized

Receipt #2  

Correct - Itemized and shows proof of 
purchase.

Receipt #3 (Paid Invoice) 

Correct – Itemized and shows proof 
of payment



A.S. Check Request
This form must be completed when requesting 

payments or reimbursements from your College 

Council or Cultural Funds Account (not 
applicable to all organizations) 

_______________________________________________

Submit the completed form and an 

itemized receipt to your College 

Council advisor or to your faculty 

advisor (cultural orgs)for review and 

approval. 

• No signatures are required when you 

submit this form via email.

• If submitted in person at the A.S. 

office the appropriate 

Advisor/Budget Manager must sign 

the form.

The receipt must contain the following:

• Details of purchased items

• Proof of payment

*Fill out the areas highlighted in yellow*



• 5000 –Supplies

• 5100 – Dues & Subscriptions

• 5520 – Food

• 6125 – Travel

• 6200 – Services

• 6254 – Facility Rental

• 6400 – Promotions

• 6413 – Gift Cards

Purchases of Alcohol, Tobacco& 

Gambling will not be reimbursed

Most Commonly Used 

Expense Codes



Check Request Approval Process
Check requests can only be approved by the Student Organization Advisor

______________________________________________________________________________

o Check Request forms can be completed online and then emailed to your 

Student Organization Advisor for review and approval (no signatures 

required) or they can be signed by the advisor and then dropped off at the 

A.S. office. 

o Check requests submitted by 12pm on Monday will be mailed out (or be 

available for pick up at the A.S. front desk) on the following Friday.

o The A.S. office is located on the 3rd floor or the Aztec Student Union Building, 

suite 320.  Our office hours are Monday - Friday 8am to 4:30pm.

o Please use the most current forms found on the A.S Website on the following 

link: https://as.sdsu.edu/stu-org-funding/banking

https://as.sdsu.edu/stu-org-funding/banking


What is an Invoice?

An invoice is a “promise to pay”.

This is a good option when 

making a large purchase from a 

vendor and you would like 

Associated Students to pay that 

vendor directly from your student 

organization account.

To Proceed:

• Submit a check request and 

the invoice to your advisor for 

review and approval.

Receipts vs Invoices



Using the P-Card
This is a  great option for paying online purchases

What you need to do to proceed:

• Submit a check request and a copy of your 
online order/cart to your advisor for 
approval.

• Contact the Student Organization Accounts 
Specialist  (as.RSObanking@sdsu.edu)to 
schedule a meeting.

• Banking Hours: Monday – Friday 9am to 3pm

• There are no out of pocket costs 

• The vendor is paid quickly so the product is delivered quickly

mailto:as.RSObanking@sdsu.edu


Student Organization members can now pay 
their dues with debit or credit card on the 
banking page of the A.S. website.

Electronic Deposits
For dues ONLY!

https://as.sdsu.edu/stu-org-funding/banking



Making Deposits 

in-Person
Banking Hours: Mon-Fri 9am to 3pm

Deposits are made at the A.S. office, located on the 

3rd floor of the Aztec Student Union building, suite 320

*All checks must be made payable to Associated 

Students

If you are unsure of the account number please ask 

for assistance at the A.S. front desk, or call (619) 594-

6555

Deposits can also me mailed to:

Associated Students

5500 Campanile Dr. suite 320

San Diego, CA 92182-7800

https://as.sdsu.edu/files/stu-org-funding/banking/SO_Deposit_Slips.pdf



Elements of a check: What to look for

When accepting a check always verify the 

following information:

● Check #

● Date: shows current year 

● Payable to: Associated Students of SDSU

● The numeric amount and written amount 

match

● The check is signed



Transportation of Cash

1. Cash should be delivered to the Associated Students office 

within 5 business days of receiving the funds.

2. Cash should be secured in a lockable receptacle until 

deposited.

3. Transportation must be done in a secure manner to protect the 

individuals and the cash.

4. Two Student Organization members should be present when 

transporting $1000 or more.
5. Banking hours are Monday – Friday 9:00 AM to 3:00PM.



Gift 
Transmittal
If  donors give you a donation 

in person and request Tax ID 

information, use this form to 

collect their contact 

information. 

Then Associated Students will 

send the donor the tax 

information that they need to 

write off  their donation.

https://as.sdsu.edu/files/stu-org-funding/banking/SO_Gift_Transmittal_Form.pdf



Fundraising & Tax ID Requests

Tax ID Requests are commonly 
requested when a donor or 
fundraising venue would like to 
write off the funds that they will 
be donating to your student 
organization.



Tax ID Request
_________________________________________________________________________

Complete this form for EVERY fundraising event.

After your event is completed, Send an email to 

as.RSObanking@sdsu.edu letting us know the 

amount of the check to expect from the 

fundraising vendor.

Make sure donors &fundraising vendors know the 

following.

• Checks must be made payable to: Associated 

Students

• Checks should be mailed to:

Associated Students

5500 Campanile Drive, suite 320

San Diego, CA 92182-7800

https://as.sdsu.edu/stu-org-funding/banking

mailto:as.RSObanking@sdsu.edu


Account Information 

Request
_____________________________________________________________________________________

This form is used to request an 

account balance for a Student 

Organization Account or a Cultural 

Organization Funds Account.

Only the President, Treasurer or 

Advisor may request this information.

Allow 3-4 Business days for a response

https://as.sdsu.edu/stu-org-funding/banking



THANK YOU!

Diana de la Rosa 

Student Organization Accounts Specialist

as.RSObanking@sdsu.edu

Associated Students

5500 Campanile Dr. suite 320

San Diego, CA 92182-7800


