
by Ildiko Gyeresi



� Charging Club Dues

� May be charged to student account if it is submitted to 
SFS by Sep. 27

� After this deadline cash or check needs to be used

� If charging student accounts CHARGES FOR CLUB 
DUES FORM should be used

� Electronic sign up is not accepted without the student’s 
signature

� Maximum amount for dues is $50

� Make copies of documents turned in to finance



CHARGES FOR CLUB DUES FORM



CHARGES FOR CLUB DUES FORM



DEPOSITING CLUB FUNDS 

� Bring funds to the University Cashier on the 2nd Floor 
of Ad Building 

� Include a cover sheet that lists your club name, club 
account number, amount depositing, and description 
of deposit. (e.g. t-shirt sales, banquet tickets) 



PAYMENTS AND REIMBURSEMENTS

� To pay an individual or a company use Club 
Cash/Check Request Form and attach the 
receipts/invoice to it

� Up to $100 accepted without receipt with a detailed 
description of the purpose

� If paying for SERVICES, payment must be made by 
Andrews University (not by a club member).  Due to 
tax issues, a W-9 must be completed, or W-8 BEN for 
international students 



CLUB CASH/CHECK REQUEST FORM

ANDREWS UNIVERSITY, Berrien Springs, MI



APPROVAL REQUIREMENT
� For amounts <$100, the club President or Treasurer 

may sign 

� For amount > $100 the club Sponsor must sign 

� An individual may not approve their own 
reimbursement 



TAX EXEMPTION 

� Clubs are NOT tax-exempt 

� We are not able to give tax receipt for donation 



FINANCIAL STATEMENTS
� Statements are available online: 

vault/finance/financial statements/club statements 

� Club sponsors, president, and treasurer will be given 
access once Club Info Update Form is received 

� Club Officers under supervision of sponsor are 
responsible for monitoring club’s financial activity 



















� Questions 

� Contact Ildiko Gyeresi in Financial Records: 
igyeresi@andrews.edu/ 269-471-6330


