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INTRODUCTION TO PROGRAMMING FUNDS 
 

 
PROGRAMMING FUNDS (RAF) 
 
The programming funds used by the Resident Staff and Councils are called Residential Activity Funds 
(affectionately known as RAF).  These funds are generated from the small fee that each resident pays as a part 
of living on-grounds.  Each house or area receives an amount proportionate to the number of residents living 
there.  The Resident Staff gets 60% of those funds, and the Council gets 40%. 
 
The programming funds are allocated at the beginning of the fall semester for the entire academic year and 
must be spent by the last day of classes.  The Residence Life employs a financial manager to administer the 
Residence Life Office funds. 
 
LEDGERS 
 
There should be a person designated to keep a ledger or some means of records keeping for your account.  In 
an Area Council it will be the Financial Officer, in a House Council it will be the Vice President, and on a staff 
it will be the senior staff member (SR). 
 
The person who controls the money in your organization (ledger keeper) is responsible for entering all 
expenditures in the ledger/tracking system and keeping a running balance (just like a check register).  It is the 
ledger keeper’s responsibility to make sure the account does not ―bounce checks‖ or spend more money than 
is in the account! 

 
The ledger keeper should reconcile the ledger with the monthly statement provided by the RLO fiscal assistant 
(check your RLO mailbox for this statement).  Any discrepancies should be reported immediately to the fiscal 
assistant. 

 
BUDGETING 
 
A critical financial responsibility is to setting out a budget.  Once you’ve created a tentative calendar of events 
for the year, begin to formulate the approximate cost of the events.  This will give you a sense of how much of 
your funding you will be using.  Evaluate your schedule of programs on a monthly basis and be prepared to 
reallocate money to new programs if you have a balance left over from completed programs.  Ideally, you will 
neither overspend nor underspend, but will come in at about zero in May. 
 
Estimate program costs. Leave yourself plenty of cushion, for program ideas not yet born and emergency 
programming needs. 
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WHAT (NOT) TO SPEND MONEY ON 
 
There are some guidelines as to what you can spend RAF on.  We will outline some specifics, but keep this in 
mind:  everybody in your house/area chipped in to RAF, so everybody should have a chance to benefit from 
RAF usage.  You have been entrusted with their money!  If you have a question, ask yourself, ―Would I feel 
good about telling a resident this is how we spend her/his money?‖  This should help you understand some of 
the restrictions the University and the State put on these accounts. 

 

 RAF events should be open to all residents of the house/area.  It’s OK to plan a program that will 
appeal mostly to one sub-group, but try to target another group of people the next time. 

 

 RAF cannot purchase prizes, awards, or be donated.  See your Area Coordinator for other ways to 
accomplish your goals (generally the only way to accomplish this would be for the council to hold an 
approved fundraiser making sure that participants are fully aware how their donations will be utilized.)  

 

 RAF cannot purchase alcohol. 
 

 RAF cannot be used to dine in restaurants.  Food can be purchased with the GE 
MasterCard/Purchasing Card by a Resident Staff Member and brought back to Grounds. 

 

 Photocopying must be done at a UVA Copy Center.  However, the University now has a contract 
with Kinko’s in Barrack’s Road Shopping Center (945 Emmet St.) for after hour photocopying 
services.  Every attempt should be made by University departments to utilize the UVA copy centers 
prior to using this contract.   

 

 RAF funds cannot be used for staff meetings or functions.  Staff members should see an Area 
Coordinator for funds to spend on staff events. 
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UNIVERSITY PURCHASING CARD AGREEMENT 
 

At the time of issuance, the Cardholder agrees to abide by all State law and policy and University policy. The cardholder will be 
asked to sign an acknowledgement form which states that the Cardholder: 
 

1. I will not use the card to purchase restricted items.  
 
2. I will only use my corporate Purchasing Card with over the counter the vendors  
 
3. I will physically swipe the University Purchasing Card at the vendor location for all transaction. 
 
4. I will request when returning merchandise that the charge be credited to the charge card used for the 
original purchase.  I will keep all original receipts and produce them when returning items for credit. I may 
not take a “store credit” under any circumstance. I will notify the Residence Life Financial Manager at 
434-924-3736 if a merchant refuses to credit the original charge card. 
 
5. I will not exceed the, per transaction and monthly limits assigned to my card or use the card to 
circumvent established purchasing procedures. I will strive to obtain the best value for the University and 
will not make excessive or unnecessary purchases with my card, because the University is liable for all of 
my expenditures. I will use the card for approved purchases only and I will not make personal purchases 
on the card under any condition. I understand that the University audits the use of the card and will take 
appropriate action when improper uses are found. 
 
6. I am the only person who will use my card. I will keep my card number confidential. 
 
7. I am responsible for maintaining documentation of all purchases. I will document all card purchases 
using a Documentation of Expenditure (DOE) form and the Business Meal Certification (BMC) form if the 
purchase contains consumable items. I will sign and date each DOE/BMC forms and my charge receipts. 
I will immediately send the original DOE/BMC forms and the signed receipts to my supervisor for approval 
and reconciliation. My supervisor will review, approve, sign, and forward the DOE/BMC forms and 
appropriate receipts to the Residence Life Office Financial Manager. 
 
8 I will not make purchases on the Internet except with Vmeals.com or fax my card number. 
 
9. I will physically swipe the University Purchasing Card at the vendor location for all transaction. 
 
10. I will record the names of all individuals partaking in food purchased with the card, and provide reason 
or purpose for all food purchases. I will adhere to the University policy governing food purchases. 
 
11. I agree to return my card immediately upon request or upon end of the current school year to the 
Residence Life Financial Manager. 
 
12. If my card is lost or stolen, I will notify the Residence Life Financial Manager at 434-924-3736 & GE 
MasterCard at 800-274-7378 immediately. 
 
13. I understand that any misuse of the University Purchasing Card is grounds for referral to the Resident 
Staff Appraisal Board. 
 
 

 
PROCUREMENT SERVICES - Carruthers Hall  
Location: 1001 N. Emmet St.     

Mailing Address: P.O. Box 400202, Charlottesville, VA  22904-4202 

Purchasing Card Administrator: Dolores Hildebrand, djh2c@virginia.edu , (434) 924-4233 

mailto:djh2c@virginia.edu
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SPENDING MONEY OFF-GROUNDS 
 
All Resident Staff will be given an GE MasterCard/University Purchasing Card for the academic year to enable them to 
procure the items needed from vendors off-grounds for their programs.  The Staff will also be responsible for procuring 
items needed for programs sponsored by the Councils (elected students will not be able to have the GE MasterCard 
University Purchasing Card). 
 
The GE MasterCard/University Purchasing Card for Resident Staff can only be used at the vendors within 
Charlottesville area, zip codes 22901-22911.     
 
Because the University agrees to pay for all the purchases with the University Purchasing Card, cardholders must receive 
training on the use of the Card and agree to follow specific guidelines when using the card.  The guidelines protect the 
University’s resources and ensure that cardholders are exercising good financial stewardship of University funds.  
Cardholders must not charge personal items on the card.  Failure to comply with Cardholder terms and conditions may 
result in a referral to the Appraisal Board and revocation of purchasing card privileges.   
 
Limitations on the Use of the Card 
There is a $250 limit per transaction, and a monthly card limit of $500.  Also, this year in order avoid a 1% cost of doing 
business fee all card transactions MUST be done over the counter. This means that you must physically be at the 
counter and physically swipe your card to avoid the additional charge. 
 
These items may not be purchased with a University Purchasing Card and are considered òrestrictedó items: 
Alcoholic Beverages  Firearms   Lodging   Radioactive materials 
Ammunition   Prescription Drugs Renovation/Construction services 
Carpet and Window Treatments  Furniture  Car rental purchases (except for vans from Enterprise 
Rent-A-Car)  
Purchases from a Commonwealth employee  Gifts (MUST be approved; cannot exceed $25; & are 
Restaurants (for dining in)    for students only) 
 
 
Required Documentation for any purchase expense 
Each Purchase expenditure must be recorded immediately on a Documentation of Expenditure Form (DOE) and 
the Business Meal Certification Form (BMC) when needed (DOE and BMC – can be found in the Forms 
Section of the RLO Staff Room). The original receipt/invoice MUST be attached, signed and dated by the 
purchaser, and submitted within 24-48 hours to the first line Supervisor, and then to Area Coordinator or appropriate 
professional. DOEs must be filled out for each financial transaction. The DOE is required anytime money is being 
spent, while the BMC is only needed when food or consumables are purchased.  These original signed receipts and 
DOEs/BMCs are retained by the financial manager for four years for potential audit reviews by the University. 
 
If there is a discrepancy between the receipt and monthly statement, the RLO Cardholders are required to call the 
vendor immediately to have them issue a credit or correct the charge.  If the vendor disputes the credit, Cardholders 
must contact GE MasterCard (1-866-834-3227 on the back of your card) for a temporary credit until the dispute has 
been resolved.  The RLO Financial Manager will monitor monthly statements to ensure proper credit has been given. 
 
Sales Tax Exemption 
The University is exempt from sales tax on goods and services except for prepared foods (i.e. pizza and catered foods).  
The Commonwealth’s tax exempt ID is on the card’s blue carrying case.  It is your responsibility to ensure that tax does 
not get paid!  You must mention this exemption when ordering (before items are scanned).  Don’t rely on vendors to 
think of this for you.  If you forget and get charged sales tax, tell the cashier to give you a credit and swipe your card 
again.  Fill out a new DOE for the credit slip and submit to your supervisor. 
 
15% Tip to Delivery Person 
When ordering take-out food to be delivered, tell the person taking the order to add a 15% tip.  The tip will be added to 
the GE MASTERCARD receipt. You must swipe the card at the vendor for payment. Remind them to bring the receipt 
with the delivery, and that the tip must be printed on the receipt.  
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SPENDING MONEY ON-GROUNDS 
 
There are several University departments that provide goods and services for fees.  These departments are set up to 
accept charges by other University departments rather than requiring cash up front.  After you place a charge at one 
of these departments, a journal transfer is entered in the University’s Oracle Financial System that charges the 
Residence Life Office PTAO that you provided.  The department where you are buying goods or services will 
request a PTAO from you in order to make a charge.  You will have received a PTAO sheet from the Residence 
Life Office with a bar code and a number string for the Project-Task-Award-Organization (PTAO).  Initially, you 
may be required to write out the number string. Eventually, the departments will be set up to scan the barcode. 
 
P-Project 
T-Task 
A-Award 
O-Organisation 

101970 
101 
LS00093 
21035 

 
 
University Departments Most Used by Students for Programming Purposes:                                 

   Printing and Copying Services-Copy Division (see below for locations) 
  Dining Services (ARAMARK) 
  Facilities Management 
  Intramural Recreation                          
  Rotunda Administration           
  University Bookstore 
  Newcomb Hall Reservations 

 
Each department operates differently and has unique forms for charging.  The most important thing to do is to 
find out the total cost of your charge (especially if you are using Dining Services, Facilities Management, and 
Rotunda Administration). 
 
After you make your charge, submit the charge form with a Documentation of Expenditure (DOE), and the 
Business Meal Certification (BMC) Forms if needed to your supervisor.  If the department does not provide 
you with a charge invoice, find out the cost and indicate on the DOE/BMC that you did not receive an invoice. 

 
 
Printing and Copying Services (PCS) Copy Division ð Full Service Copy Centers 
 
LOCATION   HOURS   PHONE/FAX 
Alderman Library   M-F 8-5    Ph 924-3785, Fx 924-0516 

UVA Bookstore   M-F 9-6    Ph 924-3634, Fx 924-3635 

Carruthers Hall   M-F 9-6 (closed noon-1)  Ph 924-7716, Fx 924-3105 

Chemistry (Rm. 401)   M-F 8-5 (closed noon-1)  Ph 982-2098, Fx 982-2099 

Hospital (West)   M-F 8-5    Ph 924-5681, Fx 982-1828 
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OTHER METHODS OF PAYMENT 
 
The vendor or supplier may be in the UVA Oracle Vendor File and willing to accept an LPO (Limited Purchase 
Order) for supplies or a Payment Voucher for catering.  If they are not in the file, they should add themselves to 
the file at www.virginia.edu/procurement.  Allot extra lead time in your program planning in order to expedite any 
transactions other than using your GE MasterCard University Purchasing Card. 
 
When using an LPO or making a payment with a Payment Voucher, fill out the Documentation of Expenditure 
Form and attach the invoice.  Submit them to your Senior or Head Resident who will forward to the Area 
Coordinator. 
                                                     
Reimbursement 
There are certain instances when you need to spend your own personal money and get reimbursed (this is strongly 
discouraged and must be approved by an Area Coordinator or above!): 
 
Whené 

- It’s an emergency and you cannot use any other method of payment 

- The emergency purchase is within allowable University guidelines (i.e., not gifts, etc.) 

- The amount is within the parameters of your budget 

- You can wait several weeks to be reimbursed 
 
Howé 

- Make purchase and keep receipt for proof of purchase 

- Fill out the Documentation of Expenditure Form and the Business Meal Certificate if applicable and attach 
original receipt(s) (you MUST have receipt). 

- Submit DOE/BMC and receipt to Senior or Head Resident who will forward to the Area Coordinator. 

- Area Coordinator will give the DOE/BMC and receipt to the financial manager who will prepare a payment 
voucher.  Reimbursement will be electronically deposited into your account if you have direct deposit for 
non-payroll set up at the University (see form on next page), or mailed to your UVA address if you do not 
have direct deposit. 

 
HINT:  Submit a UVA Direct Deposit Authorization Form to the Payroll Office and check off that you want 

both Payroll and Non-Payroll payments to be deposited into your bank account.  This form can be found 
on the UVA Web Forms site and also in the Forms Section of the RLO Staff Office. This will really 
streamline the process to receive any payments from the University.  You will be notified by e-mail when 
the payment will be deposited into your bank account (usually notification occurs 3-4 days after the 
payment voucher is processed). If you do not have direct deposit and you need to be reimbursed, you will 
have to wait much longer to receive your check in the mail at your UVA address. 

 
 
Co-Sponsorship 
Planning an event with another Council or staff member can save money, raise attendance, and be a lot of fun!  If the 
co-sponsored program involves spending money, the person spending money should fill out a Documentation of 
Expenditure Form and a Business Meal Certification if needed, attach the signed receipt, and have each co-sponsor sign 
the Co-sponsor section of the DOE for their dollar share of the expense (then submit to Senior or Head Resident).  A 
DOE/BMC must be filled out for each financial transaction and split between the co-sponsors.  
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ENTERTAINMENT 
 
 
Examples of Entertainment 
Band   Hypnotist 
DJ   Singing group 
Lecturer       Massage therapist   
Dance instructor Comedian 

 
To have a group or person present or entertain for a fee, you must ask them to complete two items:  a contract and an 
on-line vendor registration form.   

 
1.   Vendor Registration Form:  An artist or presenter has to be in the UVA Vendor File in order 

to get paid by the University.  (Check with RLO financial manager to see if the artist is in the Vendor File).  The 
artist can complete the form on the UVA Forms Website: (http://www.virginia.edu/procurement/.  Click on 
Vendor Information, then Vendor Related forms, and then U.S. Vendor Registration.  Complete form and submit 
the form. 
 

2.  Contract (up to $300):  Blank contracts are available in the RLO Staff Room Forms Section.  Contract must be 
signed by the artist and Assistant Dean before the event. 
 

Attach the signed Contract to the Documentation of Expenditure Form and submit to your Senior/Head Resident 
immediately following the event.  The artist will receive payment 30 days after processing by the RLO financial manager. 

 
To have a check available to present to the artist upon completion of the performance, all paperwork {DOE, Contract, 
Invoice from Vendor and the vendor must be registered} must be completed and submitted to the RLO financial 
manager a minimum of two weeks prior to the scheduled performance. 

 
Sound Amplification Form:   
If your entertainment will be amplified outdoors, you will also need to fill out this form and have it signed by your 
Assistant Dean. 

http://www.virginia.edu/procurement/
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FUND-RAISING 
 
NOTE:  It is important to diligently use the money allotted to each staff, which will usually be as much as they 
need in an academic year.  In the rare occurrence that you need more money, below are some things to keep in 
mind. 
 
What?  Not enough money?  You must be busy!  You could choose cost-less programs, be more frugal, or co-sponsor 
with another programmer.  The funds provided to the Councils and Staff is usually enough to last the year, but there 
may be times when you want to raise some money.  This may happen if you want to have a particularly expensive event 
(like a formal dance) or to sell t-shirts.  With any fundraiser, please contact your AC for suggestions and ways to work 
within University policy. 

House òDuesó 
Please do not collect house dues!  Your residents have already paid dues, in the form of the residential activity fee, which 
is what makes up your funds.  If you need more funds to do your programming, try the following ideas. 
 
IMPORTANT: When collecting money from resident it is IMPORTANT that they are informed up front about why 
you are collecting money and how the money is going to be used. Please note that any money collect by staff or any of 
our councils must be deposited and will be subject to University financial policies regarding its’ access and use. 
 
Tickets 
Sometimes you may want to plan an event that costs a lot of money, such as a dinner, amusement park trip, or other 
formal event.  If the cost per person for the program is high, it may not be fair (or possible) to take the money for a few 
people from the house/area funds.  Then, you might want to consider asking for a sum of money from each of the 
actual participants to offset the cost. 

Howé 

 Collect currency or checks made payable to UVA (coins not preferred) 

 Keep good records of who paid and how much—buy a receipt book with duplicates and fill out the RLO deposit 
slip when you give out each receipt 

 Deposit any money you collect at the Residence Life Office.  Make sure you fill out a deposit slip and give the 
money TO THE FISCAL ASSISTANT.  DONõT keep sums of money in your room and DONõT leave it in 
the financial manager’s mailbox – if it gets stolen, you have to answer for it! 

 Remember to tell your ledger keeper to record the deposit in your account 

 Pay for the program cost from your account (University Purchasing Card or other approved means) 
 
T-Shirts and Other Sales 
In the event that your Council runs low on funds and needs to make more money on t-shirts, just sell them for slightly 
more than they cost (see section on T-Shirts).  Other events and sales may be possible, but see your AC/Supervisor to 
discuss what you want to do. 
 
A Note About Going Door to Door    
The University has a solicitation policy which will not allow groups or people (University or otherwise) to go door to 
door in the residence areas.  The rationale is that this is a resident’s home, and people should not be hounded in their 
own homes.  However, since Resident Staff and House/Area Councils ARE the residents, you have some leeway with 
this rule.  Even though you may go door to door, keep these things in mind: 

 Pay for the program cost from your account (University Purchasing Card or other approved means) 

 Identify yourself, state that you are with the Council/Staff, and what you want. 

 Choose an hour that people are likely to be home but not asleep; Don’t coerce someone into buying something 
or giving money; and Respect people’s right to say no, ask you not to return, or not answer the door. 
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T-SHIRTS 
 

T-shirts are a great way to show your group’s spirit.  They should be done in the beginning of the year after 
elections to initiate spirit in your house/area.  They can also provide a way for your residents to take something of 
the year with them when they leave.   
 
T-Shirt Checklist 
 

Ã Design approved by the Area Coordinator/Supervisor. 
 

Ã Orders taken from students before you order the t-shirts from the company. 
 

Ã Money collected has been deposited at the Residence Life Office with a completed deposit form.  Receipts 
given for all money collected (coins are not preferred - currency and checks made payable to UVA are 
preferred means of payment). 
 

Ã Purchasing (LPO) set up with the vendor by the RLO financial manager, Kyle Bowman (924-3736), or paid 
with the GE MasterCard Purchasing Card — remember that there is a $250 transaction limit and orders 
cannot be split!) 
 

Ã Documentation of Expenditure Form completed, submitted to Senior or Head Resident (or Council Advisor) 
and forwarded to Area Coordinator/Supervisor. 

 
Design    
Once your Council/Staff decides that they want to get t-shirts, they need to come up with a design and style.  Do 
they want t-shirts with three colors on the back or a sweatshirt with one color on the front?  Utilize the artistic 
talents of your residents.  If there is more than one artist in the group, have a contest for the best design. 
 
Also, think about how the design represents your house/area and the University.  Is there a part of it that might 
offend, embarrass, or otherwise make you or the t-shirt wearer look bad?  Also, many cartoons, products and 
symbols are copyrighted by law, and their use is ILLEGAL. If you have any concerns, discuss it with your Council, 
your advisor, and your AC/Supervisor.  This is to help you make sure it’s legal!  Any use of UVA logos need to be 
authorized by the Sports Promotion Office—your AC/Supervisor will facilitate that process. 
 
Cost 
Investigate with the t-shirt company about the cost of the shirts (volume purchasing brings greater discounts).  
Shop around.  The vendor on contract with UVA has fixed pricing, no matter what the volume.  Decide on a cost 
per shirt to charge your residents.  That charge may cover the full cost of the shirt, or it may be offered for a 
percentage of the cost with the Council funds making up the difference. 
 
Get Orders 
Get orders from your residents and collect money from each before placing your bulk order with the t-shirt 
company.  Show residents the design so they know what they are buying.  Your order will be for exactly what your 
residents paid for. 
 
Collecting and Depositing Money 

 Collect currency or checks made payable to UVA (no coins accepted). 

 Keep good records of who paid and how much—buy a receipt book with duplicates and fill out the RLO 
deposit slip when you give out each receipt. 

 Deposit any money you collect at the Residence Life Office.  Make sure you fill out a deposit slip and give 
the money DIRECTLY TO THE FISCAL ASSISTANT or FINANCIAL COORDINATOR. DON’T 
keep sums of money in your room and DON’T leave it in the financial manager’s mailbox – if it gets stolen, 
you have to answer for it! 

 Remember to tell your ledger keeper to record the deposit in your account. 
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Ordering from the Company 

 
1.   When you deposit your t-shirt money in the Residence Life Office, come prepared with your order and see the 

financial manager to place the order.  These companies accept the GE MasterCard University Purchasing Card 
and do not need an LPO for orders under $250:  Bright Ideas and Image Designers, Inc. (are on contract with 
UVA with fixed pricing and do not require that the car be swiped).  Note: Your GE MasterCard University 
Purchasing Card has a $250 limit per transaction and orders cannot be split!  If you use your purchasing 
card, you can place the order yourself after you have made the deposit. 

 
2.  If your order requires an LPO (exceeds the $250 limit), meet with the financial manager after making your 

deposit, and the financial manager will call in the LPO# and place the order with the company. 
 
3.  Pick up the t-shirts when they are ready (except Image Designers, Inc. ships them from Richmond) and have 

the invoice sent to:  
Accounts Payable 
University of Virginia 
P.O. Box 400197 
Charlottesville, VA  22904-4197 

 
Tell the vendor to put the LPO# on the invoice, or it will not get paid. 
DO NOT HAVE THE INVOICE SENT TO YOUR ROOM, BECAUSE IT WILL NOT GET PAID! 

 
4. Fill out a Documentation of Expenditure Form, attach a copy of the invoice if you have it, and submit it to 

your Senior or Head Resident (or Council Advisor) who will forward it to the Area Coordinator. 
 
5. DO NOT PAY FOR THE ORDER DIRECTLY WITH PERSONAL OR COLLECTED FUNDS! 
 
 

T-SHIRT COMPANIES 
 
 

Bright Ideas 
2302 Hunters Way 
Charlottesville  
245-8400  
 
High Peak Sportswear 
dba T-Shirt Factory 
1409 University Ave. 
Charlottesville 
 979-2090 
 
Image Designers, Inc.   
2032 C. Dabney Rd. 
Richmond, VA  23230 
800-296-4624 
FAX 804-355 8219  
e-mail:  imageuva@aol.com 
Website:http://www.imagedesignersinc.com/ 

 
 
 

 
 
 
 
 

mailto:imageuva@aol.com
http://www.imagedesignersinc.com/
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OFF-GROUNDS TRIPS 
 

Want to get away from it all?  Plan a trip, off-grounds.  There is so much to see, do, and learn in Charlottesville and 
Central Virginia.  Going Off-Grounds together is great for bonding—just be aware that if these trips become too 
expensive, some people will be alienated.  Have fun and be careful! 
       
Planning Your Trip  
1. Fill out a Trip Request Form (available in the Forms Section of the Staff Room in the Residence Life Office) 

and have it signed by your AC. 
 

2.  Have each resident participating fill out a Release of Liability Form (available in the Residence Life Office).  All 
forms must be in to your AC before you leave! These forms will really help out the situation should there be an 
accident or emergency. 

 

TRANSPORTATION OPTIONS 
 
The Bus Loop:  Try using both the University and Charlottesville bus lines.  There is a free trolley between the 
University and downtown. 
 
Van:  The University has a contract with Enterprise Rent-A-Car for mini-vans. To rent a van, you must be 18 years 
of age with a valid driver’s license. Enterprise accepts the GE MasterCard University Purchasing Card and is on the 
Preferred Suppliers List. 
 
Chartered Bus:  (924-7711) You can charter a University bus for an hourly fee (minimum of 2 hours).  Allow 45 
minutes before and after your needed hours.  They provide a driver.  Capacity:  mini – 25 people, transit – 32 to 38 
people, charter coach – 48 people.  Once you reserve the bus, you will receive a confirmation. 
 
Residents as Drivers:  We don’t encourage it.  If you choose this option, make sure your drivers have insurance 
and understand that they are taking responsibility for their passengers.  Everyone must wear seat belts 
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DOCUMENTATION OF EXPENDITURE  

RESIDENCE L IFE OFFICE 

   

DATE :     AMOUNT :                

OUTSIDE VENDOR OR UVA  DEPARTMENT :        

ACCOUNT TO CHARGE (HOUSE OR PROGRAM ):                            

TYPE:     Staff    Council   GA       Other:                            

 

CHECK ALL APPROPRIATE  BOXES BELOW: 

 Purchasing Card Expenditure  

Complete section I and attach receipt 

 Request for reimbursement 

Complete sections I an d II and attach receipt 

 

 Co-Sponsored Expenditure 

Complete section III in addition to I 

and/or II 

 

 Request for Disbursement to vendor or 

UVA Department 
Complete Section I and attach invoice 

**Payment to DJ: Complete section 1 and 

attach Vendor Registration for 

 

 

 

 

 

 

staple receipt 

here 

on top 

this corner 

FOR OFFICE USE ONLY : 

 

AMOUNT :     

 

TRANSACTION #:    

 

LPO/PO/CK  #:     

 

VOUCHER:     

SECTION I:  PROGRAM /EVENT INFORMATION  

Program Title:                                          

Description of Program & Materials purchased:                        

Program Location:          Approximate Attendance    

Goals of program (Applies to Resident Staff):   

  Intellectual/academic   Human Awareness/diversity  Social/community development  

 Leadership development/ community service    Personal Development 

  Health education/promotion of well being    OTHER: _________________________ 

 

SECTION II:  REIMBURSEMENT  

Name of individual to Reimburse:           

Social Sec. Number:            

Address:      City:                    Zip code:    

 

SECTION III:  FOR CO-SPONSORED EXPENSES ONLY  

   

Account to charge (House or Program) Ledger Keeper Name & Signature $ Amount 

   

Account to charge (House or Program) Ledger Keeper Name & Signature $ Amount 

   

Account to charge (House or Program) Ledger Keeper Name & Signature $ Amount 

   

Account to charge (House or Program) Ledger Keeper Name & Signature $ Amount 

I certify that this expenditure has been made in accordance with policies and within the parameters of our budget. (Please 

print your name & sign) 

 

Person Spending Money:               

Signature:         date:     

Ledger Keeper:         

Signature:         date:     

SR,HR, or Council Advsior:         

 Signature:        date:     

Supervisor/AC/Dean/Designee:                           

 Signature/Designee Signature:       date:     
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