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Compliance Application 
• Application Requirements


• Support Group Services Webportal

• By-laws Templates

• Quarterly Report Handout

• Certificate of Insurance

Treasurer Financial Role
• Setting Up External Bank Account


• Tax Identification Number Application 

• Cash Handling Policy

• University Access to External Account Signed Statement 

• Bruin Owned Businesses


• Bruin Business Directory Form

• Bruin Business Directory

Alumni Affairs Operational Support
• Event Vendor - Logistics


• List of Approved Vendors

• New Vendor Setup Request

• W-9 Form

• Substitute W-9 Form

• W-9 Form Upload Website

• Vendor Payment - Invoice Status Check 


• Policy - Guidelines

• Event Meal Limits

• Business Justification - Sample

• Attendee List & Affiliation - Sample

• Alcohol Policy 


• Revenue Distribution - Disbursement

• Automated Clearing House (ACH) Form

• W-9 Form


• Expense Incurred - Reimbursement 

• W-9 Form

• Business Justification - Sample 

Table of Contents

Additional Resources
• Treasurer Transfer of Duties

• FAQs

http://supportgroups.ucla.edu/
https://ucla.app.box.com/s/gzcfe8b5cj9f9k2qepv442zj4b1qqcu8
https://ucla.app.box.com/s/s2kh3tkg75j50qufd6kevvbddtha7bsb
https://proliability.mercer.com/usweb/#/fas/eventLiabilityStep1?campusName=UCLA
https://ucla.app.box.com/s/dat7oo8567h6q0dk7sewj8w9sd86gw36
https://ucla.app.box.com/s/l6tx3uwogxqjm55sz4nxwij9otyzy2an/file/543896665063
https://ucla.app.box.com/file/544918102517?s=k3ded3szyjloyj1ye5soawfaq06v5lfk
https://docs.google.com/forms/d/e/1FAIpQLSeYpysUtkOzyzZPzkaFUn6N_e7bIpqwvNOgEKk_ZsOA4F7o5A/viewform
https://alumni.ucla.edu/bruin-business-directory/
https://staff.purchasing.ucla.edu/Portal/app/agreements/agreementsummary.aspx
https://ucla.app.box.com/file/521984977505?s=xxwu7exouol2mnxq9m64i2sgzm2rkssa
https://supportgroups.ucla.edu/downloads/2014.w9.pdf
https://ucla.app.box.com/v/ap-pdf-ucla-w9
https://vendor.accounting.ucla.edu/w9
https://ucla.app.box.com/file/540132669927?s=7hquc94iru23rge2buc0k2spsi5ssfiu
https://ucla.app.box.com/file/540791348191?s=k2vptawpwegmxjw3vfs5jbigg8256ets
https://ucla.app.box.com/file/540798893676?s=sbwvu3zybmjnf75afgbzoqtuf6eh8a1f
https://ucla.app.box.com/file/540778479100?s=n2aerzzqr3gbxkdck7x9ayqptgtl8o7o
https://ucla.app.box.com/file/541889681858?s=ybn7offv2yx2uokqou6jhfhrji2ie1r0
https://supportgroups.ucla.edu/downloads/FDNACHFormBLANK.pdf
https://ucla.box.com/s/hxdck8b22igrebs6g53n7ioi255faweh
https://ucla.box.com/s/9148fr0ftgqrk946c6o9s5bblsdh552d
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COMPLIANCE

WHY DOES 
COMPLIANCE 

MATTER?

2Ensures Network Group 
Listed Under Insurance Policy

1Annual Process Required 
of Alumni Network Groups

3Network Group Utilizes 
University Brand

4Allows Network Group  
Fundraise Behalf of University 

5Establishes Network Group  
Official University Representative 



APPLICATION UPDATES

Application Opens

Sept 16th


Deadline 

Oct  30th

Due Date

Two authorized officers 
e-signatures required to 

submit application

Fundraising

Goals

Number of events          
on-campus

Number of events          
off-campus

Other fundraising 
methods

Organization

Information

Identify if separate 501(c)3

Indicate if using external 
banking accounts

By-laws

Quarterly report recipient 
contact information

List of officers & board members

Support Group

Portal Access

Notify

Login & password 
provided

Change temporary 
password

Click here for 
compliance application


Support Group Services

Webportal

Annual number of events

Number of events 

serving alcohol

Number restaurant,   
cater sales type events 

Confirm if obtaining 
Certificate of Insurance

Risk 

Management

Bank account information

Total 

revenue vs expenses 


and the net

Account balances 

Uploaded account 
statements 

Financial

Management

Compliance Process




Application Update



Risk Management




Alumni Affairs

Operational 


Support



WHAT YOU  
NEED 

TO KNOW

ALUMNI 
AFFAIRS 

OPERATIONAL  
SUPPORT

2Policy Guidelines  
& Pre-Approvals

3Event Revenue Management

1Event Planning Logistics

5Reimbursement Requirements

4Revenue Distribution



Revenue 

Distribution

Disbursement
Collected via OLG Site

External account deposit 
excluding gift component 

Required Forms 

ACH Form & W-9 Form

Additional Consideration

Abide by meal limits & submit 

guest list

Event Planning Event Revenue Management

Pre

Approval

Examples
Event meal overages - 

Requires overage 
justification

Contracts require 
signature

Deposits -

Venue & catering 

Payment types - 

Day of, prepayment

* See liaison for support

UCLA

Online

Giving/

Event Site 

Benefit 

* See liaison for support

Revenue automatically 
directed to correct fund 

(OLG Request Form)

UCLA Foundation 
provides receipt for gift

 Non-gift revenue routed 
to external account via 

ACH $ is exempt from CC 
fees

Expense 

Incurred

Reimbursement
Consumables/non-

consumables paid for by 
network volunteers

Required Forms 

Receipts, W-9, *EFT Form

*If applicable for vendor payment

Additional Consideration

Provide business 

justification

Operational Support 

Policy 

Guidelines
Event meals limits

Breakfast - $ 27

Lunch - $47

Dinner - $81


Light Refreshments - $19

Additional Requirements

• Business justification


• Attendee list - Affiliation


• Tips - 20% subtotal max


• Alcohol Liability Policy 

• Entertainment Event Checklist

Event 

Vendor

Logistics 

 Check status of vendor 
payment

List of contracted vendors

Request new vendor setup

Required Form


W-9 form or

 Substitute W-9 form

Additional Consideration

Liaison/vendor uploads W-9

* See liaison for support

Provided by Alumni Staff 
Some links intended for staff only



Operational Support




Operational Support




Operational Support




Operational Support




AA Operational Support




AA Operational Support




AA Operational Support




AA Operational Support




AA Operational Support




Marketing Effort ID # 
Submit to AS - Reporting & Analytics Team

9 Weeks Before

Request Notice of Intention & Report of Results from Solicitation Review
8 Weeks Before

Confirm Funds Destination with Network 
Network Liaison Gathers All Supporting Documents 

7 Weeks Before

Online Giving Site Request Document 
Include Marketing Effort ID 

6 Weeks Before

Test OLG Site, Share OLG with Network for Edits 
OLG Site Goes Live

4 Weeks Before

OLG Site Closes
1 Week Before

Event Finance Timeline
Alumni Staff Operational Support



Submit ACH Request

If funds are being directed to external bank account

1 Week After

Complete NOI Form

Submit Report of Results

2 - 4 Weeks After

ACH Completion Email

Confirmation from AskAlumniFinance

3 - 4 Weeks After

Event Finance Timeline
Alumni Staff Operational Support



FAQs
ANSWERS  

TO 
QUESTIONS

YOU  
NEED 

TO KNOW

1Compliance

2External Accounts

5Taxes & Deductions

3Fundraising 
Gift & Donor Recognition

4Scholarship



FAQ Section




FAQ Section




FAQ Section




FAQ Section




FAQ Section




External Account


