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 Campus Sponsored Fundraising Event Process

NOTE:

Event Closeout /Escalation:
Organizational units must 
submit documents to OUC for 
closeout 60 days after the 
date of the event. Past due 
events will be subject to 
Escalation Policy. 

DRAFT Publicity materials 
must be submitted no later 
than 1 month prior event

Determine tax liability 
with campus 

Finance/Acctg. Off. 
(auctions, merch. 

Sales…) 

EVENT DATE

 (1)Vendor 
contracts/PSC

(2) Credit Cards/
Treasurer

(3) Univ. Risk 
Management

Sales tax due to the 
appropriate campus 
controller no later than the 
10th of the month following 
the event closeout date, if 
not part of invoice 
payment..

60 DAY CLOSEOUT

PRE-EVENT

Confirm PSC/
hotel-catering 
contracts/pay 
sales tax on 

invoice

 OUC, Fundr. Evt. 
Compliance

PSC / Treasurer’s Off./Risk 
Management/Campus Approvals

Campus Acctg/FinanceOff.

Org. Unit/Event Staff

LG. TERM 
PLANNING

Campus 
Alcohol 

Approval

Org. Unit/remove any 
encumbrances

Sales Tax Info.:

Color Key

OUC requests Org. Unit to 
create cash transf. JE (incl. 

revenue info. in header)

10 TH OF MONTH 
AFT. CLOSE

OUC inactivates 
ST/-0- balance
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