
Student Services, Inc. (SSI) 
Treasurer Training
General Policies and Procedures 

www.wcustudentservices.com



AGENDA
• Introductions
• SSI Forms
• Key Reminder Points
• Questions
• Conclusion
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Introductions

Nicole Landwersiek – Accounts Payable Fiscal Coordinator

Danielle Leahy– Business Specialist & SGA Relations

Emily Gaughan – Ram Card Operations Coordinator

Sarah Zeuke – Ram Card Operations Coordinator
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SSI Forms
• SSI Payment Voucher
• SSI Deposit Slip
• SSI Credit Card Requests
• SSI Purchase Orders
• SSI Campus Store Department Charge
• Gift Card Recipient Acknowledgement Form 
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NEW:
DocuSign SSI PAYMENT 

VOUCHER
www.wcustudentservices.com

Estimated Processing time: 3 to 5 Business Days
This is used to do the following:

• Pay an invoice from a vendor 
• Requesting a reimbursement: 3 options: Venmo, Zelle or 

Direct Deposit 
• Requesting a Transfer of funds from org to org
• Requesting funds to be loaded onto your Organization’s 

RAM card
• Requesting an Advance
• Payroll requests: Due 1 week prior to pay date
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DocuSign 
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New DocuSign Payment 
Voucher
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New DocuSign Voucher 
continued:
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DocuSign Approval Process
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Current Payment Voucher
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SSI Payment Voucher 
Do’s & Don’t’s:

•We will NOT accept receipts over 60 days old for 
reimbursement.
•All signatures and receipts/paperwork MUST be 
attached before sending to SSI otherwise it will be 
rejected via Docusign.
•We can reimburse via Venmo, Zelle, or direct deposit. 
We will no longer be processing checks for student 
reimbursements.
•We will NOT accept any vouchers after May 31st. No 
events should be happening once school ends.



SSI DEPOSIT SLIP
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Used to deposit 
funds at the SSI 
Service Center 
(located on the 
Ground Floor of 
Sykes Student Union) 



SSI CREDIT CARD REQUEST 
FORM

• All Organizations have 
access to use the SSI Credit 
Card

• Reserved only for large 
purchases ie: Hotel or 
airfare expense

• All requests MUST be 
approved by SGA FIRST in 
addition to advisor 
approval.

• Minimum use of $1000
• Maximum use of $1500

Estimated Turn Around: 
Same Day Once Filled 
Out and Approved 



SSI Departmental Charge
WCU Campus Store

 
 
Name of 
Organization:____________________________________
 
Cost Center of Organization (must be all six 
digits):_________________
 
Estimated Expenditures of Organization in 
store:___________________
 
Advisors Approval:_____________________________
 
SSI Business Office Approval:________________
 



PURCHASE ORDER FORMS
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• Krapf’s/George Krapf Bus & 
Co

• BSN
• Werner
• Academy Bus
Please attach all quotes from 
vendors to the Purchase order 
form

Please fill out a Purchase 
Order Form when requesting 

funds to be paid to the 
following vendors:



Student Services, Inc.
Gift Card Recipient Acknowledgment 

Form

Student Organization Name:________________________

 Student Organization #:_______________
 Name of Recipient:_______________________________________
 Student ID#:________________
 Recipient Signature:______________________________
 Date Received:_________________
 Amount Received:________________
 This form is used to document the distribution of gift cards 
purchased by a student organization for meeting attendance, 
participation or any other approved student activities.

 



A FEW KEY POINTS TO 
REMEMBER

Gift Card 
Purchases

Campus Store 
Purchases

SSI Venmo 
Account

 @WCU-SSI 

Travel & 
Meals

  Contracts

      Only SSI Director 

   Can Sign

https://wcustudentservices.com/procedures/
https://wcustudentservices.com/procedures/
https://wcustudentservices.com/procedures/
https://wcustudentservices.com/procedures/


Thank You!!
CONTACT INFORMATION:

Suzanne Blackman-Payroll
SBlackman@wcupa.edu

(610) 436-3559

Nicole Landwersiek
NLandwersiek@wcupa.edu

(610) 436-2836

Danielle Leahy
Dleahy946@wcupa.edu

(610) 436-2357

General Student Services, Inc. 
Email: ssi@wcupa.edu

mailto:Dleahy946@wcupa.edu
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Organizational Ram Cards
- Works like your Ram ID Card
- Ram Bucks only
- Orgs need to submit request 

to add money; cards do not 
come pre-loaded

- On or off-campus Ram Bucks
- Print at Ram Card Center
- Load funds at Sykes 259
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Event Services

- We post your event on 
wcupatix.com

- Minimum 2 weeks before event
- Email our office at ramecard@wcu

pa.edu for a Google form!

- Great for making change or taking 
in and organizing cash

- Fill out your form 24 hours before
- Use the change at your event
- Return the box within 24 hours
- We can deposit your profits too!

Ticketing Events Cash Boxes

mailto:ramecard@wcupa.edu
mailto:ramecard@wcupa.edu
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Contact the Ram Card Center!

110 W. Rosedale Avenue
Sykes Ground Floor
West Chester, PA 19380

ramecard@wcupa.edu

Address Email
(610) 738-0429

Phone

Website
www.ramecard.com

Instagram
@wcupatix
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