
SOCS Vice President Finance 
Operating Guidelines

1. Purpose:
1.1. To outline the expected duties and responsibilities of  the Vice President Finance of  the 

Society of  Off-Campus Students (SOCS).

2. Position Objectives

2.1. To ensure the continued fiscal sustainability of  the Society.
2.2. To spearhead all fundraising and charitable efforts of  the Society.
2.3. To be the main contact and recruiter for sponsors of  the Society. 

3. Duties
3.1. Submit a budget for the fiscal year to the Executive by February 15th.
3.2. Keep records of  all money spent and collected by the Society, all reimbursements to 

members, all Sponsorships received, and other relevant financial information. 
3.3. Provide the rest of  the Executive with quarterly reports of  SOCS finances in September, 

November, January and March. Reports shall include a Statement of  Financial Position, 
an Income Statement, and a Statement of  Cash Flows reported under Canadian GAAP.

3.4. Recruit businesses to sponsor SOCS, or offer deals to members.
3.5. Co-chair the SOCS Charity Committee with the Vice President Education and 

Community.
3.6. Transfer signing authority to the new Vice President Finance before March 1st of  the 

second term.
3.7. All cheques from the Society bank account will be signed by the Vice President Finance 

and one other signing authority.

4. Bookkeeping
4.1. Books of  finance of  the Society should be kept, and contain the following information:

4.1.1. Expenses - To list details of  purchases made by the Society.
4.1.2. Reimbursements - To list purchases that were made for SOCS purposes by 

members, and were approved by the VP Finance or the President.
4.1.3. Athletics - To contain all receipts for intramural sports. To contain records of  all 

athletic bonds.
4.1.4. Events - To contain information on attendance and revenue/expenses from events.
4.1.5. Charity - To contain minutes from all SOCS Charity Committee meetings. To 

contain all information related to Shinerama. To contain all information related to 
other fundraising efforts.

4.1.6. Sponsors - To contain all contact information for Sponsors of  the Society for that 
year. To list all donated amounts.

4.2. All books of  account of  the Society will be maintained through reports that shall include 
a Statement of  Financial Position, an Income Statement, and a Statement of  Cash Flows 
reported under Canadian GAAP
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