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GREEK BILLING SERVICE AGREEMENT
Completed Greek billing rosters and a signed service agreement are due to the Office of Student Accounts by November 1st for Spring Semester billing and May 15th for Fall Semester. Failure to meet this deadline will result in the Greek organization’s charges being omitted from student billing statements. Accuracy is important when organizing and submitting your rosters.  The charges that you submit to the Office of Student Accounts will be reflected on the accounts of your members in the form of Dues, Room & Board. (Excel spreadsheets attached to this service agreement are greatly welcomed.) The following is an example of what would be preferred:
	Student's Name
	ID #
	Dues
	Room
	Board
	Total

	Carnegie, Andy
	1234567
	$  100.00 
	 $ 1,200.00 
	$  1,300.00 
	$      2,600.00 

	Witt, Wally
	7654321
	$   150.00 
	
	$     500.00
	$         650.00 

	Yeats, William 
	1357901
	$   200.00 
	
	
	$         200.00 






               Totals $  450.00  $  1,200.00 $   1,800.00 $      3,450.00 

Billing Roster Adjustments/Changes
Charges that you want added after submission of your original billing roster can only be accepted by the Office of Student Accounts prior to the semester billing statement mailing (1st week of July for Fall Semester and 3rd week of November for the Spring Semester).  All charges identified after this time will be the responsibility of the Greek chapter to collect.  However, changes that require charges to be removed from a student’s account can be submitted in writing, email, or fax to the Office of Student Accounts at any time during the semester by the contact person you designate below. Financial adjustments resulting from these requests will be reflected in any subsequent disbursement check.
Disputed Charges
Wittenberg University is providing a 3rd party billing service for all Greek organizations. This 3rd party relationship requires the University to refer any student/family disputes related to charges billed by the University on behalf of the Greek chapter to the designated contact person that you assign below.  Any disputes that are not resolved to the satisfaction of the student/family within ten days of referral will be removed from the student’s university account and will become the direct responsibility of the Greek organization to collect. 
Disbursement Checks
Wittenberg will issue checks to the Greek organizations during the 3rd and 8th week of each semester.  Each check will represent 50% of the total amount submitted on the billing roster. A 3% service fee will be deducted from each disbursement. The second check (8th week) will reflect any adjustments (deactivations, withdrawn students, etc…) that are not discovered until after the 3rd week check is issued. The house treasurer, or a designated representative of the association, can pick up the disbursement checks at the Office of Student Accounts on the third floor of Recitation Hall.
Chapter Financial Profile

	

	First Semester as a New/Associate Member:
	Active Member Semester Dues:

	Member Dues:
	Member Dues:

	NM Fees:
	Building/HCB Fees:

	Pin/Badge Fees:
	Other (please specify):

	Initiation Fees:
	Total:

	Building/HCB Fees:
	

	Other (please specify):
	Board Fees:

	TOTAL:
	Room Fees:


Does the chapter provide meal plan options for members?  
           Yes  
     No  
Is it required?  Yes
 No  Who is required to have a meal plan?________________________
How many meals are provided with the meal plan?  If multiple plans are offered, please list each.

Do you have a cook?  Yes    No  
 Cook’s Name: ___________________________________
Are your meals catered? Yes    No      Catering Company: ____________________________
********************************************************************************************************************************
Authorizing Signature(s) and Designated Greek Organization Contact

By signing this agreement and submitting a billing roster, I confirm that I am an authorized representative of my respective Greek Organization and agree to all aspects found within the Greek Billing Service Agreement.

Greek Organization: _____________________________________________
           Signature                           Name
     
              Title
                          Phone            Date

(1)____________________________________________________________________________________________ (2)____________________________________________________________________________________________ (3)____________________________________________________________________________________________

If any problems/questions should arise regarding the Greek Billing Roster and/or any related charges, please contact or refer any inquires to our Designated Contact Person listed below:

Name


 Title

         Phone Number(s)  


Email

______________________________________________________________________________________________
Wittenberg University Contact Information

If you have any questions or require further information regarding the Greek Billing Program, please don’t hesitate to contact the Office of Student Accounts by phone at (937) 327-6146 or email: studentaccounts@wittenberg.edu. If you have questions related to the Chapter Financial Profile Section, please contact the Director of Greek Life, Carol Nickoson, at (937) 327-7820 or nickosonc@wittenberg.edu
