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Section I: Overview of Student Government Finance

Introduction

The North Dakota State University (NDSU) Studenv&oament Finance Commission is the financial arrthef
Student Body. The Commission is responsible fokinthrecommendations to the NDSU Student Senateanto
distribute the Student Activity Fee. The Commissia fulfilling its duty of making recommendations
budgeting and disbursing the Student Activity Fe®bligated to consider all matters with fairnass consistency.
To achieve objectivity in this task, the Commissaatheres to this document as official policy anatcpdure that
will be followed by the Commission.

Although this document is binding in respect to th@ Commission is allowed to do, the Commissioadd
recognize the existence of circumstances and donditvarranting special considerations. The Corsimisgives
the Student Senate the charge of making decisiassdoon the recommendations of this Commissionetilsas/any
other existing circumstances that should be consite

Student Activity Fee

The Commission will present to the Student Senazammendation regarding any needed changes Bittlikent
Activity Fee early in the spring semester. It vadl the responsibility of the Executive Commissianeobtain the
information needed from the NDSU Budget Directomake an informed recommendation.

Request Preparation

The amount of Student Activity Fee dollars avaiafur the budgeting process is determined by ND&dIenent
figured along with consultation with the NDSU Bud@grector. All eligible organizations may applyrffunding.
Funds are allocated by the Commission throughtinei@ Student Activity Fee budget as well as Caygtirty,
Reserve, and Special Projects requedgigibility for funding is detailed in Section:[IThe Tier System.

Budgeting

All eligible organizations wishing to request furfds the next fiscal year through the annual buithggprocess
must prepare a budget of expected revenues andsegand defend the budget by attending a hearthghe
Commission. The Student Activity Fee budget féiseal year must be determined by Marcl' before the
beginning of the next fiscal year, which is JuliplJune 30. Budget requests should not includedaiigrs for
organizational activities which will occur befonelyl 1 of the fiscal year that is being budgeted for

Reallocation Request

Any requests for reallocation of funds must comitegethe Commission. Reallocations are from one iiem to
another and are not to exceed the levels setifo@ection Il of the Finance Guidelines, subjectie discretion of
the finance commission. . Any excess funds aetitbof the fiscal year as a result of reallocatidhbe
transferred into the Student Government reserva.furhe request should include information simitathe sample
contingency template found at the Student Governmwebsite.

Auditing

There will be random auditing of organizations by Commission. Selected organizations must sahup
appointment with the Commission within three weafer notification and must follow all instructiosst forth by
the Commission. Failure to do so will result ie tirganization being ineligible for funding for thear in question.
Details on the auditing process can be found ini@e®: Auditing of Student Organizations.

! The NDSU Student Senate must approve organizhtidgets and all other requests for funds.



Fundraising Requirements of Tier Il Organizations

Tier Il organizations should not expect their doleding to come from the Student Activity Fee. Make sure that
organizations are putting forth an effort to fuhdit organizations, the Commission will enforce fibldowing rules:

» Tier Il organizations are required to fundraisa ¢&vel of 15% of the amount that allowed by Sectil
of the Finance Guidelines, after any CSO and Ttle€ge adjustments are made. If X is the amount you
organization would be allowed from Section 11l bétFinance Guidelines, the maximum the Commission
will recommend the Student Senate to allocate tor gooup can be calculated with this formula:

X* 0.85 = Maximum the Commission can recommend to the Student Senate to allocate for your
organization.

e The allocation from the Finance Commission musitfati within the guidelines.
For example, if an organization is allowed to reee$3000 from the items listed in Section Il of

the Finance Guidelines, the Finance Commissionredbmmend funding for up to $2550 to the
Student Senate. The organization must fundraisestnaining $450.



Section II: The Tier System

Introduction

The Commission, in its efforts to maintain consistefrom year to year, categorizes organizatiotts tiwee tiers.
Each tier has requirements that organizations mest to be eligible for the funding sources thatttars provide.
Funds will be dispersed based on neutrality of piewt as required by the U.S. Supreme Court ruling
Southworth v. Board of Regents of the UniversityMdiEconsin system, and will NOT be based on pojiylaf
speechlas stated by the U.S. Northern New YorkibisTourt in Amidon v. Student Association of SUNY
Albany:

Tier | Entities

A Tier | entity is defined as an organization whiokets these qualifications:

1) The organization provides important services toahigre student body,

2) The organization has established a continued amiipent existence in the NDSU community and
will continue to remain in existence for an extethg@eriod of time, and

3) The organization requires consistent funding tovellor continued existence and appropriate standing

These organizations will receive a percentage @fthdent activity fee as recommended by the Fa&unlvisory
Board and the Commission, and approved by the Stuslenate. Campus Attractions, Student Government,
Thunder Radio, and the Board of Student Publicatame also eligible to receive funding through$ipecial
Projects fund. Any recommended change in the pé&rges received by Tier | entities must be approvigd a
majority affirmative vote of the Student Senat&ier | entities are required to present an anneort to the
Student Senate in the fall, detailing how studetiviy fee dollars were spent. The disbursememtentages are
outlined in the Student Government Cdde.

Tier | Roster

Following is a list of the current roster of Tieentities. Any groups who receive their primargding under the
umbrella of a Tier | entity will also be listed.

1) Athletics
-Men’s Athletics, Women's Athletics, and the Ch&eam

2) Fine Arts
-Concert Band, Concert Choir, Jazz Ensemble, Mabsingers, Marching Band, Dance Line,
Flag Corp, and the Little Country Theater

3) Memorial Union
-Operations, Facility Improvement, Gallery PragraArt Collections, Information Desk,
Volunteer Network, Summer Activities, Skills Warelse

4) Campus Recreation
5) Board of Student Publications
-The Spectrum and Administrative Costs
6) Student Government
7 Campus Attractions

8) ThunderRadio

! Information on these cases are available in thde$tt Government Finance office.
2 Section VI, Sub-section B, line item three of 8tedent Government Code.
3 Section VI, Sub-section B, line item two of thei®tnt Government Code.



Tier Il Organizations

Tier Il organizations must be recognized by andlifthe requirements of the CSO. In addition, Tie
organizations must allow any student to be involivetheir organization. Any type of membershiptrietion,
objective or subjective, will move an organizatfomm Tier Il to Tier 111 Tier Il organizations that comply with
the guidelines of the CSO and maintain a CSO raifraythree, four, or five can request funding tigio the annual
budgeting process and are eligible for contingearay special projects funding. All Tier Il organipeits must
submit a budget in order to receive any type ofling. If a Tier Il organization is placed on pradbat it must then
be recognized in full for four months before bedigible for funding agaifi.To be eligible for full funding, Tier Il
organizations must be full status by the time theédet is passed by the student senate.

Temporary Tier Il Organizations

Temporary Organizations are Tier Il Organizatidres thave not been granted full status by CSO. To
receive funding from the Student Activity Fee, Temrgry Organizations must submit a Temporary Orgeitun
Request for Funding (TORFF.) The TORFF will be eswéd by the Finance Commission and then brougltréef
the Senate for approval. Temporary Organizatiotisnwt be eligible for Contingency Requests foritHigst fiscal
year.

Tier Il Organizations

Tier Il organizations must be recognized by anflifthe requirements of the CSO. Tier Ill orgaations are
defined as student organizations that have qualifins that could restrict interested parties fjoiming and fairly
participating in the organization. Examples ofsheestrictions include, but are not limited to:

1) Grade Point Average requirements

2) Organizations restricted to individuals of a certedllege/major

3) Groups with unilateral political or religious adties

4) Any type of age (year in school), gender, ethnjatyrace restriction

5) Any organization with an application or recruitm@nocess, in which the organization can grant or

refuse membership based on the application or itewnat process

The Commission recognizes that each organizatisruhague functions. However, to be fair to thalstut body,
our policy is that we will not fund Tier Il orgaations through the annual budgeting process outir
contingency funding. Tier Il organizations areyidle for special projects funding. If a Tier Brganization is
placed on probation, it must then be recognizddlirfor four months before being eligible to apgty special
projects funds.

L A listing of Tier Il and Tier Il organizations Wie kept in the Student Government Finance office
2 This restriction is subject to review by the CS@n@nission.



Section Ill: The Annual Budgeting Process

Introduction

The annual budgeting process takes place in thiegspemester, and is the process by which the Cssion and
Student Senate allocates funds for the next figeat. Included in the annual budget will be theding for:

1)

2)

3)
4)

5)

Tier | entities
-Their recommended allocations are based on tfeeptge system outlined in the Student
Government Codé.
Tier Il organizations eligible to receive funds
-Their allocations are based on the recommenustié the Commission after they have been
adjusted to fit into the standard allocations dratprovided in the guidelines. All funding levels
listed in this section should be considered reconttatons by organizations, and organizations
should understand that the Senate has ultimatewtytbn funding issues.
Temporary Organization Request for Funding (TEBRF
-This allocation is to ensure that there willfbading for Temporary Organizations.
The contingency fund
-This allocation is to ensure that there is fuigdior the unforeseen expenses of Tier Il groups.
The special projects fund
-This allocation is to ensure that there is fuigdf eligible groups are putting on projects tban
serve the entire student body.

Procedure for Requesting Funds

To facilitate allocation of activity fees, the Conssion requires organizations to adhere to seyecaedures:

STANDARD BUDGET: If a Tier Il organization wishes, they may chotssubmit a Standard Budget. A
Standard Budget consists of Standard Expenseténesias outlined further in this section. Orgarmnizest
submitting a Standard Budget do not need to ateBddget Hearing. To submit standard budget, anl sfmauld
be sent toN\DSUfinance @gmail.corwith the organization name in the subject linee Blody of the email only
needs to include the words STANDARD BUDGET.

1)

Use the templates found on the Student Governmebsite for budget requests. Incomplete budgets
(missing account codes, dollar amounts, etc.) eaulrin a rejected budget by the Commission. You
must provide all of the information shown on thp td the budget template.

Type all budget requests.

Identify appropriate account codes from the appmsdfor requested expenditures and list with
request.

Items requested must be clearly defined in ordethie Commission to make informed decisions.
Poor or incomplete information will likely have agative impact on funding an organization may or
may not receive.

Minimize the length of the request without permitticlarity to suffer.

Submit an electronic budget file to the Student &@owment Finance office by the specified deadline.
Please follow instructions of the Commission wigkpgect to whether the budget can be filed by e-mail
or other methods (CD, etc.) Late Budgets will beglized 10% for everyday they are late up to 50%.
Please follow instructions contained in correspoieddrom the Commission to arrange appointments
for discussing funding requests.

! Article VI, Sub-Section B



Common ltems Requested

ltems commonly requested by student organizatiomsliscussed in this section. Organizations requegfiinding
from the Student Activity Fee will be budgeted wiitle following rules and expectations:

«  Only one non-competitive convention will be fundeat year for a maximum of two people.

e If an organization is classified as competitives @ommission will fund only the minimum number of
students to be competitive in the event. The Comimisdefines this number as one full team, plus one
half a team of substitutes (if necessary).

e The Commission will fund only the minimum numberesnts for an organization to be competitivenif a
organization does not have a set number of everiie tompetitive, the commission will fund travel,
lodging, and registration for 5 of the least expemaway events, and registration for 5 home events

* An organization which receives funding for a contpet event waives its right to funding for a non-
competitive convention.

» Organizations affiliated with any University Depagnt(s) must attempt to be funded by the respective
department(s).

» Events sponsored through the activity fee will ke for at a reduced cost to NDSU students.

Conference/Competition Expenses

Transportation — Mileage should be requested on a round-tripsbabhe Commission may recommend funding
for a trip only if the round-trip distance excedd® miles. Air transportation is only funded whess expensive
than ground transportation plus lodging en rodte.determine which method is less expensive, thar@igsion
may use a benchmark of $500 /student for air trartapon. The Commission reserves the right todiseretion in
the funding of transportation if the cost exceeB8®/student.

Travel Requests should include the following infation:
» Destination (use MapQuest to calculate mileage, waapquest.com)
» Date of departure and return
* Number or people participating
» Method of transportation (car, van, bus, air, etc.)
» Computation of expenses (mileage X current rate)

Lodging — Organizations may be funded at the Max LodgWy)(rate of the destination location listed on thes.
GSA websitehttp://www.gsa.gov/HP_01Trvl_perdieri multiple rates are given for varying seasahs, minimum
of these rates will be used. If the ML rate is I $70 or if no location is listed, a rate 00$will be used. The
following table will serve as a guideline for mplg participants.

Number of conference participants Allocation (if $50 rate is used)
1-4 ML (or$70)
5-8 2*ML (or $140)
9-12 3*ML (or $210)
13-16 4*ML (or $280)
17-20 5*ML (or $350)
21-24 6*ML (or $420)

Lodging en route— Organizations may be allocated money for lodgixgenses incurred en route to their
destination if their round trip is over 1,500 miksthe $70 rate.

*Qrganizations should request funds for lodgingaute (2 nights) separate from the lodging reqfast
the event. Lodging en route subsidies are allocatehe discretion of the Commission and the Stude
Senate.



Registration Fees- An organization may request funds for registrafees to events attended for the betterment of
the organization, its members, and the NDSU Camfrganizations must reduce the amount requestedt ¥dod

is a portion of the registration fee, or the Consigis will do so when considering the line item. @énganization

may be required to provide the Commission withtareiary prior to disbursement of allocated fund$e standard
deductions are:

Deduction Event Type
$4 Breakfast
$8 Lunch

$15 Banquet/Dinner

Dues— For dues to be recommended to be funded by dhen@ission, they must be competitive events. Intaa
the Commission will only fund one level of duest{omaal, state, local, etc.) and will not fund ddesindividuals in
a club. The Commission will recommend fundingtfog lesser amount of the competitive dues.

Practices —For practice line items to be recommended to bdddrby the Commission, the group must justify their
need to the Commission.

Standard Expenses

Programming Expenses- Public speakers, films, and other programmirenéss The Commission may fund
programming expenses for up$a00/year

Advertising Expenses- General advertising, displays, a website, ahdratdvertising expenses. The Commission
may fund advertising expenses for ubfid0/year.

Administrative Expenses —Postage, office supplies, copying costs, and aterinistrative expenses. The
Commission may fund administrative expenses faioul25/year.

Miscellaneous Expenses

The Commission may fund miscellaneous expensegemia items compared to the organization’s jusdiions, to
be reallocated frorBtandard Expensdine items. The reallocation must be specifielinia items.

ltems Not Funded by the Commission

This is a non-exhaustive list of commonly requestenhs that the Commission will not recommend fugdi

» Expenses for faculty members, non-student coactoesrequired coaches, or advisors. NDSU faculty or
advisors cannot receive compensation for speakiag arganization’s meeting.
» Loans for any purpose.
» Organizations who have not complied with Commissidarmation requests.
» Food or drink —Standard Expense dollars are nbetased to purchase food.
e Equipment for an organization, outside of the nllaceous line item.
If funding for equipment is approved by the Studeenate, the equipment is considered the
property of the NDSU Student Government.
* Insurance for any purpose.

Other Considerations on Funding of Student OrganizAons

» Dual-College and Tri-College organizations will batheir budgets adjusted on the following scale:



a. Dual-College organizations will be funded at a leafe66.6% of the standard allocations.
b. Tri-College organizations will be funded at a lee€b0% of the standard allocations.
The CSO ratings of student organizations will imgheir budget allocations on the following scale:
a. Organizations with a CSO rating of 5 will be fundsda level of 100% of the standard allocations.
b. Organizations with a CSO rating of 4 will be funded level of 95% of the standard allocations.
c. Organizations with a CSO rating of 3 will be fund®da level of 85% of the standard allocations.
CSO adjustments will be made before the fundraisbrgponent is taken into consideration.
Funding related to organizations with overt paditiaeligious, or advocacy agendas
The Finance Commission strongly advises the ND&ldeéht Senate to strictly adhere to the
recommendations made by Commission with respesaitborganizations, in an effort to protect
NDSU and the Student Government from civil litigati This advisement is to ensure compliance
with court decisions made in Southworth vs. TherBad Regents of the University of Wisconsin
System and Amidon vs. The Student Association a8t Albany.
Maximum recommended funding of a Tier Il organiaati
No Tier Il organization will receive funding recomendations that total over 1% of the Student
Activity Fee budget. This rule applies to the aalrudget as well as any contingency requests.

10



Section IV: In-Year Request Preparation

Introduction

The Commission recognizes that organizations mayawee the knowledge during the annual budgetinggss
needed to make decisions on their budget for thewing fiscal year. In addition, unforeseen expesiand
opportunities may appear after the budgeting psowodsch, if funded, would serve the student bodiNBISU. For
these reasons, Student Government has createflifals from which groups can request from. Theeels
contingency fund, the special projects fund, tleeree fund, and the TORRF fund. The process fpuasting
through these funds is outlined in this section.

Contingency Requests

A portion of the Student Activity Fee budgét allocated by the Commission for contingencyuesis. The intent
of the contingency fund is to assist organizationsovering expenses that are unforeseen at treedfrbudgeting.
The contingency fund is intended to supplemenbtidgeting of Tier Il organizations. Please adherhe
procedures found in Section 11l under the headgtedure for Requesting Funds” when submittingrdgicgency
request.

Some factors to consider when submitting a contingeequest:

1) The Commission recommends funding for contingeecyests under the same allocation guidelines
as the general budget. Look to Section Ill: Th#dal Budgeting Process to assist in preparing the
organization’s request. Please refrain from askindgtems that are not funded through the annual
budgeting process. Note that the percent adjustfoe €SO ratings will be applied on any
recommendations that come from the Commission,edisas the fundraising requirement.

2) Contingency requests only require data on the fipétgim or event being requested.

3) It is imperative that you include contact infornaatifor the club on the request. The Assistant
Commissioner will be contacting the organizatioséd up a meeting time with the Commission.

4) The Commission requires a representative of the who has significant knowledge of the requests to

be present at the meeting so that any questionSdh@mission may have about the request can be
answered. This individual, however, does not tauee the president or the treasurer of the
organization.

5) In order for the request to be eligible for consadien, the organization must have submitted a btidg
in the annual budgeting process the previous year.
6) It will be required to have representation from the club@Student Senate meeting in which the

request is being discussed. Contact the Assi€tamtmissioner for information regarding the time the
request is up for discussion on the Senate floor.

Special Projects Requests

A portion of the Student Activity Fee budgét allocated by the Commission for special prajeetjuests. The
intent of the special projects fund is to assigaoizations in covering expenses related to prejaet events that
can benefit the entire student body. Special ptsjunding is open to Tier I, Il, and Il organiizas as noted in
Section Il of the Finance Guidelines that are bl@gio receive funds. The recommendations of the@ission are
based on merit.

Some factors to consider when submitting a sp@c@écts request:

! The Contingency fund must be at least $20,000.
Z Minimum of $20,000.

11



1) Special projects requests require a full budgetferevent being held, not just the line items @ein

requested.

2) Special projects requests are not limited to thecation limits of Section Ill: The Annual Budgeg
Process. Therefore, organizations can requestrfgridr items that are not listed in Section Il1.

3) If an organization is selected to host a confergmuwarily held at North Dakota State Universityet
organization may submit a Special Project Request.

4) The special projects fund will be divided amonguesting groups on a first come, first serve basis.

5) It is preferable that the event be free or at aiced cost for NDSU students.

6) Requests must be submitted to the Finance Offi&udent Government at least 3 weeks before the
event is intended to be held.

7 The Finance Commission will only recommend up t&68% the total expected cost of the event. The
additional 15% must be fundraised by the orgaropati

8) The Commission requires a representative of the who has significant knowledge of the requests to

be present at the Finance Commission and Senatinggso that any questions can be answered.
This individual, however, does not have to be thesigent or the treasurer of the organizati¥ou
will be expected to demonstrate that the request aabenefit the entire student body.

Reserve Requests

Allocated monies that are not requested by Tigréups by the end of a fiscal year are pooled timo
reserve fund. Generally, student organizationsneil be requesting funding through a reserve rsijui the
organization would like to submit a reserve requelstase contact the Executive or Assistant Comariss and
they will assist the organization in determininghié request falls into this categdry.

Temporary Organization Request for Funding(TORFF)

A portion of the Student Activity Fee Budgé allocated by the commission for Temporary Oizgtion
request for funds. The intent of the TORFF funtbiassist organizations that would otherwise becatied funds in
the budgeting process. Because Temporary Orgamizadire not eligible to receive funds in the anbualgeting
process they must submit a TORFF to receive Stdriggpenses as outlined in Section Il of the Firanc
Guidelines. The rules from Section Il will apply TORFFs with the exception that only Standard Bgps and
Miscellaneous Expenses are allowed to be requested.

! The Reserve fund is discussed in more detail ati@e VIl of the Student Government Code.
2 Minimum of $5,000

12



Section V: Auditing of Student Organizations

The purpose of auditing is to regulate organizetigeceiving funds from the Student Activity Featthre
allocated through Student Government. Organizatibat will be audited are those that have receiuading
through the Student Activity Fee. Auditing will bene as needed to determine whether organizadiengtilizing
the Student Activity Fee appropriately. Organiaasi audited will be selected as necessary to ensunpliance
with the Official Guidelines of the Finance Comniiss

Organizations will be rated on a scale from onfivi®. A rating of five is the best, with one bgithe
worst. A rating of two or lower may result in tless of funding for the upcoming fiscal year. Qmgations will be
notified of their audit and will be obligated tdl fhut the Finance Commission Auditing Form andmitlihe
completed Finance Commission Auditing Form withratleipts and/or statements identifying expenditafeunds
received through Student Government. The audfting is available othe Student Government website. Student
Government will not audit all organizations eveeay, however, every organization that has recefweding for
the current fiscal year should expect to be audifRdasonable indication of an organization accating a slush
fund with appropriated money will be grounds fomgedeemed ineligible to receive funding by the @assion,
regardless of CSO or audit rating. The ratingeséal audits is as follows:

Rating of 5:
» Finance Commission Auditing Form filled out propefvith respect to account codes, transaction
description, proper sources, and uses of funds)
* Receipts submitted. Receipts should be cleathete are other transactions on the receipts, ateliwhich
transactions relate to the ledger entry. A cleatestk or other proof of purchase can be used.
* Funds allocated to the organizations are spertdardance with the Finance Guidelines and the
allocations of the Student Senate.
* Full withdrawals of an organization’s allocatiore @axpected to be spent in compliance with the
organization’s budget.
Rating of 4:
* Small errors in the entries.
» Account codes are incorrect.
» Transactions relating to funds obtained througld&tt Government not indicated on receipts.

Rating of 3:
* Missing receipts.
» Account codes are incorrect.

Rating of 2:
* Inaccurate auditing form.
* Missing many receipts.
e Missing major entries.
e Late submittal of audit information, including atidg form and/or any receipts and statements.

Rating of 1:
» No documentation of financial transactions.
* No receipts.
* Money not spent as allocated by Student Government.

The Commission will establish audit ratings thdt e used for the following budgeting year.
Organizations may obtain a copy of their audit frinv@ Student Government Finance office. Orgaronatshould
pay close attention to the comments made on thi¢ fauch and make corrections as needed for the yeat. The
Commission will review audit information with théuglent Senate, who has ultimate authority over btidg
issues. It is strongly recommended that orgaminatkeep accurate records of all financial actjwagpecially funds
allocated through Student Government.

13



Section VI: General Expectations/Disbursement Pragss

Responsibilities of Organizations

Organizations who receive funds from the Commissiod Student Senate agree to accept the added
responsibilities set forth by those agencies. Chmmission and Student Senate are agents of ND8ltharState
of North Dakota. Therefore, it is important fol @lganizations to carry out the following respduilies:

* Represent NDSU properly and professionally in adance with the overall goals of the University.
» Adequately advertise every activity utilized thrbuge Student Activity Fee.
» Direct energy toward betterment of the Universigither than the organization’s sole existence.

Conditions for Receiving Funds

When an organization receives funds from the Cassimin through the Student Senate, they also agree t
abide by funding conditions set forth by those &ign These conditions include:

» The Commission has the authority to recover witharéunds, if they are not used in the manner déect
by the Commission.

» Organizations must submit financial statementsudwmnting their disbursements of funds and their
authorization, at the request of the Commission.

« Organizations may be required to present an oparteéegarding any convention, workshop, or
competition utilized through the Student Activitgd: If requested, the organization must forwarepart
to the Commission and/or the Student Senate.

Procedures for Disbursement of Funds

Organizations granted a fund allocation can regihese funds directly from the Student Government
Finance office, as outlined below:

= Organizations can find Reimbursement Request fammisexamples of Reimbursement Request forms on
the Student Government webpage.

= Organizations will receive reimbursement for proeapenses. When completing the Request for
Reimbursement all related receipts and proof oeagjiures must be attached and turned into theeBtud
Government Finance office for review. After revigive Executive or Assistant Commissioner will then
fill out the necessary paperwork and contact tlyamization after the check has been processeceby th
University.

« If an organization needs allocated dollars priath expenditures, the allocation must be apprdwettie
Executive and Assistant Commissioners, and orgaairmawill be expected to provide receipts within 5
business days of the completion of the expenditures

» Organizations utilizing the University Accountingsteem may request a transfer through contacting the
Student Government office. These organizationkbhgilexpected to provide a year-end summary of
expenditures and receipts to the Commission. Tdrar@ission will contact your organization to setaup
date in which this will be considered due.

* All Reimbursement Request forms and the necessagjpts must be submitted to the Finance Office of
Student Government within 60 days of the date efabent, or the date of the receipt, whicheveatisr|

* All Reimbursement Request forms and the necessagjpts must be submitted to the Finance Office of
Student Government by June"™30No exceptions to this policy will be made, refjass of event dates or
dates of receipts.
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Section VII: Operating Procedures of the Commissio

Introduction

To ensure effectiveness and efficiency in carryngthe duties of the Commission, these standard
operating procedures has been created to clagfynchanics of the Commission. Outside of excaptimted in
this section of the Official Guidelines of the Fite@ CommissiorRobert’'s Rules of Ordewill be used to
effectively run Commission meetings.

Membership

The Commission shall consist of the Executive Cassianer, the Assistant Commissioner, two Student
Senate members, and six student-at-large membEhe Executive and Assistant Commissioners areiapggl by
the Student Body President with approval of thedl8hi Senate. The Student Senate members are agfgithe
Student Senate. The student-at-large membergppoerged by the Executive and Assistant Commissiaviid
approval of the Student Senate. Terms for the Eiex Commissioner, Assistant Commissioner, andStluelent
Senate members run from the date of appointmeiitthatswearing in of the new Student Senate ard@ive
team. The terms of at-large members run fromithe bf appointment until the first day of the nexademic year.
There is no limit to the number of terms an indiadtican serve on the Commission.

Replacement of Members

If a vacancy arises on the Commission, the Exeewnd Assistant Commissioner shall take the
appropriate steps to advertise the vacancy andi@toeplacement, subject to Student Senate approv

Quorum

A simple majority (five votes) shall constituteqaorum. The Executive Commissioner will servehess t
chair of the Commission. The chair will be counéesda member of the quorum and is granted fulhgotights
only when he/she is needed to reach five votesmotan.

Voting

Method of voting shall be determined by the Consiis. Voting by proxy is not allowed on the
Commission. Members of the Commission are expdoetadhstain from voting on motions in which thesaiclear
conflict of interest. The chair shall vote onlylieak a tie or to reach quorum. A simple majoshgll constitute
the ruling decision. The Assistant Commissiondr aat as secretary of the Commission, and is laviting
member of the Commission. The Assistant Commissiovill serve as chair of the Commission in theegioe of
the Executive Commissioner, and will appoint a mendf the Commission to serve as acting secretuilya
Executive Commissioner’s absence. When actindnasperson, the Assistant Commissioner’s votingtagvill
be limited to the voting rights of the chair.

Meetings

All Commission meetings are open to the publitie Executive and Assistant Commissioners are
responsible for the agenda and for setting a regoégeting time and place in accordance with thedales of the
Commission members.

The minutes of each meeting shall include a begbnale for each budget or contingency requedita
conclusion of the Commission (as to the grantiremial, or alteration of each budget). The AssisGommissioner
should prepare and distribute the minutes of eaétimg to the Commission members.

! Members of the Commission must adhere to the miniracademic requirements for officer eligibility in
organizations.
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Requests for funding should be presented by a&septative of the organization requesting fundsis T
will allow the Commission an opportunity to ask gtiens. After all questions are answered, the regiest
should be presented. If more information is needadotion to table the request is in order.

Member Responsibilities

Commission members’ primary responsibility is W@leate each organization carefully in accordanitle w
the guidelines. The Executive Commissioner maigasadditional duties to the Commission as needddlly
carry out the duties of the Commission.

Removal of Members

Recommendations to the Student Senate for thevambd Commission members will be made whenever
the Commission decides the member has not meetip®nsibilities stated above, upon excessive absefar
withholding information that may affect a requestfor promising funds to an organization before tbquest is
presented to the Commission.

Responsibilities of Student Senators

The Commission shall recommend the responsikslafeStudent Senators to the Finance GuidelineshE
Student Senator shall attend at least one Commissa®ting, one hour of an individual Budget Hearmthe
spring, and one hour of Budget Appeals. Studenat®es are also obligated to attend the “Budgetktion”
meeting put on by the Commission at a specified dathe discretion of the President of the Senat8tudent
Senator’s failure to fulfill their obligations dug the budgeting process can result in losing gapirivileges during
budgeting at the Senate’s discretion.

The Student Activity Fee Budget

The budgets for the following fiscal year of eaefuesting student organization must be submittied
the start of budgeting. Failure by an organizat@turn in its budget may result in ineligibiliof funding for that
organization, or any other action deemed appraphgtthe Commission. Exceptions can be made bixkeutive
and Assistant Commissioners if an organizationsteaw that a later submission will provide more aats:
information.

All organizations requesting funds must submitiddet to the Student Government Finance officenby t
deadline, so that the agenda may be prepared.eR@fithe budgets should start in February. Thisvs for a
maximum amount of time to consider each request.

It is important that each request be heard indiaily on its own merits, within the guidelines bgtthe
Commission. The Commission should strive for cetesicy in their rationale in granting or not gragta budget.

The proposed budget must be ratified by the StuBenate and signed by the Student Body President,
Executive Commissioner, and the University Preditefiore the budget is final.

Advisor

The Advisor to the Commission will be selectedliny Executive and Assistant Commissioner. The
Advisor should ideally be either an administratbthe Memorial Union or a faculty member of the IEgk of
Business Administration. The Advisor will servesaseutral and impartial resource to the Commissibime
Advisor will attend Commission meetings, Advisorgddd meetings, Budget Hearings, and the Budget &pas
needed, provide a historical perspective, and naaleecommendations to the Executive and Assistant
Commissioners regarding the Commission’s activithe term of the Advisor is indefinite; the Adviseill serve
until his/her resignation.
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Finance Advisory Board

The Commission, to assure that the issues anceomnof Tier | entities are being heard and met, ha
established the Finance Advisory Board. The Adyi®oard is in place to serve as a link betweem Tentities
and the Commission. The Advisory Board will be magh of representation from each Tier | entity, Stiedent
Senator selected by the Student Senate, the StBadgtPresident or Vice President, and the Exeeudivd
Assistant Finance Commissioners. The Executive@ssioner will chair the meetings, which will beldhence
per month or as needed by the Advisory Board. tirhe and place of the meetings will be made avdlathe
Student Senate by the Executive Commissioner. Atlvesory Board is an open forum for discussionsardgng the
funding of Tier | entities. The Advisory Board hhg authority to take stances on any financeeadlasue in
Student Government, and these stances will be btaaghe Commission and the Student Senate bitkeutive
Commissioner during his/her executive report.h# stances of the Advisory Board need to be draftedSenate
legislation, the Executive and Assistant Commissiewill see to it that the issue formally reacthesSenate floor.
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Section VIII: Reviews and Amendments of the Guid@&hes

Review of the Guidelines

In the spring of odd-numbered years, these guidslill be formally reviewed. The group reviewithg
guidelines will be called the Finance Guideline RewCommittee. This committee will consist of thssistant
Finance Commissioner and either the Student Bodgiéknt or Vice President, who will serve as corshand
five Student Senators chosen by the Student Searadepne at-large Finance Commission member choséme
Finance Commission. They will meet as needed toptete a thorough review of these guidelines aimgltheir
recommendations to the Student Senate in the féarSenate bill.

Amendments to the Guidelines

The Commission, at any time, can bring forth Seteqgislation to amend these guidelines as needtd w
an affirmative vote of the Senate. In additionydgint Senators can bring forth amendments to taiselines at
any time. If a Senator wishes to bring forth areadment, it will be considered proper procedureriog the
legislation to the Commission with an explanatiéthe intent and necessity of the change. The Cission will
then make a formal recommendation to the Senatkeoproposed changes, which the Executive Comnmissiwill
provide during his/her executive report.
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Appendices

Rental Rates for State Fleet Vehiclés

4 Passenger Sedan $0.31/mile
Minivan $0.42/mile
15 Passenger Van $0.75/mile
Mini-Cargo Van/Cargo Pickup $0.56/mile
1 Ton Pickup/Cargo Van $0.75/mile

Common Account Codes Used by the Finance Commigai

Travel 521105
Lodging 521105
Registration 521005
Dues 611010
Officials 621055
Speakers 623185
Film, Video, and other Programming 532045
General Advertising 621020
Displays 621020
Website 621020
Postage 541030
Office Supplies 536015
Duplication 542030
Miscellaneous Expense 621325

! These rates will be adjusted before budget hesifimgthe following fiscal year.
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