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1.
EXPLANATION OF THE FINANCE COMMITTEE

The Student Government Association of the University of West Florida has established a Finance Committee composed of eight senators, a chairperson, and the Dean of Students shall be an ex-officio, non-voting committee member. Finance Committee members shall refrain from debating or voting on any funding request which concerns a student organization or activity in which they are members. The sole exception to this rule shall be Student Government accounts.  This committee's purposes are to: 

1.
Formulate annual budget recommendations for the Activity and Service Fee fund.  


2.
Hold budget workshops during the fall semester.

3. Review requests for funding from the Loan and Grant Fund, Tournament Travel Fund, Academic Travel Fund and administer said funds according to the guidelines contained in the Activity and Service Fee Manual.


4.
Review long range activity projections and needs.


5.
Review Florida law, Board of Trustees, and University policy pertaining to the generation, allocation, expenditure, and investment of activity funds.


6.
Upon request, review particular questions pertaining to financial matters within the State University System.


7.
Upon request, review the existing or proposed University budget and funding priorities contained therein.


8.
Conduct hearings for respective organizations seeking funding from the Activity and Service Fee account.  Funding and hearings are conducted at the discretion of the Finance Chair provided that the organizations are in good standing with the University of West Florida.


9.
Review and administer requests for budget amendments and transfers.


10.
Review and administer carry forward requests.



11.
Review and administer reserve accounts according to the established guidelines.



2.
DESCRIPTION OF ACTIVITY AND SERVICE FEES


Activity and Service Fees are collected on a per credit hour basis.  This fee, paid by each student when he or she registers is to be used to benefit the student body as a whole as defined in Florida Statute 240.235 and the University Rule 6C6.4006.  Budgets will not be granted to exclusionary organizations.  Exclusionary organizations will be defined as any organization whose local or national constitution or by-laws limit membership based on sex, race, religion, political affiliation, major, any GPA above good standing, or any factor designed to limit membership to a particular class of students.  Groups may impose additional guidelines for leadership positions and competition purposes.
3.
USAGE OF ACTIVITY AND SERVICE FEES

1. 
The student organization must be officially registered and in good standing 



with the University of West Florida.


2.
All organization's members must be currently enrolled at the University of 



West Florida.


3. 
Any programs or activities funded by Activity and Service Fees are obligated to expend funds within the intent expressed in the approved budget, specifically.

4.
Deficit spending is prohibited.  All deficits shall be deducted from subsequent budget allocations.


5.
Activity and Service Fee funds may not be used for alcoholic beverages.


6.
Students who receive Activity and Service funded Leadership Grants may not be OPS-employed by that same account.  


7.
All budget amendments and transfers must be approved by the Finance Committee.  A budget amendment request form, a budget transfer form, or a memorandum must be submitted to the Finance Committee for approval.  After Finance Committee action, all subsequent action is standard university procedure.


8.
If funds are not expended within the expressed intent of the approved allocations, then upon the recommendation of the Finance Committee to the Student Government Senate and upon notification to the Vice President of Student Affairs, a hold may be initiated on the organization's right to expend Activity and Service Fee funds.  If a hold is implemented against an account, the account administrator may appeal to the Student Senate within five working days. A majority vote of the Student Government Senate, approval by the Student Body President, and approval by the University President is required to remove the hold.


9.
Activity and Service Fees generated by off-campus centers are returned in full to the respective off-campus center.  Any surplus given to the off-campus center is returned to the Pensacola main campus and placed back into the mother account.  All adjustments will be made by the University’s office of Financial and Accounting Services and reported to the Office of Student Affairs and to the Student Government Association. 

4.
DESCRIPTION OF THE BUDGET PROCESS


During the fall semester, budget request forms will be forwarded to the administrators of the Activity and Service Fee accounts.  Before submitting a request, all student organizations that wish to submit an Activity and Service Fee budget request must have at least one representative attend a fall budget workshop.  The budget request form, along with all required forms and paper must be completed, signed, and returned by the specified date. All budget hearings will be held during the spring semester.  Each account administrator will be contacted, and a time and place for the hearing will be arranged.  The account administrator will be provided an opportunity to explain and justify his or her respective organization's budget request.


After hearing all budget requests, the Finance Committee will prepare and forward its recommendations to the organizations and present recommendations to the Student Government Senate.  The program directors will be notified of the place and time for the first reading of the budget bill to the Senate.  After the first reading of the bill and pending its passage by the Senate, organizations, which are requesting funds, may address the Senate to express concerns and further justifications.  During the address, each organization will be allocated five minutes in which to speak. The time limit will be strictly enforced.


When the revised or original budget is approved on a second reading basis, the budget will be forwarded to the Student Government President for approval or veto.  Upon approval by the Student Government President, or a Senate override of a presidential veto, the budget will be forwarded to the University President for approval or veto.  The University President must act in accordance with the limits specified in the Florida Statutes.


Upon approval by the University President and after the previous year's books have been closed, each account administrator will be mailed an allocation sheet for each respective account. 


Before allocated funds are released, each student organization is required to have at least one representative attend a budget workshop for the new fiscal year, which begins July 1. 
5.
DECLARATION OF AUDIT RIGHTS

All Activity and Service Fee monies are subject to state and local audits.  The Student Government Association Finance Committee also reserves the right to formally review any organization which receives funds from the Activity and Service Fee account.
6.
EXPLANATION OF LOAN AND GRANT FUND


A Loan and Grant Fund shall be maintained for funding non-budgeted organizations.  In order for an organization to be eligible, the following criteria must be met:


1.
The organization has not received a budget for the fiscal year in which the request is being made.


2.
The organization must be officially registered and in good standing with the University of West Florida.


3.
All organization's members must be currently enrolled at the University of West Florida.


4.
The proposed activity will benefit the student body of the University of West Florida.  The activity must not be discriminatory as defined by law.


5.
Funding will not be granted for duplicate events or activities that have already been budgeted through the regular budget process.


6.
The activity will not be designed for fundraising purposes.


7.
Student travel, which is funded by the Loan and Grant account, must follow procedures as defined by the Office of Student Affairs.


8.
Funding will not be granted for private social events; i.e. events that are open to or that only benefit the members of that organization.  Funding will not be granted for regular meetings, parties, inductions, initiations, or award ceremonies.


9.
Registered Student Organizations are restricted to two funding requests, with the sum of both not exceeding $5,000.00, in one fiscal year.


Loan and Grant applications are available in the Student Government Office. Completed requests must be submitted at least two weeks prior to the event.  The Chair of the Finance Committee will then make arrangements for the organization requesting funds to be able to present to the committee.  If the request is approved, the representative should contact the Office of Student Government within three days.

7.
EXPLANATION OF ACADEMIC TRAVEL FUND



The Academic Travel Fund was created to assist both undergraduate and graduate students in attending appropriate professional conferences in their area of studies.  The funds will be approved and disbursed by the Finance Committee according to the guidelines set by the committee.  Academic Travel Funds will not be allocated to assist in research.  Students applying for assistance must gain approval from the department chair in their field of study. Requests from fewer than three UWF students attending the same conference will be considered on an individual basis. In this case, there will be no more than $500.00 approved per request, provided that an equal amount of matching funds are available.  Matching funds may come from any source.  The Finance Committee may request verification of matching funds prior to the funding of the activity.  If there are more than three students applying for funds for the same conference, they must apply as a group.  For group travel, there will be no more than $1,500.00 approved per conference, provided that an equal amount of matching funds are available.  


It is the department chair’s responsibility to inform Student Government if there are more than three people from their department attending the same conference.  The Finance Committee will hear the request(s) at their scheduled meetings.  The funds will be disbursed directly to the students and authority over the monies will not be delegated to other University departments.
8.
EXPLANATION OF TOURNAMENT TRAVEL FUND


Tournament Travel Fund may be allocated to undergraduate or graduate students to assist in attending national competitions.  The student must have participated in the regional tournament and qualified for national tournament to be awarded tournament travel money.  All forms must be signed and returned to the finance committee with certification of achievement and qualifications.

APPENDIX I: SAMPLE FUNDING REQUEST QUESTIONS
The following is a list of possible questions that a senator might ask during a funding request.


1.
How many students will benefit from this request?


2.
How often are your meetings?  Are they open to everyone?



3.
How much does each individual contribute to your organization?  How many active members do you have?  How many inactive members do you have?


4.
Does your organization charge dues?  If so, how much are the dues and how much of the dues go towards national fees?


5.
Have you held any fundraising events?  If so, how much did you make?  Where has your fundraising money gone?


6.
What alternatives have you looked into for funding?


7.
Have you checked around to find the lowest possible prices?


8.
If we cannot provide you with the full request, what are your priorities?


9.
What are you using for equipment?  Where do you store your equipment?  Who is eligible to use equipment that is purchased?


10.
What other methods of transportation have you considered?


11.
For conventions and conferences: what can you bring back to the University of West Florida by attending this event?


12.
What types of promotions will be needed? 

13.
What is your organization’s checking account balance?
APPENDIX II: SAMPLE BUDGET REQUEST PACKET

DATE TURNED IN TO SGA OFFICE: ___________________

THE UNIVERSITY OF WEST FLORIDA


STUDENT GOVERNMENT ASSOCIATION


FINANCE COMMITTEE

PLEASE COMPLETE THIS FORM AND RETURN IT, ALONG WITH 11 COPIES OF ALL FORMS, TO THE STUDENT GOVERNMENT FINANCE CHAIRMAN NO LATER THAN (DEADLINE DATE).  PLEASE PRINT OR TYPE.
NAME OF ORGANIZATION:  _____________________________________________
 

NAME OF ADVISOR:  ___________________________________________________ 

ADVISOR'S PHONE NUMBER:  ___________________________________________
 

NAME OF ORGANIZATION PRESIDENT:  ___________________________________ 
PRESIDENT'S PHONE NUMBER:  _________________________________________

NAME OF ORGANIZATION TREASURER:  __________________________________ 
TREASURER'S PHONE NUMBER:  ________________________________________ 

TOTAL NUMBER OF MEMBERS:  _________________________________________

NUMBER OF ACTIVE MEMBERS:  _________________________________________

HOW MUCH MONEY IS COLLECTED FROM EACH PERSON ANNUALLY? ________
HOW MUCH MONEY IS ALLOCATED FROM DUES TO NATIONALS? ____________

BANK ACCOUNT INFORMATION: 

NAME OF ORGANIZATION'S BANK:  _______________________________________

SAVINGS ACCOUNT BALANCE:  __________________________________________
CHECKING ACCOUNT BALANCE:  ________________________________________

ACTIVITIES FROM THIS PAST YEAR                   ACTIVITIES FOR THIS NEXTYEAR:  





  

1. ________________________________     1. _____________________________________ 
2. ________________________________     2. _____________________________________ 
3. ________________________________     3. _____________________________________ 
4. ________________________________     4. _____________________________________
5. ________________________________     5.  ____________​​​​​​​​​​​​​​​​​​​​​​​_________________________ 

TOTAL EXPENDITURES FOR CURRENT FISCAL YEAR TO DATE:  ______________________ 
TOTAL ANTICIPATED EXPENDITURES FOR NEXT YEAR:  ____________________________

ACTIVITY AND SERVICE FEE BUDGET 


SUPPORTING SCHEDULE INFORMATION AND FORMAT

Budget requests must be accompanied by supporting schedules, which provide specific budgetary information in each code.  It is not necessary to include code areas in a supporting schedule for which funding is not asked.  It is necessary, however, to be specific within each code in which funds are requested.

BUDGET REQUESTS WITHOUT SUPPORTING SCHEDULES WILL BE RETURNED TO SENDER!!!
CATEGORY I--SALARIES AND WAGES


SALARIES AND WAGES

*the number of employees


*position descriptions


*position classifications


*yearly salaries plus matching retirement


*total requested

CATEGORY II--OPS


SEASONAL

*number of employees


*position descriptions


*hourly rate


*number of hours per week


*number of weeks per budget period


*total requested


PROFESSIONAL

*number of professional fees


*total requested

CATEGORY III--EXPENSE


ADVERTISING FLORIDA



*number and description of events to be advertised


*estimated cost per event


*total requested


COMMUNICATION AND TRANSPORTATION


*number of instruments


*monthly billing costs including WATS


*estimated monthly toll charges


*estimated monthly postage


*total requested


PRINTING AND REPRODUCTION

*description of services


*duplication costs


*graphics costs


*central copy charge


*total requested


REPAIRS AND MAINTENANCE


*description of services


*estimated yearly cost


*total requested


TRAVEL


*cost per trip


*number in each party for the trips


*carrier cost


*lodging cost or per diem


*yearly schedule of trips


*total requested


OTHER CONTRACTUAL SERVICES


*description of services


*estimated cost per service


*total requested


BUILDING AND CONSTRUCTION



*description of services


*total requested


EDUCATIONAL SUPPLIES


*description of services


*total requested


FOOD PRODUCTS


*description of event and/or travel schedule


*number of participants


*estimated cost per event or trip for food


*total requested


OFFICE MATERIALS AND SUPPLIES


*description of materials needed


*estimated annual cost


*total requested


OTHER MATERIALS AND SUPPLIES


*description of materials needed and purpose


*estimated cost


*total requested


RENTAL OF BUILDINGS



*description of event


*cost of rental per event


*total requested


RENTAL OF EQUIPMENT


*rental of equipment with off-campus vendor


*description of equipment


*total requested


OTHER CURRENT CHARGES AND OBLIGATIONS


*description of services


*estimated cost per item

*total requested


OFFICE FURNITURE AND SUPPLIES


*description of services


*estimated cost per item


*total requested

CATEGORY IV--DISTRIBUTIONS AND TRANSFERS 

LEADERSHIP GRANTS


*titles of grant recipients


*itemized amounts of grants


*total requested

CATEGORY V--OTHER CAPITAL OUTLAY


****OCO


*must exceed $1000


*description of item


*estimated cost per item


*total requested
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	2005-2006
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	Account Number: 
	 
	Revenue to Date:
	 

	 
	 
	 
	 

	
	REQUESTED:
	RECOMMENDED:
	APPROVED:
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APPENDIX III: FLOW OF BUDGET PROCESS

I.
The budget process begins at the end of the fall term with budget workshops.  The workshop will cover the budget process and how to properly prepare and apply for a budget.  A member of each organization seeking a budget must attend a workshop to be eligible to receive a budget.


II.
Budget packets are completed and returned to The Finance Committee.


III.
Budget hearings are held early in the spring, in which the organizations formally present their requests to The Finance Committee.


IV.
The Finance Committee deliberates (usually a multi-week process) and presents their recommendation to the Student Government Senate.  At the first reading of the proposed budget, each organization will be allotted a maximum of five minutes to express their opinions on the budget to the Senate.  This time limit will be strictly adhered to.  If the proposed budget is not passed, The Finance Committee will make revisions.  If it is passed, it will be brought up again for approval on a second reading basis.


V.
The proposed budget will be presented to the Senate a second time.  If it does not pass, the Finance Committee will make revisions.  If it is passed, it goes to the Student Government President for approval.


VI.
If the Student Government President vetoes the bill, the Senate may override the veto by a 2/3 majority.  If the Student Government President approves the bill, it goes to the University President for final approval.


VII.
The organizations that were allocated a budget will attend a budget workshop in the fall semester. This workshop will explain the proper channels to go through to spend their budget.  The budget will not be released until the organization has attended a workshop.

APPENDIX IV: SAMPLE LOAN AND GRANT REQUEST PACKET


STUDENT FINANCE COMMITTEE


LOAN AND GRANT REQUEST
_____________________ requests that a (loan) (grant) in the amount of $_________________ Name of Organization

be granted for the purpose of _____________________________________________________






                             Event                                

scheduled for __________________________________________________________________




                              Date and Place                      

We understand that in order to have this request considered by the Finance Committee, we must submit the following:


1.   An itemized budget.


2.   Registration information or proof of costs.


3.   A short statement of purpose.


4.   A short statement of the effect we expect our event to have on the student   body.


5.   Turn in the originals plus 11 copies by Wednesday 12:00pm, no later than two weeks before the scheduled event. 


6.   The Chair of the Finance Committee will contact you to set up a meeting time to present to the Committee.

We understand that funds will be released by the Student Finance Committee only if the event qualifies for funding, and all funds must be expended subject to Student Finance Committee stipulations. Terms of repayment, if any, will be set by the Finance Committee.

______________________________
Organization President

______________________________

_____________________________

President’s Printed Name



President’s Phone Number

______________________________

Organization Treasurer

______________________________

_____________________________

Treasurer’s Printed Name



Treasurer’s Phone Number

____________________________ 

Director of Student Activities

APPENDIX V: FLOW OF LOAN AND GRANT PROCESS


I.
Organizations that do not receive an annual budget may apply for funding if they are in good standing with the University. 


II.
The Loan and Grant Request form may be picked up in the Student Government Office.  The form, along with supporting documentation, must be completed and turned in at least two weeks prior to the event.  Requests that are not submitted at least two weeks prior to the event may not be heard.


III.
A member from the organization making the request will present the request to the Finance Committee. 


IV.
The Finance Committee will decide if and how much to award.  The organization will then be notified of the decision.


V.
If the request is approved, the organization must then contact the Office of Student Government within three working days.


VI.
After the event occurs, all receipts must be brought to the Office of Student Government.  If the organization was allotted more money than receipts available, the difference must be repaid.

APPENDIX VI: ACCOUNTING PROCEDURE OF THE A&S FUND

The Activity and Service Fees are maintained in a particular account.  As organizations spend money, it comes out of this account.  While the money remains in the account, it is invested and collects interest.  


At the end of the fiscal year, some organizations have money left over.  This money can either be carried forward to the next year, or reverted back into the Activity and Service Fee account.  After the Finance Committee determines the carry forwards, the Finance Chair, the Dean of Students, and the University’s office of Financial and Accounting Services reconcile and close the books for the fiscal year just finished.
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