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Still Confused?  Contact the SGA Treasurer (
Alyssa Slinger
ajslinger@cedarcrest.edu
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Section I:
Policies

I. ELIGIBILITY FOR FUNDING

Only student clubs and organizations that have open membership for any student on campus (excluding Greek organizations, academic honoraries, and varsity athletic teams) and have been officially recognized by the Office of Student Activities, as well as Student Government Association, are eligible to request funding from Student Government Association. Organizations much have the following items on file with Student Government Association:
· a copy of current governing documents (bylaws, constitution, or both) approved by the Office of Student Activities;

· a list of current officers’ and advisors’ names and contact information;
· Record of submitted minutes from the prior semester for an established group;

· Ledgers turned in by the last day of classes;

If the club has not been active in the past semester, or is a newly established club or organization, the first two items must still be on file with Student Government Association, and a meeting between the president and treasurer of Student Government Association and the club’s president and treasurer must take place before funding may be requested.
Additionally, organizations applying for funding must meet the following criteria:

1) Each organization MUST comply with the rules of the Finance Manual including, but not limited to, submitting required documents, attending required events, and complying with required policies.  Organizations that have failed to comply with any policy listed in the Finance Manual will not receive priority for allocations in the current semester and may face other penalties, related to their funding.
2) Each organization MUST have at least two students holding different and separate executive officer positions.  One officer must be in charge of the finances of the organization (treasurer).  In the case of a shared position responsible for the finances, the organization shall note one of the officers as the primary liaison to the Finance Committee.  Officers must be elected by the general membership of the organization unless a Student Government Association-approved constitution dictates otherwise.
a. A student holding the position of President may NOT also hold the position of treasurer of the same club.
3) Club Presidents and Treasurers MUST attend one (1) of the four (4) mandatory treasurer workshops held every semester.  ANY STUDENT ORGANIZATION WHOSE PRESIDENT AND TREASURER DOES NOT ATTEND ONE OF THE MANDATORY WORKSHOPS WILL RISK A PENALTY OF UP TO TWENTY-FIVE (25) PERCENT OFF OF THE TOTAL ALLOTMENT.
4) Each organization MUST have an up-to-date record of club officers through the Office of Student Activities. Any changes made to the executive board of a club should be reported to the Office of Student Activities and the Student Government Association treasurer.
5) Newly recognized student organizations are encouraged to plan and organize in their first active semester. These newly recognized student organizations will receive $100 into their SGA account for events to be held in their first active semester.
a. If additional funds are needed, a petition may be filed, and the decision to award additional funds will be left at the discretion of the Finance Committee.

i. If funds are needed after both petition approval dates have passed, the club must wait and budget fully for the following semester.
6) SGA money may not be used to cover the cost of hosting fundraisers (such as a t-shirt sale), however all clubs and organizations have the opportunity to fundraise. A fundraiser form must be filled out and approved through the Women’s Leadership and Student Development office.
a. This form may be found at my.cedarcrest.edu>Women’s Leadership>Student Activities>Fundraiser Request Form.

7) All funds allocated to campus organizations MUST be used to benefit students and to uphold the character of the Cedar Crest College community. 

II. THE FINANCE COMMITTEE
The Finance Committee is a standing committee of the Student Government Association that is chaired by the Student Government Association Treasurer. The committee consists of an odd number of members from the SGA Senate, along with non-Senators who complete an application process. 
The Finance Committee is responsible for providing a recommendation to the Student Government Association regarding an allocation of each semester’s Student Activities Fees for recognized organizations and events.  Additionally, the Finance Committee will monitor all financial transactions of student organizations under its jurisdiction.  
III. RIGHTS OF THE FINANCE COMMITTEE

The Finance Committee has the right to monitor all financial transactions of student organizations under its jurisdiction.  
1) The Finance Committee has the right to monitor any event for the purpose of ensuring that the standards set forth in the Finance Manual or by stipulation of the Finance Committee and/or the Student Government Association is adhered to.
2) The Finance Committee and/or the Student Government Association Treasurer has the right to recommend, and the Student Government Association has the right to impose, a financial penalty or to deny access to an organization’s funds for any violation of the policies or stipulations of the Finance Committee, the Student Government Association, or the Honor Code.

3) The Finance Committee and/or the Student Government Association Treasurer has the right to request and/or require additional financial information and/or documentation from any organization prior to allocating funding.

4) The Finance Committee and/or the Student Government Association Treasurer have the right to refuse payment of a bill that is not in accordance with the Finance Manual’s policies and procedures.

5) The Finance Committee has the right to recommend and the Student Government Association has the right to adjust or deny funding for any request(s) that falls outside the guidelines outlined in this manual or is contrary to the established precedent since novel situations do occur from time to time.

6) The Finance Committee and/or the Student Government Association Treasurer have the right to deny future funding or deny access to an organization’s funds if it’s determined that the event did not benefit and uphold the character of the Cedar Crest College community.  
7) The Finance Committee has the right to recommend and the Student Government Association has the right to adjust or deny funding for any request that is deemed to be an excessive amount of money for an event.
8) The Finance Committee and/or the Student Government Association Treasurer reserve the right to deem any expense ineligible for funding by the Student Activity Fee, and recommend that it is paid for out of an organization’s personal account.

9) The Finance Committee and/or the Student Government Association Treasurer reserve the right to require a detailed explanation sheet and itemized receipt for every expense for a club’s SGA Account, in the form of a payment order form.

10) The Finance Committee and/or the Student Government Association reserve the right to deny or decrease funding based upon the previous use of Student Government Association funds allocated to the club. Past year’s spending trends for any given event will be taken into consideration. 

IV. FINANCE COMMITTEE POLICIES

ADVERTISING AND ATTENDANCE

1) All events funded by the Student Government Association must be advertised on campus and therefore open and publicized to the entire student body, not just recognized club members.

2) A piece of publicity may consist of any item that appropriately displays information about that club.  Publicity/advertising may be in various forms; however the SGA allocation limit for such uses is $15.   
3) All campus organizations must estimate the number of people attending.  This will ensure that an event is funded properly for the number of people attending. 
4) All campus organizations receiving Student Government Association funding must advertise for funded events in at least two different forms which are available to the entire student body at least three days prior to the event. Specifically, in such forms as: flyers, bi-weekly e-mails, bulletin boards, inSTALLments, Facebook, etc.

ADVISORS

1) Each organization must have an advisor in order to receive funds.

2) Advisors are limited to the faculty and staff of Cedar Crest College unless otherwise approved by the Student Government Association.  

3) No advisors shall be paid for their work.  

4) Advisors must sign the club’s budget request form (emailed from the Student Government Association Treasurer), along with the club/organization president and treasurer.

ALCOHOL

1) The Student Activities Fee may not be used to purchase alcoholic beverages or the staffing costs due to the accessibility to alcohol. This includes the overtime pay for Campus Police and the Bartender’s fee.
CHARITABLE ACTIVITIES

1) Money from the Student Activities Fee cannot be used for monetary charitable donations.  
DEPARTMENTAL FUNDS

1) A department or other office within the College may co-sponsor an activity funded by a Student Government Association organization.

2) No activity sponsored by a Student Government funded organization may be open only to students in a particular program, major, or field.
DUES AND PARTICIPATION

1) No organization receiving funding from Student Government Association may charge membership fees to its student members.

2) Dues to affiliate/national organizations may be requested from the Student Activities Fees by an organization, at the discretion of the Finance Committee.

FOOD

1) When calculating the expense of trips, the expense of meals must be included if the trip will be over a meal period.

2) Meals for speakers and performers will only be paid for as required by a contract and the Finance Committee reserves the right to request that these expenses be paid out of an organization’s personal account.

3) In some locations on campus (such as in the Tompkins College Center and the Harmon Hall of Peace), the use of Parkhurst Dining Services is contractually required.
SPEAKERS AND COACHES
1) If a speaker’s fees add up to less than $250, the club or organization sponsoring the speaker will not be required to seek co-sponsorship.

2) For speakers over $250: Clubs and organizations may request up to fifty (50) percent of a speaker’s fee be paid for by Student Government. Other sources of funding should be obtained, including co-sponsoring with other clubs, organizations, and departments. Specific departments, such as the Multicultural Center and academic departments may also be solicited for co-sponsorship.

a.  The total amount granted for a speaker to come to campus is solely up to Finance Committee. It is recommended that you wait to book the speaker until allotments have been approved, and sources of funding have been guaranteed. 
3) Unless otherwise specified by Student Government Association’s advisor, the Dean of Students, the President of the College, or the Provost, no Student Government Association funded organization may use allocated funds to pay for an instructor, coach, or other such leadership position.

INVESTMENTS

1) The Student Activities Fee may not be used in any outside investments.  

PERSONNEL

1) Organizations may not use SGA funds to establish a stipend or salary for any position within the organization.
POLITICAL ACTIVITY

1) Organizations may not use any of their Student Government Association funds to endorse any individual, political party, partisan campaign, or ballot initiative on or off campus.

2) Only personal funds may be used to attend political fundraising dinners or other events that require any type of fee or donation for admission.

START UP FUNDS

1) In their first semester, a new organization will receive $100 into their SGA account.
a. A club which has been re-activated will have access to their remaining balance from the club’s previous personal account, unless the club had been inactive for more than five years.
TRANSFER OF FUNDS
1)
Funds may not be transferred from the SGA account into the personal account without first obtaining approval from the Student Government Association Treasurer. That approval may be obtained using a payment order form. 
UNIFORMS

1) Student Government Association will fund the purchase of uniforms if the items are found essential to the workings of the club. The following restrictions also apply:
a. A uniform is defined to be an article of clothing that properly identifies a member of the organization and must be passed down from participant of club to participant of club.
b. The Student Government Association cannot fund the purchase of footwear for an organization. 
c. Funding will only be given for the number of performing participants in a club. 
Section II:

Procedures

I.  TIMELINE

BUDGET REVIEW APPOINTMENTS
All club/organization officers are allowed to be present when the Finance Committee is reviewing their budget. To schedule this meeting time, an e-mail must be sent to the SGA Treasurer by the budget request form deadline. Each budget review appointment will last no longer than fifteen (15) minutes. Discussion held in the appointment is not indicative of a final decision regarding the allotment.
PETITIONS
Petitions may be submitted at any time during a semester; however they will only be approved at a SGA Senate meeting twice a semester. The dates for these meetings will be announced during the first week of classes. 
END OF THE SEMESTER
Ledgers from the semester are due on the last day of classes. If these ledgers are not turned in, a penalty of up to five (5) percent may be deducted from the club’s allocation.

At the end of each semester, the amount of money left unspent in an organization’s SGA Account will be returned to the SGA Unassigned Account.  Personal Account balances will be carried forward.  

An organization that remains active over the summer may designate a person other than the treasurer to act on the treasurer’s behalf in carrying out necessary transactions over the summer.  Prior approval for this arrangement must be made with the Student Government Association Treasurer.  

II. BUDGET PROCESS

A budget represents an operating plan or blueprint for an entire semester. It displays cost estimates for various events and constitutes a formal request for money.  The formal budget request only involves a request for money from the Student Government Association.  

A.  DEVELOPING A BUDGET

The following steps should be taken in order to develop a budget:

1) Gather the organization’s financial records together to obtain the historical data for the budget.

2) Plan the activities for the semester based upon a reasonable estimate of the level of funding the group anticipates.  

3) The crucial part of the budget request is the explanation of each item in the budget.  BE AS DETAILED AS POSSIBLE.  Show exact computations wherever applicable.  
4) Do NOT inflate budget requests by assuming that cuts will be made.  The Finance Committee will do its best to accommodate each organization.

5) On the budget request form, it must be stated whether each event will be held in the first month of classes (through until October 1 for fall semesters and February 15 for spring semesters) so that allotments may be given out in two waves to allow for immediate access to funds at the beginning of a semester.
B.  ALLOCATIONS
Assuming compliance with the Finance Manual and Student Government Association regulations, an approved amount will be allotted to each club.
1) Budget reviews will be held at the end of each semester for the following semester. 

2) Organizations may sign up for a budget review appointment by e-mailing the Student Government Association Treasurer.
3) There will be two days each semester when money will be allotted. The first will be the week prior to the start of classes, and the second will be roughly a month into the semester.
Section III:

Helpful Information
( I. WHERE TO GO (
Cashier’s Window:  Located on the second floor of Blaney Hall in Room 209.  All transactions take place here.  Payment order forms, deposit forms, etc. are available here.  Checks and cash may be picked up here.

Controller’s Office:  Located on the second floor of Blaney Hall in Room 209, inside the Cashier’s Window office. 
Dean of Student’s Office:  Located in the Allen House.  Concerns may be addressed and college policies verified.
Finance Committee Meetings:  Located in the SGA/SAB office inside the commuter lounge on the bottom floor of the Tompkins College Center. The Committee reviews budgets, petitions, and makes recommendations for the financial policies and procedures.
Office of Information Technology:  Located in the Cressman Library. Technology concerns, computer facility concerns, and internet and software questions may be addressed.  Help Desk x3348
Student Government Office:  Located in the SGA/SAB office inside the commuter lounge on the bottom floor of the Tompkins College Center.  Executive Board and other Committee meetings take place here.
Women’s Leadership and Student Development Office/Office of Student Activities:  Located on the third floor of the Tompkins College Center.  Register fundraisers, room reservations, and club/organization approval documents can be brought here. 
Women’s Leadership Tab of my.cedarcrest.edu: Important forms and templates for clubs may be found under this tab, and clicking on ‘Student Activities’ on the left hand side. 
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Cashier

Cashier: Lynda Yohe
Email: lbyohe@cedarcrest.edu

1. Attend a mandatory workshop given by the SGA Treasurer.








2.  Meet with the officers of your organization. Decide what will be needed for events the club/organization will be holding.








3. Fill out the budget request form found at www.cedarcrest.edu/sga.








4.  Once the SGA Treasurer receives a copy of your budget (automatically generated through the website), a confirm receipt will be sent to the club president, treasurer and advisor. All three parties will need to send a response back to act as an electronic signature.








5. Finance Committee will review the budget. Feel free to schedule an appointment to have the budget reviewed with the club officers present.








6. The final amount allotted to clubs/organizations will be approved at a SGA meeting.








7. The allotment itemization letter will be sent via e-mail to the club e-mail account, club president and club treasurer.








8. One week prior to the beginning of classes, the first allotment (consisting of enough funds for events scheduled through the first month of classes) shall be put into clubs’/organizations’ SGA account. Once the Student Activities Fee has been distributed to SGA from the Finance Office, the second allotment will go out to club accounts, which will cover the remainder of the semester.








Student Government Association Meeting Time:


Wednesdays at 6:15 p.m.


1867 Room


Tompkins College Center


Website:  www.cedarcrest.edu/sga





Cashier Hours:


Monday: 9:00 a.m. - 3:00 p.m.


Tuesday: 9:00 a.m. - 3:00 p.m.


Wednesday: 9:00 a.m. - 3:00 p.m.


Thursday: 9:00 a.m. - 3:00 p.m.


Friday: 9:00 a.m. - 3:00 p.m. (except Student Paydays, when the office is open until 4:00 p.m.








9. If additional funds are needed, there will be two SGA meetings per semester in which petitions may be approved. Petition forms may be accepted at any point up until that second meeting that approvals will take place. All dates will be announced at the beginning of each semester.
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