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V. Accounts

7.

In the absence of a Club Treasurer, the Club President may execute these
duties on atemporary emergency basis. Absence must be determined as
resignation, removal, or incapacitation following review by the Finance
Committee Chair on a case by case basis. The decision of the Chair can be
appeal ed to the Student Judicial Review Board whose ruling isfinal. Election
of anew club Treasurer must occur within two (2) weeks of the date of
absence.

A. Initiatives

1.

Shall be distributed to University student clubs and organizations that are
planning events and/or programs as a supplement to their regular budget.

Can also be distributed to University Departments and Offices who are
planning student based programming and who have included students within
the programming planning process.

All events that receive initiative funding must be open to the entire
Undergraduate population.

Initiatives cannot be used for promotional items, clothing, office supplies,
charitable donations, equipment,

All clubs and/or organization that wish to access the initiatives fund must
present their proposal to the Finance Committee twenty-one (21) days prior to
the event.

Any request for Initiatives funding over one thousand (1000) dollars must be
combined with a minimum internal co-sponsorship of at least twenty (20)
percent obtained from University departments, offices, clubs, and
organizations or thirty-five (35) percent external co-sponsorship from non-
University contributors including but not limited to corporations, businesses
and individuals. Co-sponsorship must be confirmed via the Office of Student
Activities. Failure to receive the necessary co-sponsorship will result in the
allocation requiring athree-quarter (3/4) majority vote from the SGA
Legidlature for approval.

Any recipient of Initiatives funding over the amount of five hundred and one
(501) dollars must present a post-initiative report to the Finance Committee
within two (2) weeks following the event. If the amount is under five hundred
(500) dollars, the recipient must hand in relevant paperwork to the Finance
Committee Liaison.



10.

11.

12.

Any event using money from the initiatives account that generates revenue
will be required to return al revenues to the Initiatives account.

Any money allocated, but not spent from initiatives shall be returned to the
initiatives account.

Any request for initiatives funding presented to the Finance Committee will
be subject to avote in order to judge merit based upon these laws and as an
appropriate expenditure of the Student Activities fund. A vote of support for
the allocation, requires a simple mgjority of the SGA Legidlature for passage,
while a vote of non-support requires a two-thirds (2/3) majority of the SGA
Legidature for passage.

Any change to the Initiatives account shall take effect following a majority
vote of the SGA Legidature.

If at any time, the parties of the requested funds fail to appear to either the
Finance Committee or the SGA Legidature, the Initiatives request is
considered null and void.

B. Fidelity

1.

Can only be accessed to purchase capital items for student use for no less than
two (2) years.

Capital itemswill be defined by the ruling of the Finance Committee on a case
by case basis.

In order to access the fidelity account a club must again present a detailed
proposal including three certified quotes for the cost of the goods, from
reputable and established vendors.

Any request for funding from the Fidelity account presented to the Finance
Committee will be subject to avote in order to judge merit based upon these
laws and as an appropriate expenditure of the Student Activities fund. A vote
of support for the allocation, requires a simple majority of the SGA
Legislature for passage, while a vote of non-support requires a two-thirds
(2/3) majority of the SGA Legislature for passage.

Any change to the Fidelity account shall take effect following a mgjority vote
of the SGA Legidlature.

If at any time, the parties of the requested funds fail to appear to either the
Finance Committee or the SGA Legidature, the Initiatives request is
considered null and void.



IV. General Fiscal Guidelines

A. Clubs and Organization Budgets

1. All clubsthat have been recognized by the Student Government Association and
are in good standing with the Office of Student Activitieswill have the ability to
submit a proposal for a club budget, following the guidelines set forth in these
By-Laws.

2. The Finance Committee Chair reserves the authority to set al timelines for the
budgeting process based on a year-to-year evaluation.

B. Clubs and Organizations Budget Guidelines

All clubs and organizations can allocate for these items within their clubs budgets

1. Clothing
Any club or organization that wishes to purchase items of clothing for its
members shall be expected to follow these guidelines. The term clothing shall
apply to al garments worn by an individual, including, but not limited to: T-
shirts, tank tops, sweatshirts, jackets, windbreakers, sneakers, etc. No more
than $20.00 (twenty dollars and no/100) of the Student Activities Fee. Per
person, will be paid towards the purchase of clothing for members of any

organization.

a. If thetotal cost of the clothing purchase is under $10.00 per person, then
the club or organization may pay that sum in whole. This applies for only
two items of clothing per member per year.

b. If thetotal cost of the clothing purchase is within the range of $10.01-
$30.00, per person, then each member of the organization who would
receive such an item of clothing will be required to pay at |east one half
(1/2) of the total cost over $10.00 per person (i.e. the total cost of a
sweatshirt is $30.00, then the organization pays for $20.00 and the
member pays $10.00).

c. If thetotal cost of the clothing purchase exceeds $30.00, then each
member must pay the difference of the total cost of the purchase less the
$20.00 (i.e., if the total cost per person of a sweatshirt is $80.00, then each
member must pay $60.00 and the Clubs budget will provide $20.00).

d. All moniesto be paid by individual members toward clothing purchaseis
to be collected and deposited prior to placing the order for the clothing.



e. Any violations to this policy will result in a suspension of funds.
2. Conferences

A club may also allocate for conferences that will enhance their knowledge
and productivity of their club. Funds will be allocated fully for executive
board members and advisors, fifty percent (50%) for general members, and no
funds will be allocated for second semester seniors. A club in no way can
allocate for food, or souvenirs unless these items are included within the
conference cost. Before a clubs decides to attend a conference it is strongly
advised that they meet with the Finance Committee Chair, and follow
procedures set forth in these By-Laws.

3. Trave

The break down for all travel expenses shall be broken down into three
categories Low, Medium and High. Before a club decides on travels
arrangementsit is strongly advised that they meet with the Finance
Committee.

a Low ($0—1500)

1. Thenumber of trip participants can be restricted. Any selection
process to choose who can attend must be open to al students.

2. ltinerary will be required, including but not limited to where you are
going and what the costs are.

3. Three(3) quoteswill be needed in order to verify that the mode of
transportation (i.e. Bus Company or Airline) the club has selected is
the least expensive.

4. A statement on how thistrip will be beneficial to your organization
and to the Suffolk Community as awhole.

5. The Student Activity Fund will subsidize no more than one hundred
dollars (100) of the final cost of the trip per person.

6. Clubs may allocate for transportation, room and board and the total
coast of an advisorstrip.

b. Medium ($1501 — 3000)

1. Must follow the guidelines for the “Low” category.

2. Submit an article to The Suffolk Journal to share with the community
what you learned.

3. The Student Activity Fund will subsidize no more than one hundred
and fifty dollars (150) of the final cost of the trip per person.

4. Must have contact with an advisor in SAO and the clubs liaison about
all decisions regarding the trip. Funds will be suspended if thisis not
followed.

5. Clubs may allocate for transportation, room and board and the total
coast of an advisorstrip.

c. High ($3001 —Infinite)



1. Follow guidelines of “Low” and “Medium” categories.

2. Must be open to entire Suffolk Community but selection will take
place through an application and interview process, conducted by the
organization’s advisor and an advisor from SAO.

3. Hold aforum or open meeting to bring back what you learned to the
Suffolk Community.

4. The Student Activity Fund will subsidize no more than two hundred
(200) of the final cost of the trip per person.

5. ThePresident and Treasurer (or if they did not attend a member that
did will be sent in his’her place) of the organization that requested the
funds must attend an interview with the Finance Committee within one
(1) week of their return.

6. Clubs may allocate for transportation, room and board and the total
coast of an advisorstrip.

The organization who requested the funds must submit to the SGA Treasurer a
report on what the money was spent on along with receipts, no more than one (1)
week upon return. If thisis not submitted there will be a suspension of funds and
the Initiatives budget will not fund the trip. It will also not fund any expenditure
that is not covered by areceipt, even if the receipt was lost during travel.

The Finance Committee can make exceptions to this policy on a case-by-case
basis.
. Copying/Mailings:

If aclub wishesto do more than 45 copies (per event) or make color copies they
should allocated for this within their budget.

. Co-Sponsorship:

All clubs should set aside an amount so that they can Sponsor other recognized
clubs events throughout the academic year.

. Events:

Any and all eventsthat a club plans on having during the academic year should be
allocated for. Food at events will not exceed more than ten (10) dollars per person
per event and must first offer the account to the contracted campus dining services
provider. The Student Activities Fund will not subsidize the cost of food at

regular or executive board meetings. Special meetings will be defined at the
discretion of the Finance Committee Chair.

. Promotions:

Clubs can request money for promotional items either for the promotion of their
club or an event.

. Supplies:



Clubs can also request an allocation for office supplies to be used by the club or
organization in Suffolk University facilities. Supplies will be designated into two
(2) categories:

a. Internal: Supplies bought through the Suffolk University mailroom, and
ordered through procedures set forth by the Office of Student Activities.

b. External: Suppliesthat are not available through the Suffolk University
mailroom, and need to be ordered through an external vendor.

SGA and SAO only supply clubs with black and white copies, which will not
exceed 45 per event or program. All other supply needs are to be allocated for
within the clubs budget.

9. Any monies that have been allocated but not used during the Fall Semester can be
re-allocated to be included via a budget revision in the individual club budget for
the following Spring. If said budget revision is not filled out in accordance with
the timeline set-forth by the Finance Committee Chair, the said monies will
rollover into the Initiatives account. Any negative balance will be reconciled from
monies in the Spring Semester budget.

10. Any monies that have been alocated but not spent from the Spring semester will
roll-over into the Initiatives account for the following fiscal year with the
exception of fundraising money that has been raised during the academic year.

C. Revenue Clause

All revenues that have not been allocated but not spent will roll over into the
initiatives found for the next semester or fiscal year.

1. Dues

Collecting of membership dues for any club or organization who participatesin
the budgeting process of the Student Activities Fee is prohibited. The Student
Activities Fee can be used to fund member's dues to regional, national or state
organizations affiliated with a club or organization established at Suffolk if the
membership in the organization is deemed necessary to meet the mission of the
organization. The amount of money funded for the purpose of dues will only be
the minimum amount necessary to keep the organization affiliated with that
national, regional or state organization. The remainder amount will have to be
raised by the individuals within the organization.

D. Donations

No direct contribution of the Student Activities Fee, or of tangible objects
purchased with said fee, may be made to any charity. However, it is permissible
to donate the net profits which refer to any and/or all monies left over after the
total costs for an event have been paid for. Any food products left over from an
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event may be donated to charity if there are no other uses for said food. Any club
that receives a donation from an outside source must use said monies before the
end of the year otherwise they will rollover into the initiatives account.

F. Reportsand Accounting

1. All parties dealing with any of the above mentioned financial guidelines must
make a presentation to the Finance Committee at their discrestion.

2. All clubs must maintain a club ledger, either an accounting book or through
computer software. They must present with these items to the Finance
Committee once a semester or at the request of the Finance Committee Chair.

H. Audits

Failure to follow guidelines will lead to audits and/or penalties to the
club/organization at the discretion of the Finance Committee and its members.
The Finance Committee reserves the right to audit any recognized club or
organization at anytime at the discretion of the Finance Committee Chair and the
Student Government Association President. Audits will occur regularly, following
the close of the fall semester and during the annual budget process.

1. Before an audit can take place notification must be given to SAO and the Club
being audited one (1) week prior to the audit and results will be reported to the
Finance Committee following disclosure to the club President and Treasurer.

2. A meeting must be set up with the SGA Treasurer, club Liaison, the clubs
President, Treasurer and advisor.

. Reimbursements

Reimbursements will be made only for club members for amounts no more than
one hundred (100) dollars with proper documentation. Amounts over that amount
will require a Purchase Order obtained from the Office of Student Activities.4

J. Pendltiesfor Clubs Actions

1. Any club who isfound to have misused any monies will be forced to pay back
the money out of their current clubs budget or future club budgets.

2. If aclub misses more than two finance meetings in an academic year where
their presence is requested, their funds will be suspended for no less than two
weeks or until they have resolve the attendance issue with the Finance
Committee. Arrangements for make up presentations will be made through the
Finance Committee Chair.
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3. Atany timeaclub hasfailed to follow the above stated guidelines the Finance
Committee may choose through a majority vote to suspend all funding until
further notice.

V. Budget Process

A.

Procedure/ Process

1. Beforethe end of January the Finance Committee Chair will transmit aletter
to all clubs and organization informing them of the budgeting timeline.

2. By the 5™ week of the Spring semester, all budgets for the following fiscal
year should be submitted to the Finance Committee.

3. By the 7" week of the Spring semester, presentations will start, in which each
club will present the budget that they wish to receive. Presentations will be no
longer than 15min, unless otherwise specified by the Finance Committee
Chair.

4. The 8™ week of the Spring semester, the Finance Committee Chair shall come
before SGA and present the overall annual budget for the following fiscal
year, including the budgets of SGA, Program Council, and Beacon Y earbook.
SGA must receive the projected budget no less than forty-eight (48) hours
before the SGA meeting.

5. During the 9th and 10™ week of the Spring semester, the Finance Committee
will review each clubs budget and allocated money accordingly.

4.During the review process the Finance Committee will decide the individual
allocation of funds for each recognized club or organization through a majority
vote.

5. By the 11" week of the Spring semester, the Finance Committee will send out
“letters of rationale” saying why or why not a club was allocated money.

Appeals

If at any time a club or organization does not agree with the decision of Finance
Committee they may appeal that decision within one (1) week to the Student
Judiciary Review Board of SGA. If the Club or Organization does not agree with
the ruling of SIRB they may appeal to the Dean of Students, their decision will be
final.
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