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Introduction and General Information
Congratulations! 
You have been selected as a leader within your organization to control the real power behind an organization- the money! Don’t worry, it’s not going to be the most glamorous job in the world, and sometimes you will be the bearer of bad news, but as long as you keep on top of your expenses and follow your budgets, and work on fundraising projects, it should be smooth sailing. (When in rough waters consult the budget director and have a snack).
I would like to introduce myself, a fellow organizational treasurer and this year’s Budget Director, Matt Guidry. I have had the pleasure of working with several organizations for the past 3 years, from President to Treasurer. I have seen and received the less nice times of the Finance Committee and I am here to change that. I am greatly looking forward to working with all of you this year to make it a better experience for your organizations, as well as learning about all the awesome activities that your organizations have to offer. Sharing that enthusiasm with me will be 4 Senators from student government, 4 students at large (APPLY NOW), and my soon to be appointed Assistant and the Vice President of Student Government Erika Wolf. If there are any questions that cannot be answered within this manual, we will assist you and your organization in any way that we can from fundraising ideas, to planning out events, or just venting section to get your head back on your shoulders. You are more than welcome to stop by your friendly Student Government Association office, now located at the Dreyfus University Center in room 052 (across from Student Involvement and Employment, near the Brewhausé). Our phone number has remained the same, (715) 346-4037.
 The budget office is here to be a resource and a helping hand throughout the course of the year. However, much of the information that you will need to know is encompassed in these pages and on the web. As in past years, I will refer to this manual as your own little pocket budget director. It may not be able to talk back to you, but it will be able to provide immediate information regarding all sorts of questions you may have. We will also have a Budget Corner in the Student Organization Complex in the DUC, near SIEO and student government office. It will have payment forms available and posters of simplified “how to”’s of those forms.
Along with great power, comes great responsibility and being the treasurer for you organization is no different. The success of an organization can be dependant on the financial workings of a treasurer or executive team from the previous year. As you may have found out this year, some organizations will start off already with a negative balance. So remember, as you assume your treasurer responsibilities, the job you do this year may well effect your organization for years to come. Some of your responsibilities will include taking care of dues, expenses, fundraising, budget requests, and many other financial aspects. Please keep in mind that some policies that the budget office follows are not only our own. Mistakes such as depositing state funds into your SFO account can and may result in federal offenses! It is considered part of your duty to be responsible and keep track of all finances. The accounts of organizations can be audited at any time. 
With all of the legal mumbo jumbo stated, remember that this is a learning experience as well. Have fun within your organizations. We look forward to working with each of you during the course of this fiscal year! 

Yours Truly in Fiscal Responsibility, 
[image: image3.wmf]Matt Guidry Budget Director 
Finance Timeline

TREASURER’S TRAINING: Sept. 24 and 29 – Treasurers Training 7pm – 8:30 (Must attend one session) Dreyfus University Center: Theatre 
ALL Forms due 24 hours before the Meeting 

	September 2008

	Treasurers Training

Sept. 24 and 29 – Treasurers Training 7pm – 8:30 (Must attend one session) Dreyfus University Center(DUC): Theatre 
Tues. Sept. 30 – Finance Committee Meeting DUC Room 223

	October 

2008

	Tues. October 7 – Finance Committee Meeting 7:00pm DUC Room 223
Tues. October 14 – Finance Committee Meeting 7:00pm DUC Room 223
Tues. October 21 – Finance Committee Meeting 7:00pm DUC Room 223
Tues. October 28 – Finance Committee Meeting 7:00pm DUC Room 223


	November 
2008

	Tues. November 4 – Finance Committee Meeting 7:00pm DUC Room 223
Tues. November 11 – Finance Committee Meeting 7:00pm DUC Room 223
Tues. November 18 – Finance Committee Meeting 7:00pm DUC Room 223



	December 
2008
Subsidies! 

Annual Budget Training


	Tues. December 2 – Finance Committee Meeting 7:00pm DUC Room 223
Annual Budget Training

Wed. December 3 – Annual Budget Training 7:00pm DUC Theater 

Subsidies!
Sat. December 6 – Subsidy Hearing 9:00am – 3:00pm DUC Room 223
Thur. December 11 – Subsidy Approval by Student Government Association Senate 6am-9pm, Legacy Room, DUC 3rd Floor


	January 2007

Training 
	Tues. Jan. 20 – Sign up for Annual Budget Hearings, DUC 052
Tues. Jan. 27 – Finance Committee Meeting DUC Room 223
Treasurers Training

Wed. Jan. 28 – Spring Treasurer’s training 7pm – 8pm, DUC Theater
Annual Budget Training
Wed. January 28 – Annual Budget Workshop 7-8pm, DUC Theater


	February 2007

Annual Budgets!
Due Feb 3rd  


	Tues. February 3 – Finance Committee Meeting 7:00pm DUC Room 223
Tues. February 10 – Finance Committee Meeting 7:00pm DUC Room 223
Tues. February 17 – Finance Committee Meeting 7:00pm DUC Room 223
Tues. February 24 – Finance Committee Meeting 7:00pm DUC Room 223
Annual Budgets!

[image: image4.wmf]!! TUESDAY February 3 – Annual Budgets Due!! 5:00pm, Student Government Association Office (052 DUC)
Annual Budgets! Continued…
Sat. & Sun. February 14-15, Annual Budget Hearings/Deliberations DUC 223, Starting at 9am
Sat. & Sun. February 21 - 22, Annual Budget Hearings / Deliberations DUC 223, Starting at 9am (SIGN UP starts Jan 20th!)
Thurs. February 26th Budget Director Presents Annual budgets to Student Government Senate, 6:00pm Legacy Room 3rd Floor DUC


	March 2009
Appeals

Due March 13


	Tues. March 3  – Finance Committee Meeting 7:00pm DUC Room 223

Thur. March 5 – Student Government Association Senate vote on Annual Budgets, 6:00pm Legacy Room 3rd Floor DUC
Tues. March 10  – Finance Committee Meeting 7:00pm DUC Room 223
Appeals - Due March 13th
Tues. March 24  – Finance Committee Appeals 7:00pm DUC Room 223

Tues. March 31  – Finance Committee Appeals 7:00pm DUC Room 223



	April 2009

	Appeals 

Wed. April 1  – Additional if necessary (tentative)Finance Committee Appeals 7:00pm DUC Room 223

Thurs. April 9 – Senate Approves Appeals 6pm Legacy Room 3rd floor DUC

Tues. April 7 – Finance Committee Meeting 7:00pm  DUC Room 223
Tues. April 14 – Finance Committee Meeting 7:00pm DUC Room 223
Tues. April 21 – Finance Committee Meeting 7:00pm DUC Room 223

Tues. April 28 – Finance Committee Meeting 7:00pm DUC Room 223

Last Official Meeting


	May 2009

	Sun. May 6 – Finance Committee Meeting 7:00pm (tentative) DUC Room 223





Chapter One

Terms for Treasurers
This chapter defines the financial jargon used in the university budget process.  Particular processes and procedures of how these terms are used are explained in later chapters.

ACCOUNT NUMBER:
Each University organization with Student Government Association allocated funds is assigned a six-digit account number (102xxx) or (103xxx), identifying its Student Government Association (State) Account.  This number is to be used on all forms involving your account.  The use of your University account number will ensure your financial reports are accurate.  Keep this number confidential.  You are responsible for any charges to your state account, authorized or unauthorized.

ADVANCE CHANGE REQUEST FORM:

This form is used to obtain change from the Information Desk to use at the door of events when charging admission.  Forms and information are available at the UC Information Desk (x4242).

BIDS:

In order to receive the lowest price for a product, estimates of the cost are requested from more than one vendor that offers the same or similar products.  Bids are required for any purchase over $500 that will be charged to a state account.  Bids acquired by the organization must be forwarded to Purchasing in order for a Purchase Order to be issued.  No commitment should be made to any vendor during your estimate.

BUDGET DIRECTOR:
The Student Government Association Budget Director oversees the allocation of around 2 million dollars of the students’ money.  The Budget Director is the chair of the Finance Committee that makes financial decisions on such things as annual budgets, funding and reserve allocations.  The Budget Director this year is Matt Guidry.

BUDGET LEDGER:

The Budget Director and Assistant Budget Director keep track of all student organization expenses on a budget ledger which is updated regularly.  If you have any questions about any expenses or your records, you may want to compare it to the master ledger in the Budget Office. 

CAPITAL ITEMS:

Equipment, such as computers, desks, audio or video components is considered assets to the University and are capital items.  Capital items usually cost in excess of $500. As of this year inventory will be kept track of all items. Your groups will need to create this inventory and submit it with your Annual Budgets by February 3rd, 2009.
CASH RECEIPT:

Form used by you to record the receipt of money from a member of your organization.  The only authorized receipt forms that may be used are stocked by Central Stores. Original receipts need to be kept by Payment Services.
DEPOSIT SLIPS:

Slip used to deposit money into your state account at the Information and Ticket Desk. 
***ALL money received by your organization MUST be deposited into your state account if state funds were used to obtain that money. ***
DEPOSIT SLIPS: Continued,

It is important to deposit all the money you have made every night to the Information and Ticket Desk located in the DUC at the front entrance near the University Book Store.
FOOD SERVICE PURCHASE ORDER**:

Form used to authorize payment of University Food Service bills and provide necessary documentation.  State law prohibits providing meals for faculty members or other state employees except under special circumstances.  Part of this form is used to determine if such an authorized exception applies. Always ask if it is appropriate to provide food.
(FY-9) FISCAL YEAR 9:

The financial year of the University; the fiscal year schedule begins on July 1 and ends on June 30.  FY-9 began on July 1, 2008 and will end on June 27, 2009.

INVOICE:

Vendor’s bill for services rendered or goods received.  
The original invoice must be forwarded to Payments Services with approval to pay from the Budget Director.  
Note: An invoice is not a receipt and usually cannot be used for proof of payment, it only shows that you ordered or bought something, not that you paid for it (a receipt shows you paid for it).
Occasionally an invoice will be used by a vendor as both an invoice and a receipt. If used to reimburse an individual-make sure proof of payment is provided and the following should be included:

· Name & address of person/company requesting payment

· Date the product was purchased or service rendered

· Description of what was purchased or service rendered

· Dollar amount of item purchased or service rendered

PACSO:

Policy and Advisory Committee for Student Organizations; headed by the Student Life Issues Director in Student Government, PACSO assists organizations in their growth and development and can be a resources for organization questions or concerns. This year the Student Life Issues Director will be Bethany Mapes. 

PAYMENT TO INDIVIDUAL REPORT FORM (PIR) **:

Form used to request payment for the services of people, such as speakers, when contracts are not used and the charge is being made to a state account.  If it is necessary to pay a state employee or UW faculty/staff member, contact the Budget Director as it needs to go through the Payroll Office.  
PAYMENT ORDER FORM**:

Form used to request reimbursement for non travel-related expenses.  This form should not be used for services. Services should not be submitted as a reimbursement.  (Services are tax reportable and are paid by check directly to the person/business performing the service.  PIRs can be used for Services). Cash is available in the Payment Services Office for non-travel reimbursements of $50 or less reimbursements of $250 or less save the school a stamp and pick up your reimbursement if you can. 
 Original receipts are necessary for reimbursement.  


PRE-CONTRACT SHEET** (PINK SHEET):

Form to begin the process of contracting a lecturer and/or an entertainment attraction.  This is not an official contract with the artist or lecturer.  Once the form is completed, it must be signed by the Budget Director and then turned in to the Front Desk of the Center’s Administration and Event Planning complex on the 3rd Floor of the DUC where it will be processed for further approval.

PURCHASE REQUISITION FORM**:

Request form for the release of a specified amount from an organization account for the purchase of goods and services.  The requisition must include the name and address of the vendor, a specific description of the items needed the quantity, and the price.  
This form should be forwarded to Purchasing at which time a Purchase Order is completed and sent to the vendor. This form in itself does not generate payment but initiates the process to receive goods or services from a vendor and authorizes payment of invoices that are submitted against the Purchase Order.  
RECEIPT:

An essential document for reimbursements, the receipt is the original written document of acknowledgement for the reception of goods or money (proof of payment).  The receipt should contain the following:

· Name of payer (customer) and payee (store/vendor/ goods provider)
· Specific description of what was received (i.e., a dollar amount)

· Date of the transaction

· Purpose for the payment (i.e., “registration for ABC Conference”)

· Signature or other indication from the payee that acknowledges payment was received

· All of the above should be on original document (no copies, please!)

Contact Payment Services for assistance when a receipt does not contain the above items. ***Receipts are needed for all personal reimbursements. 
REGISTRATION/ENTRY FEE REQUEST FORM**:
Form used to request payment of a registration/entry fee for an event. The check will be sent out with the original registration form and a copy retained in Payment Services.  
REQUEST FOR REFUNDS FORM**:

Form used to refund money from an organization’s account to members for money given to that organization as a deposit.  
RESERVES:

Special Student Government Association accounts set aside for the unanticipated financial needs of organizations on campus. 
There are five reserves: programming, travel, organizational and operating expense fund (OOEF), revisions, and unanticipated.  
Forms for reserve requests are available in the Student Government Association office.  (See Chapter 5 on reserves.)

RESERVES THRESHOLDS:

A Student Government Reserve funding restriction generated through the amount of assent required of Finance Committee for approval of funding above or below the set threshold.  All funding that is allocated above the threshold requires a 2/3 vote from Finance Committee instead of a simple majority vote.

SIEO:

Student Involvement and Employment Office; located in the basement of the UC and has many resourceful functions available to students.  Offers services to develop and equip students to be campus and community leaders.

Student Government Association FINANCE COMMITTEE:

The Senate Finance Committee is a standing subcommittee of Student Government Association.


Responsible for allocating money to:

1.  Non-annually funded student organizations seeking financial assistance for operational costs from the OOEF account.



2.  Any recognized student organization which requires financial



     assistance with any special project or travel (from Senate



     Reserve Accounts).



3.  Annually funded student organizations (from Segregated 



     University Fees).



4.  Any student organization which requires financial assistance in


 
     presenting a program on campus.  The committee also reviews 


     
    
     the program upon completion.

SFO ACCOUNT:

(Student Faculty Organization Account); this organizational account does not include any segregated fee funding and cannot hold any money gained from the use of segregated fees.  
You may use this account for all expenses that do not appear on your spend plan and which were not generated by the use of segregated fees, or any expense not budgeted with Student Government Association.  In non-technical terms, the SFO account is an organizations’ personal account.  Payment of services may not be paid from this account.  The service must be processed through the state account and the appropriate funds must be transferred to the state account to cover the expense.
Student Government Association:

(Student Government Association); the student organization that makes many important decisions that affect students on the UWSP campus.  Parking, professor evaluations, tuition, and student recreation opportunities are a few topics that Student Government Association votes on each week and anyone can join. It is Student Government Association that has been given the power to determine and distribute student fees. Finance committee is a subcommittee of Student Government Association.    

SPEND PLAN: 

An organization’s detailed budget guideline.  
You can not spend money on anything that is not listed in your spend plan, 
Unless it is approved by the Budget Director and/or the Finance Committee. 

STATE DRIVER:

Also known as a State Approved Driver is someone who can legally drive state vehicles rented from the transportation office. You can get a form from the transportation office to become and official state driver.
STATE FUNDS:

Also known as Student Government Association funds; the money is kept in a state (Student Government Association) account with a number 102xxx or 103xxx.  All annually funded organizations are allocated from this fund.  State funds may never be transferred into an SFO account, and must always receive Budget Director Approval before they will be dispensed.

TRAVEL EXPENSE REPORT FORM (TER) **:

Used for reimbursement of organization members who have paid for travel expenses while they are on an approved trip and will receive money once after the trip. The traveler will receive a reimbursement check once travel is complete and the TER has been submitted to Payment Services or after a pre-travel expense has been incurred and the TER has been submitted to Payment Services.
UNIVERSITY RIDER:

Form attached to all entertainment contracts to protect the University and the student organization sponsoring the event against loss of funds.  The form is available at the Front Desk of the UC Administration and Event Planning Complex, located on the 3rd floor of the DUC, and all contracts for speaker and entertainment groups must be processed through the same place.

VEHICLE REQUEST FORM**:
Form used to reserve a University vehicle for organizational use at a specified time from the Transportation Clerk.  No SFO account can reserve transportation.  The Budget Director receives all transportation receipts and transportation costs can be audited at any time.  Any organization that has excessive fines as a result of not canceling request when the reservation is made may have their account frozen.
VENDOR:

A person or company who supplies you with a requested product or service.

** These forms must be signed by the Budget Director.



Chapter Two

The People to Know
Welcome to the gallery of “who’s who” on the UW-Stevens Point campus.  The following people perform essential tasks in the areas of budgeting, programming and many other activities that are important to student organizations.  They are excellent resources to questions you may have.

Student Government Staff

Matt Guidry 

Student Government Association Budget Director
Phone: x-4037


Room 052 Dreyfus University Center 





Email: mguid908@uwsp.edu
Matt Guidry is the one to talk to regarding information and approvals for your student organization state accounts.  Courtney must sign off on all budget requests for organizations, and must approve everything through the finance committee policies as well as UW System policies regarding financial matters. 

Bethany Mapes

Student Life Issues Director
Phone: x-4592


Room 052 Dreyfus University Center




E-mail: bvond464@uwsp.edu
She is in charge of PACSO and runs the Student Life Issues Committee, if there’s a problem on campus she is the student voice / researcher to the Senate and Administration.  

Campus Activities/Student Involvement Office
Laura Ketchum-Ciftci

Director, University Centers
Phone: x-3201


University Center Administration Office





Room 344D DUC – 715-346-3202 

Laura’s office supervises all the University Centers operations and programs which includes all offices in Debot, Allen and the University Center.  Laura is the advisor to Student Government Association, Student Government Association Finance Committee.  She also oversees the student organization program on campus and is a resource for your questions and concerns. 

Greg Dekroeger

Associate Director for Campus Activities & Recreation
Phone: x-4343


Campus Activities & Recreation Office





344B DUC


Greg can answer any questions on entertainment and lecture contracts.  He can also assist in the technical production of activities and events.  He is a resource for finding agencies to book activities and negotiating to get a fair price.  


Susan LeBow


Director of Student Involvement & Employment
Phone: x-2174


Student Involvement & Employment Office





DUC Lower level (Near Brewhaus)
Susan is the person who works with leadership training and development of members, officers and advisors of student organizations.  Feel free to call her if you have questions regarding University policy and procedures. She is also the expert on involvement and employment options for students, as is her staff at the SIEO desk. 

Staff for Services for Student events and activities (food and reservation experts!) 
Anne Klosinski

Centers Reservations

Phone: x-4421


340K DUC 

Centers Reservations can be contacted to reserve a meeting room or a booth in the University Center.  Only recognized student organizations can make reservations.  If there is a charge for setup or equipment, they will arrange billing to your account. They will be very helpful this year with the University Center being closed in helping your organization find available meeting space. 

Mark Heimlich


Manager Catering/Food Service

Phone: x-4374


340H DUC
If your organization is planning an event on campus, Mark is the person to contact if you desire any food at your meeting, event or production.  Mark will give your organization an estimate of cost and will provide a wide variety of other services relating to food.

Program Services

Andy Williams
Phone: x-4203


340J DUC
This office is who you want to contact if your event has any technical needs, such as lighting and sound.  The trained staff will also set up any room in the Centers to one of many different specifications.
Business and Budgeting Staff in Old Main


Laurie Kujawa 


Manager – Payment Services Office

Phone: x-3964


041 East, Old Main

Laurie oversees all work done by the Payment Services Office.  Laurie or her office staff is a good resource if you are confused about a procedure or finding the proper form to use for expenditure if the Student Government Association budget office is unavailable. She processes your requests in Payment Services for many of your student organization activities. She also works with the website that has all the important forms that you may need for a certain activity or event. 

Web Site: www.uwsp.edu/paymentsrv - forms available online, instructions for forms, staff contacts, valuable resources for travelers, and guidelines for processing check requests.

Barbara Haemer

General Ledger Accounting

Phone: x-4004


001 Old Main

Barbara can help you with questions about transfers or items in your monthly account summary.  She can also assist you with questions regarding your organization’s SFO account. She is the person to see if you need an SFO account balance or need to find an SFO account number. (All changes made regarding officers with access to the SFO account need to be made in the General Ledger Accounting Office.) 

Katie Schroth


Manager -Purchasing Department

Phone: x-3930


041 Old Main

Katie deals with many of the contracts that come and go within the University. She is a resource available to you regarding any sort of contractual agreements on campus. 

Gerri Meshak


Program Assistant
Phone: x-2926


041 Old Main
Katie or Gerri can help answer any questions on the purchasing process, especially when you need to collect information on bids from vendors (under state policies).  They can explain the Purchase Requisition forms.  Contact them ahead of time to avoid delays, as the bidding process may take more time than you might expect.

Jean Sukow
Travel Manager & Student Government Association Budget Office Liaison

Phone: x-2255


041 East, Old Main

Jean processes travel advances, Travel Expense Reports (TERs), registrations, Enterprise vehicle rental, lodging, and airfare payments.  She can help you with any questions concerning these forms and the payment process.  Group travel should be planned with Jean’s assistance to insure that travel regulations are followed at the lowest possible cost. Jean is the powerhouse in payment services regarding many of your events and conferences. She is always friendly and more than willing to help you with any questions. 

Meas Vang


Licensing/Logo Coordinator

Phone: x-3611


112 Old Main

Meas is the person to contact if you desire to use the University name, logo or symbol on any clothing or other organization paraphernalia.  He must approve any artwork that uses our university icons prior to printing.

Lisa Nelson and 

Student Payroll Office

Jake Shearier 


133 Old Main
Phone: x-4085

Jake and Lisa can answer any of your questions about the student payroll process.  You can also direct your payroll forms to him once they have been filled out.


Resource people located other places on our Campus

Joe Hencik

Transportation Fleet Manager

Phone: x-2884

127 George Stein Building

Joe is in charge of all University vehicles.  He will arrange for the use of a vehicle by a recognized student organization when requested to do so by an authorized person.


Robin Spindler


Manager of Printing and Design

Phone: x-2037


D018A Science Building

Robin and his staff handle a majority of duplicating on campus.  They have a tremendous capability in terms of colors, size, layout, and paper type.  They also can bill your state account directly.

Jeff Karcher

Director of Safety and Loss Control
Phone: x-3901

101 George Stein Building

Jeff is the person you would talk to if you need insurance for an event or trip.  For example, insurance would be needed for a large food event that your organization hosts.



Chapter Three

Some “Must-Knows” Of Budgeting

1. Keep your money in the right account!

Money allocated to you by Student Government Association is state money.  
This money and any money raised with the aid of Student Government Association must be kept in the state account, not the SFO! 
 The SFO account is for donations and money raised without the aid of Student Government Association.  All recognized organizations must keep their money in a state account and/or SFO account.  
University policy prohibits Off-Campus Checking or Savings accounts. 

2. All expenditures from your state account must fall within your spend plan guidelines. 

All annually funded organizations have received a detailed budget (also called a “spend plan”).  Any proposed expenditure, which is materially different from these budgets, must be approved by both the organization treasurer and the Student Government Association Budget Director.  This is extremely important--Your organization will be solely responsible for any expenditure of this type that is not approved by Student Government Association.  Do not expect things not listed in your Spend Plan to be paid.  If you are unsure of what is, or what is not a “materially different expenditure," contact the Student Government Association Budget Director.

It is a policy of Student Government Association and other campus departments that all appropriation forms have the approval of Student Government Association prior to processing.  Any forms that do not receive the Budget Director approval before submission will be returned to the Budget Director delaying requests.  Please follow this policy and problems will be kept to a minimum. Please see the budget director or assistant budget director before taking forms to payment services
Any organization which does not follow this policy may become ineligible for future Student Government Association funding.

3. Only organization’s Treasurers are authorized to submit Contracts, Requisitions, Food Purchasing Orders and other like material.

This will ensure that Student Government Association and your records agree, are accurate, and that there are no duplications of purchases.  By keeping accurate, up-to-date records, you will better serve your organization.  The Budget Director will not authorize payment on forms without the treasurer or the treasurer’s designee approval.  

4. Most expenditures do not require the use of the Purchase Requisition/Purchase Order process.  

The easiest method of payment is to request that a University check be sent along with the product order form.  The Payment Order Form should be used in this case.  Contact the Student Government Association Budget Director or Payment Services for guidance in deciding whether or not to use the Purchase Requisition form.

5. The Purchasing process of Purchase Requisitions and Purchase Orders.  
Allow at least one work week for the processing of Purchase Requisitions for the release of money.  The more time allotted the better.

Purchasing Process:

1. Student Government Association Budget Director approves the Purchase Requisition.

2. Purchase Requisition is sent to the Purchasing Department for processing.  Allow 4-7 days for this process.

3. Purchasing uses the Purchase Requisition to generate a Purchase Order with a Purchase Order (PO) Number.

4. Three (3) copies of the Purchase Order are distributed – one to:

· Vendor

· Student Government Association Budget Director/Treasurer

· Purchasing Files

5. The Purchase Order sent to the vendor gives specific instructions on how to submit their invoice to UWSP for payment.

6. Payment Services receives the invoice from the vendor, the invoice is scanned and sent via email to the Student Government Association Budget Director for final approval.

7. Payment is made to the vendor with University check if approved.

If your vendor is an individual, remind that person that the Purchase Order provides instructions on invoicing the University for Payment.
If the Purchase Requisition is submitted a month or two in advance of when needed, the University may be able to get you the same materials at a lower price.

It is recommended that organizations check quotations from Central Stores before dealing with outside vendors; this may take more time so plan ahead and submit requisitions several weeks in advance when ordering large amounts or high-priced items.  Whenever possible, identical items should be purchased or requisitioned in bulk once during the year rather than ordering smaller amounts several times.

6. When contracting a vendor for specific materials, it is better to obtain a price quotation, estimate, or bid if the materials are high-priced or unusual.  

There is a Student Government Association mandatory bid requirement if the product or service exceeds $500.

The bid should include an exact description of the materials (including make and model), the price, terms, delivery method and date, and the expiration date of the bid.  It should be signed by someone authorized to represent the vendor.  The quotation is then attached to the Purchasing Requisition.  Student organizations should mention their University affiliation when requesting price estimation as it may result in a price reduction.

It is much simpler to split costs between organizations sharing expenses at the time the Purchase Requisition is being submitted than it is to transfer the charges between accounts after the Purchase Order has been recorded, or after the expense has been incurred.  Therefore, please submit the accounts of the involved organizations with their respective percentages of the shared costs on the requisition if such a situation arises.

7. Telephone toll charges will be made against your account for any long distance calls made on a University telephone.

You may be asked to justify these calls by the Student Government Association Budget Office.  Phone charges will appear on monthly financial reports.  You are highly encouraged to maintain an accurate telephone log for all calls on the State Telephone System (STS), as all numbers serviced from your phone will be listed in full.   Keep a log of all calls for auditing purposes.  Any misuse of phone privileges will result in a complaint submitted to the PACSO committee. The finance office receives a monthly invoice for each organization that has a phone account established, and will send those out electronically to the proper organizations. 

8. Organizations sending materials through the U.S. Mail will be charged for postage costs.  

Please include the organization’s name about the return address.  If envelopes or packages do not include this information, your materials will be opened by the mailroom to determine the sender.  Your account number in the upper right hand corner is no longer mailroom policy, in lieu of the stamp which is a relatively new process to the university mailing guidelines. 

9. When an organization desires to pay a student for a service, the student must be put on University payroll.  

This is not work-study payroll, but the regular employee status for the length of the time worked. The student will be paid by a payroll check the following month with your account being charged.  Anyone on payroll should first check with Financial Aid in order to set-up a control figure.


10. You should thoroughly check the Financial Reports issued monthly for any mistakes that have been made.

Compare records and if there are any discrepancies, Payment Services or Purchasing can provide further information.  Copies of the reports can be obtained through the Student Government Association Budget Office in the form of computer printouts or summarized reports. 

11. Cash receipts should be given to anyone turning money over to you to protect both the person and you, and to provide a record of receipts.  

Official University forms are available through Central Stores.

12. If your organization spends more than it has been allotted, the difference will be deducted from your allotment for the next fiscal year, depending on the type of account you have.

What you just read is the golden rule of budgeting!!!

Check with the Student Government Association Budget Office to verify your account type and to be sure you are spending money according to your budget.

13. Keep your account number confidential.

If everyone knows your account number, charges may be made to your account without proper authorization.  To avoid this, confidentiality is advised.  Only the Treasurer and President should know the account number for your state and/or SFO account.

14. Stay in touch.
If the treasurer of an organization changes, it is the responsibility of that organization to let the Student Government Association Budget Director know the new officer.  E-mail messages and phone calls are often sent out including important finance information.  It is crucial that the Budget Office has the correct contact. If you keep an updated executive officer list through the SIEO Student Organization Database it makes finding contacts much easier. Please be sure to do this whenever you have a change of executive team members. 

15. All equipment and capital that is owned by the university (purchased with Student Government Association Funding or any other university account) must stay with the university or be sold through Surplus or Information Technology (IT).  

For example, if your organization owns a computer and wants to sell it, you will have to go through IT or Surplus in order to do so.  It is against policy to sell anything university owned to people or venders.


Chapter Four

The Annual Budget Process

In general, student organizations need money to promote the mission statement of their group.  Many groups maintain the same missions and goals year-in and year-out.  These groups tend to be annually funded by the student body in the manifestation of the Student Government Association.  This chapter outlines the process for these groups to receive money.

One of the most important aspects of any student organization is preparing and operating within a budget.  Preparing a budget takes into account all sources of revenue and all anticipated expenses within a given year.  These organization budgets are mapped out one year in advance.  The reason being is that as costs fluctuate, a new budget is required each fiscal year which tries to predict the prices in our economy.

Over the years, student government has come up with a timeline for things that are key to the budget process.  The timeline includes dates and specific procedures to receive money.  These are listed below:

1. At the beginning of each school year, annually funded organizations will receive a listing of the dates in which each budget step occurs from the Budget Director.  You MUST be recognized as a legitimate student organization by SIEO.  Each year, SIEO and PACSO have two different re-recognition meetings’ (you only need to attend one) which annually funded organizations are re-recognized en masse.  If a member of your organization does not attend a re-recognition meeting, your account will be frozen until the SIEO and PACSO state that the organization has fulfilled the recognition requirements.

2. TREASURER’S TRAINING:  This workshop is conducted by the Student Government Association budget staff to familiarize student organizations with the fiscal procedures of the University.  Annual budgets, revision procedures, and funding sources for student groups will also be covered.  Treasurers of organizations that are annually funded or plan on receiving funding from Student Government Association must attend one of the two workshops offered on September24 and 29th.

3. ANNUAL BUDGET FORMS:  Annual Budget forms will be available in October.  They will be sent out over email, posted on the Student Government Association Finance website or can be picked up from the Student Government Association Budget Director in the Student Government Office.  These are the forms you will be using to plan your organization’s budget for the following fiscal year (FY9).

4. ANNUAL BUDGET TRAININGS:  There are two organized opportunities for treasurers to receive help in completing the Annual Budget forms.  One is the Annual Budget Training and the other is the one-on-one appointments to be made with the Budget Director.  The Annual Budget Workshop will be held in January.  This meeting is mandatory for any group submitting an annual budget request.  The one-on-one Workshop will be held by appointment.  This is a good opportunity to clear up any last minute questions and problems that may arise when preparing the budget.

5. 5.
ANNUAL BUDGET DEADLINE:   All Annual Budget Forms must be handed in to the Student Government Association Budget Director by a certain day and time. This year’s deadline is February 3rd, by 5:00pm into the Student Government Association office!  The organization must provide thirteen (13) copies of their request to the Budget Office.  Organizations that miss this deadline will jeopardize their future funding. The finance committee will then decide how to proceed with budgets that have missed their deadline. The decision of the finance committee on this matter is final. Please submit something, we can help.
6. After the budget has been received in the Student Government Association Budget Office, it is dispersed to the individual student members of the Finance Committee for their review.  At the end of the review period, the committee holds budget hearings for each organization that submitted a request.  These hearings are held on two weekends in February on a Saturday and Sunday.  At the budget hearings, the organizations justify budget requests and answer any questions the committee may have concerning the organization’s budget.  The organization will be given a hearing time when the organization will appear before the Student Government Association Finance Committee.  Attendance at this hearing session is mandatory to receive Student Government Association funding.  Any organization that does not have a representative to present their budget will not be funded for the following year.

7. The next paragraph is mentioned in the latter part of this book as well, because of its MAJOR importance: 

i. The finance committee will ask of the organization many questions relating to the nature of the request.  This is typically done in a presentation format.  It is a VERY good idea to have a clear, short (5 min if possible) presentation prepared before entering the finance committee room.  You, as an organization representative, will need to explain any organizational jargon non-affiliated students may not know.  
ii. Examples include (and WE ARE NOT SINGLING OUT ANY GROUP) sporting equipment, e.g. describe a rugby rucking bag, define any specialized speakers/performers, e.g. AIRO’s drums, or even show the committee what you are asking for, e.g. the cool gadgets The Wildlife Society uses to capture various critters. Basically we don’t know everything, but we want to know want you are asking for. The better we understand the item the better decision we can make.
iii. By defining and showing the Student Government Association Finance Committee and Senate these things, both groups will better understand the request made and be able to make educated judgments on funding.  This paragraph holds for the non-annually funded organizations, as well, which is described in another chapter.  Do not assume you will receive funding for something simply because your organization was granted funds the year before.  The Finance Committee members change from year to year and work on a zero-sum basis meaning if they see it fit not to fund something it will receive ($0) zero money on that line item. This means everything in the budget must be justified to the penny. 
iv. It is important to remember for this meeting aim to keep your presentation short if possible (5 min) and leave plenty of time for questions. Explain each line item dollar amount to the penny; show us how you made this number and why you need the line item to be this dollar amount

v. Also, the more information and the better break down will mean the committee may not have as many questions. Please provide adequate breakdowns of budgeted items. For example, if you are requesting money for a conference, please provide a breakdown of the money being requested in terms of travel, registration fees, mileage, type of vehicle(s) used, University Reimbursement rate, etc.
8. On the day of the hearings, the Finance Committee discusses each budget and arrives at a recommendation for an allocation figure for each organization.  These meetings are open to whoever wants to attend unless the Finance Committee moves to discuss without a public audience.  

9. Once the Finance Committee determines the recommended allocation levels for each organization, the recommendations are forwarded to the Student Government Association Senate for their approval.
a. There are two forms of appeals to pursue if you are not happy with your Student Government Allocation. Administrative Error appeal to the Finance Committee and Viewpoint Neutrality Appeal that gets forwarded and filed with the Judicial Branch of Student Government. Judicial Branch Mailbox: sgajud@uwsp.edu
i.   Administrative Error appeals may be made to the finance committee after Senate approval. After Senate approval an Administrative Error appeal must be then submitted to Budget Director within one week
.
ii.  Appeals based on Viewpoint Neutrality, must be submitted to the Clerk of Courts within 30 days of this after Senate approval. This appeal will be heard by the Judicial Branch. After this Appeals may be made to the Office of the Chancellor. The Chancellor’s decision is final unless appealed to the Board of Regents.* 

iii. Viewpoint Neutrality Appeal is taken to the Judicial Branch and an appointment with the Clerk of Courts to setup a timeline and hearing for the case is necessary. Viewpoint Neutrality is when a decision was made because of one’s viewpoints and not the justification of the line item see page: 47.
10. After the recommendations are either changed or approved by the Student Government Association Senate. The budgets are sent to the Chancellor for approval.  The Chancellor may hear appeals from an organization, at her own discretion. If the organization has previously appealed to the Judicial Branch or Finance Committee and an appointment has been arranged prior to the Chancellor’s approval of the budgets. 

Contact: Rob Manzke 

Executive Assistant to the Chancellor 

Phone: (715)346-3738
E-mail: rmanzke@uwsp.edu
This may not be the most effective method to get the money you seek, it is recommended to work with the students first and the Administration will respect the Student Governments Decision.
11. Once the Chancellor has approved the budgets, they are sent to Madison for final approval by the UW Systems Board of Regents.


12. The budget becomes effective July 1 of that year (e.g. the budgets for FY-9 became effective on July 1, 2009).

*For a more detailed description of the appeal process, please refer to the Student Government Association Constitution ** http://www.uwsp.edu/stuorg/sga/docs.html : SGA Bylaws, last section, “SGA Financial Policies and Procedures”
Chapter Five

Senate Reserves

The Student Government Association has set aside reserves that are available for use by student organizations.  In order to request money from these reserves, a form must be picked up at the Student Government Association office and filled out.  All requests will be heard by the Finance Committee. 

Each reserve has a special purpose.  The following pages will give a description of the various funding that each reserve covers along with financial guidelines for the funding of programs and other organizational functions.

The Student Government Association Budget Office has forms for requesting funding from the reserves.  There are certain deadlines that are explained with each reserve area that must be followed closely.  Please consider this when planning to make use of these reserves.

An organization may also have an SFO account; however, this account must not be involved with those expenses funded by state dollars.  State allocated funds cannot be transferred into an organization’s SFO account but SFO money can be transferred into state accounts. 
Due to increased requests for allocations from the Student Reserves, there are thresholds placed on the amounts that an organization may be allocated at one time.  As Treasurer of a student organization, you are responsible for keeping updated on any changes in fiscal policy or allocation thresholds.

Additional funding sources do exist on campus, consisting of: Academic Departments, College of Deans, the UWSP Foundation and the Chancellor’s Reserve.  These sources should be approached before making an appeal for additional funds for a single program.

Reserve Guidelines

The purpose of the Student Government Association Reserves is to provide an additional source of funds primarily for those recognized student organizations that are not annually funded.  It may also be used to help fund special and unique activities sponsored by organizations that are annually funded that have not already been requested.

Funds from the Student Government Association Reserves can be allocated for travel and related expenses (i.e. registration fees); for contractual services; and organizational and operation expenses.  Money allocated from these reserves is to be used by organizations to help accomplish one or more of the following purposes:

1.
Foster the educational development of the organization’s members;

2.
Promote membership in the organization;

3.
Further the goals of the organization as listed in its constitution;

4.
Provide services to the organization or the University community.

FUNDS WILL NOT BE GRANTED FOR:

1.
Salaries for the organization’s officers;

2.
Honorariums for UWSP faculty, staff, or students;

3.
Purchase of food or beverages, unless critical to the success of the program;

4.
Expenses related to state contract printing (handbooks, stationery, etc.);

5.
Promotion of a specific political candidate or party;

6.
Support of a non-recognized campus group, whether or not they are locally affiliated;

7.
Programs sponsored for social entertainment of a group’s members;

8.
Alcoholic beverages of any kind;

9.
In addition, any item prohibited by Fiscal Policy and Procedure Paper #20.

Requests that have already occurred (at annual budget hearings, revisions, or previous reserve requests), in regard to the current fiscal year, will not be reconsidered.

All reserves are primarily set aside for non-annually funded groups.  Exceptions include Unanticipated Reserve requests, and special permission given by the Finance Committee.  

Funding requests by annually funded organizations for special activities shall be approved by the Finance Committee.  The criteria used to determine these are:

1.
Activities that could not have been anticipated at the time the budget was developed or at the time of budget revisions.

2.
Activities which meet one or more of the following:

A.
Available at discount rates (or “block-booking”).

B.
‘One-time-only’ opportunities*.

C. Qualification for competitive meets in areas other than Athletics.

*It is the Finance Committee’s discretion to determine what one-time-only opportunities are.

Reserve Thresholds

The Reserve Thresholds were emplaced by Student Government Association to maintain the procedure of the Reserve Maximums yet extinguish the false stigma of reserves as rigid limits.  The thresholds maintain the same procedure as the past maximums with the requirement of a 2/3 vote among the Finance Committee for approval instead of a simple majority for approval of requests below the threshold.  The main purpose of the Reserve Thresholds is to not discourage organizations from requesting the amount of funding desired regardless of amount yet still require greater assent from Finance Committee for larger amounts of funding.

Procedures for Reserve Requests

1.
A Student Government Association Reserve Request" form must be completed and signed by the organization’s President, Treasurer, and Advisor.  Submit thirteen copies of the form to the Student Government Association Budget Office no later than 3:00 p.m. on Wednesday.  Requests properly received by 3:00 p.m. Wednesday will be placed on the Finance Committee meeting agenda for the next finance meeting.  Any late requests may be delayed until the next finance meeting with an opening in the agenda.  Requests that are incomplete or incorrectly submitted will be returned and need to be resubmitted with complete information.


2a.
The Finance Committee will review and act upon Reserve requests at each meeting.  Your request will be heard according to its listing on the agenda.  You must have a representative at the meeting to answer any questions that may arise.  Please bring a copy of your request and any other pertinent information you may need to explain the request (i.e. brochure, agenda, etc.).

2b.
The Finance Committee will ask of the organization many questions relating to the nature of the request.  This is typically done in a presentation format.  It is a VERY good idea to have a clear presentation prepared before entering the finance committee room.  

Programming Reserve

Money from the Programming reserve will be allocated for contractual services, advertising expenses, and other programming related expenses.  All annually funded organizations will need to receive 2/3 approval from the Finance committee before their request can be considered for this reserve and only for programs not included in their annual request.


The threshold per program will be $1,300.00 but can be exceeded with a 2/3 vote.

In addition to the general procedures listed on the previous page, the following will also apply for the Programming Reserve:

1.
The Programming Request form must be presented to the Finance Committee at least four weeks prior to the program date and therefore submitted to the Student Government Association Budget Office at least six weeks prior to the program date.  For larger requests or programs, you should allow more than four weeks. 

2.
All contractual programs must be processed through Campus Activities to be implemented.  All forms must be turned in four weeks prior to the date of the program.

3.
If funds are allocated for a program that is canceled, the sponsoring organization must contact the Student Government Association Budget Director the first business day following the program date.

4.
Following the program for requested funds, the requestor must submit a brochure, agenda, or program from the event and provide a head count of program attendees to the Student Government Association Budget Office no later than five business days following the program date.

Travel Reserve

The Travel Reserve is to be used by non-annually funded organizations which need money for travel related activities.  All annually funded organizations will need to receive 2/3 approval from the Finance Committee before their request can be considered and only for travel items not requested during the annual allocation process.

The threshold per travel request is $500.00, with the maximum allocation per year of $1200.00.  A 2/3 vote is needed to exceed the threshold.

The Finance Committee shall consider the active involvement of the organization on campus, as well as the educational benefit that the organization and the student body as a whole will receive from the travel request.  The travel must reflect the goals of the organization outlined in their mission or vision statement.

It should be understood that the Student Government Association Finance Committee and the Student Government Association Senate will expect the student to fund part of the total travel costs. It is helpful if you come in already having a student portion in mind. In considering the request, many times only a representational number of members will be considered for travel funding.

In addition to the general procedures previously listed, the following guidelines also apply:

· Transportation: based on the number of miles traveled and the number of people partaking in the activity.

· Registration fees should be included and will be considered for funding.

· Student Government Association will not grant lodging subsidies for travel unless the Finance Committee and the Student Senate are convinced that special circumstances exist, in which case a 2/3 vote in Finance Committee and a majority vote in Senate are required for all funding of lodging.

Organizational and Operating Expense Fund (OOEF)
Every recognized student organization that is non-annually funded or is not funded through resident hall programming funds is eligible to receive financial support from the Organizational and Operational Expense Fund (OOEF).  Funds allocated from the OOEF are to be used for general organizational supplies and other operational expenses.

The threshold per organization per request is $150.00, with a minimum per request of $10.00, with no more than $500.00 per year.  A 2/3 vote is needed to exceed the threshold.  Each organization is individually responsible for establishing a priority among various items for which it might request funds.  

Decisions regarding funding will be made by the Finance Committee based on the following criteria:

· The availability of funds yet to be allocated;

· The extent to which the request adheres to these guidelines;

· The date the request was submitted.

Unless an organization wishes to appeal the decision of the Finance Committee, requests for money from the OOEF are decided solely by the Finance Committee.  This is the only Student Government Association reserve that is not subject to full Senate approval.

Unanticipated Reserve

The Senate Unanticipated Reserve is to be used by annually funded organizations that need money for unforeseen travel or programming related activities.  Non-annually funded organizations should request funding from the Senate Travel Reserve.

The threshold per travel request is $800.00.  The threshold per programming request is $1,300.00.  A 2/3 vote is needed to exceed the thresholds.

The Finance Committee shall consider the educational benefit that the organization and the student body as a whole will receive from the request.  The program or trip must reflect the goals of the organization outlined in their mission or vision statement.

It should be understood that the Student Government Association Finance Committee and the Student Senate will expect the students to fund part of total travel costs.  In considering a travel request, many times only a representational number of members will be considered for travel funding.

Money from this reserve for programming will be allocated for contractual services, advertising expenses, and other program related expenses.

In addition to the general procedures listed and described above, the guidelines for the Senate Programming Reserve and the Senate Travel Reserve also apply to this reserve.

Sustainability Reserve

The Sustainability Reserve as created to encourage sustainability initiatives on campus property.  Student Government Association’s Environmental and Sustainability Issues Committee in conjunction with the University Sustainability Committee will review applications for sustainability projects and submit their recommendation to the Senate.

The maximum allocation per project per year is $16,000.00.  A 2/3 vote by the Environmental Sustainability Issues Committee is needed to exceed this amount.

Applications for Sustainability Projects are available for pick-up in the Student Government Association Office.

Chapter Six

Vehicle Policy

All drivers of state-owned vehicles are representatives of the State of Wisconsin and the University of Wisconsin-Stevens Point and should act in a professional manner at all times.  Not only are drivers required to act professionally while in a state-owned vehicle, but they should conduct themselves accordingly at the event as well.

State-owned vehicles are to be used for official University business only.  Vehicles cannot be used for personal business.  Vehicles are not allowed to be taken to bars or have alcohol present in them, whether sealed or open.  If a student group is using a vehicle for a University-sponsored function, they are not allowed to take the vehicle to an event where alcohol will be consumed.  If abuse is reported to the Transportation Office, driving privileges for the students involved and/or the organization may be revoked after revision by the PACSO committee.  If there is any question to whether the event is considered a legitimate University-sponsored function, call the Student Government Association Budget Office or the Transportation Office for clarification.  Abuse will not be tolerated.
Students must complete a Student Driver Authorization Form once each school year after May 31 if they wish to drive state-owned vehicles.  The Authorization Form must be returned to the Transportation Office no later than 48 hours prior to leaving.  There will be no exceptions.  Each form must be signed by your organization’s Advisor that is requesting them to drive.  Out-of-state drivers must have their Driver Authorization forms notarized before returning them.  Notaries are available at local Banks and at the Lab Management Office 019 LRC.
Authorization to use state vehicles will be denied if a student has accumulated more than three points in violation within a three - year period.


15 Passenger Vans

The rental or lease of a 15 passenger van (either from UWSP Transportation or from an outside source) MUST be approved by Jeff Karcher, UWSP Safety & Loss Control. Failure to do so could result in great personal liability to the person renting/leasing the van.

Jeff Karcher

George Stein Building 101C

715 343-2834

The following restrictions apply when considering a request for 15-passenger van approval:

1. An immediate ban of all student drivers of 15 passenger vans unless the student is over the age of 25.  The student must meet all System requirements and complete required training for operating 15 passenger vans.

2. An immediate ban of all towing with 15 passenger vans regardless of the driver.

3. An immediate ban of any car top carriers including boats with 15 passenger vans.

4. A block on leasing 15 passenger vans through current State (Fleet Vehicles) and University contracts (Enterprise & National Car Rental) unless reviewed and approved by the campus risk manager.  (Under no circumstances will students under age 25 be allowed to lease or drive 15 passenger vans.)

5. 15 Passenger vans can be used to transport cargo if the cargo and passengers are restricted in size and weight and number to the manufacturer’s suggested rated capacity of the vehicle.

UW System faculty and staff will be allowed to continue driving 15 passenger vans as long as they meet System driving requirements, complete required training for operations, and meet the minimum age requirement of 25.

Exception to the Interim Policy may be permitted until such time as a permanent System policy is issued.  Requests for exceptions to the Interim Policy should be in writing and forwarded to the Campus Risk Manger Jeff Karcher.  Ultimately, the Chancellor in concurrence with the System Risk Management Office will have to approve any exceptions.

Passengers and drivers are reminded of the law requiring seat belt use.  Common sense must prevail when planning trips to avoid driver fatigue.  Questions regarding this Interim Policy can be directed to Jeff Karcher at x-3901.  
Contact Joe Hencik, Transportation, x-2884, for driver certification.

Transportation OFFICE
Joe Henick
M&M Building Rm 112
715 346-2884

The Transportation Office is open from 7:45 a.m. until 4:30 p.m., Monday through Friday.  After 4:30 p.m., vehicle packets can be picked up at Protective Services.  Vehicles can be picked up across from the Transportation Office.  Prior to leaving, be sure to record the beginning odometer reading on the trip ticket that is inside the packet.  When returning the vehicle, complete the remainder of the trip ticket with the exception of the charge.

Website for current rates:

http://www.uwsp.edu/facserv/transportation/vehiclerates.htm
The Transportation Office will calculate that amount which will be charged to your organization’s account.  If a private vehicle is used to pick up the University vehicle, the private vehicle should be parked in the stall that the University vehicle was taken from.  Parking a private vehicle in any open stall could result in a parking violation.  Do not return the packet to the Transportation Office; rather put it in the Packet Drop Slot which is in the Maintenance and Material Building garage complex, directly across from the vehicle stalls.

All organizations have been allocated money for the mileage price of renting a state vehicle from the Transportation Office. The Budget office will only reimburse at the Personal Vehicle mileage rate if there were no University vehicles available for the schedule trip. If that is the case, the organization must present the Budget Office with a letter indicating this from the Transportation Office. (See Mileage Reimbursement for Personal Vehicles below). 
Twenty-four hours are required for any cancellation.  The only exceptions to this are inclement weather, illness, and any additional unforeseeable event(s).  Failure to notify the Transportation Office of a cancellation within 24 hours will result in a $15.

The first violation of failure to notify is $15 and any violation following results in a $25 fine.  Failure to fill out a trip ticket will result in a fine of 20% of the total mileage cost for the vehicle.  Vehicles are to be used only for the time that they were specified.  Failure to return a vehicle at the time that is reserved will result in a $15 fine.  Organizations that are consistently issued fines may have their account frozen until they are able to fundraise to alleviate their deficit.  
Please remember that it is a privilege for faculty, staff and students to drive a state-owned vehicle.  Good judgment should be used at all times.

Mileage Reimbursement for Personal Vehicles
1.
$.32 per mile will be reimbursed to an employee who chooses to drive his/her own car rather than a state car when a state car is available, and the round trip is more than 50 miles.
2. 
$.485 per mile will be paid when at least one of the following conditions is met:

· The reimbursement claim is accompanied by a “certificate of non-availability” from the Transportation Office;

· The round trip is 50 miles or less.

Please Note: Most organizations only reimburse at $.32 per mile or limit the reimbursement to only the amount that was actually spent on gas (show receipts).  These maximums are reimbursement limits and not intended to be used as per diems.

Please check the Student Government Association Finance website or the Transportation Office for specific rates on vehicle rentals from the University.  All prices listed are subject to change.
VEHICLE RATES
The following per-mile rates apply to the fleet vehicles:

· Subcompacts          .36/mile 

· Sedans                    .38/mile 

· Mini Vans               .50/mile 

· 15-Passenger Vans .74/mile 

· **Reduced rates are available for vans and minivans which are used 3 or more days and have a round trip mileage of at least 700 miles. Contact the Transportation Office for reduced rates. 

Credit cards are supplied with each vehicle for gasoline, oil and minor emergency repairs (under $100.00) or jump starts.

The cost for a vehicle will be $23.00 per day flat rate when the following mileage criteria are not met:
· 66 Miles per day for Subcompacts 
· 62 Miles per day for Sedans 

· 46 Miles per day for Mini Vans 

· 31 Miles per day for 15-Passenger Vans 

Special rates for trips totaling over 700 miles and 3 days:
15-passenger vans $12.00/day and .48/mile
Minivans                 $10.00/day and .31/mile
The cost for a vehicle will be $20.00 per day flat rate when the following mileage criteria are not met:

· 58 Miles per day for Subcompacts 

· 55 Miles per day for Sedans 

· 40 Miles per day for Mini Vans 

· 27 Miles per day for 15-Passenger Vans

All prices listed are subject to change.

Chapter Seven

Finance Request Forms

Remember!!  To use these forms, the requested funds must have already been approved by the Finance Committee.  (Please see Chapter 5 about how to request funds).

Most of the following forms are available next to the finance desk in the Student Government Association office.  Also, a guide to selecting and filling out the proper form is available or the most updated form on the Payment Services website (http://www.uwsp.edu/paymentsrv).  Be sure to fill out the right form correctly before submitting it to ensure prompt processing.  At the end of this manual, there is a “Reference Chart for Finance Forms” which will help you determine which form to submit.  Please remember that the Treasurer needs to sign all forms and all forms require the Budget Director’s signature.

All forms, upon completion, may be returned to the Student Government Association Budget Office for distribution to the proper departments, except for the Vehicle Request Form which should be brought to 127 George Stein Building in person. If you deliver reimbursement forms to the Budget Office in person during the hours of the Budget Director, she may be able to process forms immediately, so as to expedite the process. It is then possible to take them directly to Payment Services to receive immediate reimbursement. (This is granted the Budget Director is available.) 

And now for the forms...

Payment Order**

This from is used for the following:

a) To pay vendor invoices;

b) To request a check when payment must accompany an order. 
c) To reimburse students, employee & non-employees for miscellaneous supply expenses;

· Cash Reimbursement of non-travel expense totaling $50 or less is available at the Petty Cash Desk in Payment Services.  Identification will be required.

When used for reimbursement, an original receipt for items purchased must be attached.  If the purchase is related to an event or meeting, backup documentation for the event or meeting must be attached.  The documentation would usually be a program, brochure, pamphlet, poster, etc., telling the name of the event, the date and location.  A list of attendees may be required based on the event.

When used to pay a vendor invoice, the original invoice must be attached.

When used to request a check with an order, the order form must be completed and attached.

For further assistance or to determine what documentation is needed, please contact Payment Services.

NOTE: A separate form should be used to complete SFO Transactions.  Student Government Association approval is not necessary in this case.


Food and Beverage Needs

Note:  Student Government Association rarely funds food requests; make sure that funding has been approved through annual funding or reserves before requesting food.

Student organizations have two options available to them when it comes to food and beverages for an organizational function.

The first option open to recognized student organizations is that groups can provide their own food, if it is snack food of less than $50.00 total value.  Snack foods are defined as chips, bars, cookies, fruit, pizza and non-alcoholic beverages.  Foods not meeting these requirements and provided by outside catering firms are not permitted.  The student organization is also responsible for clean up of the reserved space.  UW-Stevens Point, as usual, bears no liability for health issues relating to food not provided by the campus food service contractor.

The second option is to have the University Food Services provide your organization’s food and beverage needs.  The University Food Service can provide your group with items for any type of event, from a banquet to a camping trip.  For more information, contact the University Food Services Office, Upper Level, University Center, x-3434.

Procurement of Food Service:

1. 
An estimate should be obtained from the University Food Service before the event.

2. 
A Food Services Justification Form should be completed.  These forms are available at Food Services.

3. 
Obtain Student Government Association Budget Director approval.

4. 
The approved form should be submitted with attachments (invitation, agenda, attendees, etc.) to Dining Services, DUC.

5.    Dining Services will send the invoice, with the form and attachments, after the event to Payment Services for Payment.

6.    Payment Services will scan the invoice to the Student Government Assn Budget Director before payment is made.
The form will be reviewed and approved, and one copy will be sent to the University Food Services Office.  Attachments (invitation, agendas, etc.) will be necessary for processing.
The above procedure must be completed at least two days prior to the event, preferably one week in advance.

If a change in the estimated number of people attending occurs, Food Service must be notified. 
Please note that organizations wishing to charge Food Service bills to their SFO accounts need not gain Student Government Association approval.

Payment to Individual Report (PIR) **

This form is used to pay an individual for services (not goods) provided to an organization. No Social Security numbers will be on forms as of Aug 2008.
Completing the Form:

1. Complete the form:

a. Amount of payment to individual;

b. Organization account number to be charged;

c. W-9 Form to be Submitted directly to Payment Services;
d. Individual’s full name;

e. Check whether they are/are not currently enrolled as a UW student; payments for students may be required to go through Student Payroll.
f. Individual’s home address;

g. Indicate if individual is UW or State Employee; these payments must go through Payroll
h. Mailing address if different than home address;

i. Individual’s residency; contact Payment Services BEFORE the event if the person is a resident of a foreign country.
j. Date that service was rendered to organization;

k. Describe services given by the individual (Purpose of Payment section);

l. Organization treasurer and phone number (Department Contact section);

2. Attach proof that the service took place;( flyer, agenda, invitation, etc.);
3. Obtain Budget Director approval;

4. Forward to Payment Services Office;

5. Payment is issued.

Pre-Contract* For Entertainment Attractions and Lecturers

To protect students from legal liability, all official arrangements with artists, entertainers, lecturers, agencies, etc., are made by Campus Activities.  If your organization wishes to contract with someone to present a program on campus, you must:

1.
Pick up a “Pre-Contract Worksheet” from Campus Activities prior to your discussion with an artist/lecturer;

2. Contact artist/lecturer and answer as many questions as possible on both sides of Pre-Contract Worksheet;

3. Get Budget Director’s approval;

4. Return Pre-Contract Worksheet to Campus Activities.

Once the worksheet has been completed, Campus Activities arranges for an official contract with the artist/lecturer.  (The Pre-Contract Worksheet is not an official contract).  Upon receiving a signed official contract from the artist/lecturer, Campus Activities will arrange for payment by check to be picked up by your organization the day of the program.  (If your program occurs on a Saturday or Sunday, please pick up the check on the Friday prior to the event).

Legally, no UW-Stevens Point student can negotiate or ask for the artist/lecturer service contract.

This should be done by a University official (specifically, Campus Activities).  Please refer all contract-related questions to Campus Activities, x-4343.

Please arrange your program entertainment at least six weeks before the program to ensure time to prompt payment for the day of the program.  It reflects poorly on your organization if you can’t pay the artist/lecturer on the evening of the program.

To show a film:
To make arrangements for a film, simply pick up a Pre-Contract Film Worksheet form from Campus Activities and complete as many questions as possible.  Return the worksheet to their office (340 DUC) for the official contracting of the film.  Film listings and costs are available upon request in the Campus Activities Office.

Please make your film arrangements at least six weeks prior to the showing to ensure enough time for the paper work.

Purchase Requisition Form

This form is to be used by Purchasing to prepare a Purchase Order – the form that is forwarded to the vendor before the purchase can be made.  The Purchase Order gives the vendor authorization to bill the University.

This form is used when requisitioning goods and services from all vendors with the exception of Central Stores, University Book Store, travel accommodations and food items.  Forms may be picked up from the Purchasing Office located in Room 041 West Old Main, the Student Government Association Budget Office, and the Student Government Association Finance website.

Please use a Payment Order form to request payment by check or for reimbursement of expenses.

In order to complete the Purchase Requisition Form for the purpose of obtaining goods and services through the use of a Purchase Order, complete the following:

1. Obtain price estimates from the preferred vendor.  (The Student Government Association Budget Director has a list of  preferred vendors);

2. Complete the Purchase Requisition Form and make a copy for your organization’s records;

3. Take the Purchase Requisition form to the Student Government Association Budget Office for approval;

4. There is a 24-hour hold on all requisitions;

If you do not intend to pick up the merchandise personally, all you need to do is send the Purchase Requisition via campus mail to the Student Government Association Budget Office. It will be forwarded from there and your merchandise will be delivered to you by Central Stores staff within days or weeks, depending upon how accurately and thoroughly you fill out the Purchase Requisition, and also the type of purchase you are making.  Proceed to step #8.  If you wish to walk the paperwork through, (which greatly speeds up the process and is recommended) because you wish to obtain the goods personally from a local vendor, proceed to step #5.

5. Take the requisition form to the Purchasing Agent for review.  The Purchasing Office is located in room 041W of the Old Main Building;

6. If the purchase is approved, a Purchase Order will be typed up and sent to the vendor.

7. If the vendor is local and you need the goods immediately, you may take the Purchase Order to him/her personally.  (This completed form guarantees the vendor that he/she will be paid by the University and therefore authorizes him/her to release the goods or perform the services);

8. The Student Government Association Budget Office will receive a pink copy of the Purchase Order from Purchasing via campus mail in a few days;

9. If you receive any invoices (bills), they should forward to Payment Services immediately to ensure payment made.  Remember to approve the invoice first, by signing all copies.  Also, enter the Purchase Order number on the invoice.

Completing the Form:

1.
Vendor name and address;

2.
Deliver to;

3.
Date;

4.
Account number;

5.
Dollar amount;

6.
Indicate who pays for shipping charges;

7.
Source of price;

8.
Obtain Budget Director approval.

Registration/Entry Fee Request**

Use this form to request direct payment of registration fees totaling $50 or more for conferences, workshops, seminars, etc.  Initiate the request at least two weeks before the payment or postmark deadline.  Attach copies from program brochures indicating name, dates, location, and fees.  Attach any information you wish to be sent along with payment to the event host.  

Completing the Form:

1.
Name of conference/event;

2.
Names of attendees, fees, and fee totals;

3.
Location of conference/event;

4.
Date of conference/event;

5.
Circle meal information if applicable;

6.
Make check payable to;

7.
Mail payment to;

8.
Treasurer’s name (Requested By section);

9.
Payment/postmark deadline;

10.
Organization (under Department section);

11.
Account number to be charged;

12.
Obtain approval from Budget Director.

Request for Refunds
Note:  This form will rarely be used by an annually funded organization.

This form is only used to pay back money that has been used as a deposit by members of an organization.  For example, if an organization rented out equipment to its members and required a deposit, this form would be used to pay back the funds upon return of the equipment.

This form is not for reimbursing members for purchases that they have made for the organization.

This form is less likely to fulfill an organization’s request because of the diminishing likelihood that an organization requires deposit fees from members.  For assistance, contact the Budget Director.

Travel Expense Report (TER) **

This form is used for travel reimbursement purposes.  

Completing the Form:

· Account number:  List the account to be charged.  Circle the word ‘account’;

· Name:  Enter the full name of the traveler;

· Give a full explanation for the trip.  Use complete names, locations, and events;

· Enter your UWSP address if you want your reimbursement check mailed to you, or use the “Bursar’s Office” address of UWSP if you will pick up the check;

· Enter the Student ID number of the traveler; on the form this must be entered into the area that asks for Social Security Number. Please DO NOT enter in a SSN, only student ID. 

· Check the proper type of employment box;

· Have the individual who will receive reimbursement sign the form;

· Have your organization advisor sign each TER;

· Dean or Director Line: This is where the Student Government Association Budget Director will approve the form;

· Date:  Enter the dates and times of departure and arrivals;

· Itinerary:  Enter starting and destination points on transportation and whether a private vehicle (PV) or state vehicle was used.  (Times should be listed with AM or PM);

· Miles:  Enter the amount of mileage only if a private vehicle was used;

· Fare:  List the amount of cost from common fares (bus, train) and attach proper receipts;

· Miscellaneous:  Itemize other expenses (registration, parking, etc.) and attach original receipts;

· Enter the cost for lodging and attach receipts (*Note: Student Government Association rarely funds lodging, check your spend plan or call us and ask x4037);

· Enter the total amount of expenses (add items 12-15);

· Toward the bottom of the form, enter the column totals;  

· If you used a private vehicle you need to enter the number of miles you are claiming.  Mileage over allowable amounts must be justified for reimbursement.  Call the Transportation Office or the Student Government Association Budget Office for allowable mileage;

· Check with the Transportation Office for the rate per mile of reimbursement;

· Calculate and enter the related totals;

· Add your total amount of reimbursement and enter the amount in the “Grand Total”;

· Enter the “Net Amount” by subtracting line #4 from #22;

· Claimant must sign this document before it can be processed;

· Attach proof of the event, how many people went, and who went;

· Forward to the Budget Director for approval.

Vehicle Request Form

This form is for renting a vehicle from the Transportation Office.  All persons planning to drive the vehicle(s) must have a Driver Authorization Form on file at the Transportation Office at least 48 hours before the trip.  This form is self-explanatory and must be returned to 127 George Stein Building in person for a vehicle request to be processed.  The Organization’s Advisor and the Student Government Association Budget Director needs to approve the form.  

Vehicle Rental Purchase Order – Enterprise Rent-A-Car**

This form is for renting vehicles from Enterprise.  Enterprise is one of the only places that student organizations can rent vehicles through the University.  They automatically include insurance with their rentals.  

1. Fill in the Driver(s) Name, rental dates, number of days, type of vehicle, and rate ($);

2. Under For UWSP Department Use, fill in “Requested by” with the Treasurer’s Name, “Department” with the Organization Name and the phone number;

3. In the dotted lines, write where you are taking the vehicle and the purpose for the trip;

4. Fill in your organization’s account number;

5. Obtain the Budget Director’s approval;

6. Fax or mail a copy of the form to Enterprise at:  


Enterprise

5110 Main Street

Stevens Point, WI 54481-9145

Fax: (715) 341-1441

7. Send the original form to Payment Services.

If you plan to rent a 15-passenger Van, you must abide by the UW System Policy located in Chapter 7.

It is mandatory that you rent vehicles from Enterprise (originating in Wisconsin only) or National (Nationwide).  Failure to do so may result in a reduction of expense reimbursement.  Liability and Collision Insurance must be purchased should it be necessary to rent from any other agency. 

Contact Jean Sukow, 346-2255, for assistance.
W-9 Form

The W-9 is made to be on file so that the other forms do not use or have any social security numbers or explicitly personal information on them. 

When required, Social Security Numbers and Employer Tax ID Numbers will be collected using a W-9 form only. 

· The Treasurer should be the only person to handle W-9 forms.

· The Treasurer will need to ensure:

·  W-9 forms are not routed with other forms for approvals or forwarded to anyone other than Payment Services.

· W-9 forms are not copied or stored electronically.

· The top section of the W-9 is completed before the form is sent directly to Payment Services separate from the payment request.

Please destroy any copies of old forms you may have on hand, the new forms below should be used effective immediately. New forms will NOT ask for a Social Security Number.

W-9 Forms
· The W-9 form is an IRS form used to obtain Tax ID Information from individuals and businesses providing tax reportable services to UWSP.

· The W-9 form should be sent directly to Payment Services separate from your payment request, PLEASE make sure you fill out the top of the form BEFORE you send it to the person that needs to be paid.

· Once a W-9 form is on file for a business or an individual, we do not need another one unless there are changes to ANY part of the form.

· If you know we have a W-9 on file for someone we pay frequently, indicate “W-9 On File” on the PIR form.

· If you are not sure if we have a W-9 on file for someone, you can check with Laurie Kujawa at ext. 3721 or lkujawa@uwsp.edu.

· For individuals: If we have paid an individual in the past and have received a Social Security Number without a W-9 form, we will now need to have a W-9 form on file for that person.

Questions – Contact Laurie Kujawa at ext. 3721 or lkujawa@uwsp.edu
This means that the following forms may require you to fill out a W-9 if you do not have one on file or are not a student or employee of UW Stevens Point:
· Payment to Individual Report (PIR) – for payments to individuals for services

· Payment Order Form – for payments to Vendors for services

** These forms are available on the Payment Services website: www.uwsp.edu/paymentsrv/

Chapter Eight

Student Faculty Organization Accounts (SFO)

The people at General Ledger asked us to include information about SFO’s.  SFO’s are accounts set up specifically for non-state funded money (non Student Government Money) to pay for expenses state accounts (Student Government Accounts) will not cover.  
Student Government Association does not handle SFO accounts and our signature is not necessary for expenditures from SFO accounts.  For reference, SFO accounts are numbered 90xx. The Advisors signature is usually required for any transactions from this account.
SFO accounts are usually created to pay for the ‘little extras’ state budgets will not cover such as pizza parties, non-business travel, or a variety of other things.

It should be noted, however; ANY money made from state money (SGA Money) cannot be deposited into the SFO account.  A common example of this is as follows:

Organization X spends $600 from their annually funded Student Government Association budget on shirts.  This group makes $850 from their fundraiser.  All money MUST be deposited into the state account.

SFO accounts are NOT able to use the University’s tax exempt status. If you have questions about tax exemption, contact the General Ledger Office at x2051 or Laurie Kujawa in Payment Services at x3721.
If there are questions, concerns, or comments about this procedure or about SFO accounts in general, please contact the General Ledger Office at x2051 or 001 Old Main, or the Budget Office.

Chapter Nine

Policies and Procedures

Policies and Procedures of the UW-Stevens Point Finance Committee

In accordance with Wisconsin Statute 36.09(5), UW System Financial and Administrative Policies Papers 20,36, and 37, the United States Supreme Court decision on Board of Regents v. Southworth, and UW System Board of Regents Policy 88-6 the students of the University of Wisconsin adopt the following procedures and policies for financial matters

Section 1- Organizational Info – For Treasurers

A. Segregated fees should be used by organizations to help accomplish one or more of the following purposes:

1. Foster the educational development of the organization’s members.

2. Promote membership in the organization.

3. Further the goals of the organization as listed in the constitution

4. Provide services to the organization or the University community.

B. All travel guidelines as stated in the Financial and Administrative Policies Paper 36 (http://www.uwsa.edu/fadmin/fppp/fppp36.htm) shall be followed by all organizations granted segregated fee funding.

C. All organizations receiving segregated fee funding must be able to show financial records of all use of segregated fee funding.

D. Organizations receiving segregated fee funding must use campus facilities whenever possible when facilities are necessary.

E. All travel expenses outside of the UW System should be conducted with the official contract vendors whenever possible (i.e. Car rental, travel agents, etc.)

F. Organizations shall be asked to speak to their requests at budget hearings.  Representatives must provide adequate description of expenses and explanation of cost estimates. 

G. The expenses must be reasonable and within the range of similar events, speakers, programs, etc. 

H. Student organizations making requests must be present for their request to be heard.  If the organization does not have representation, the request shall be postponed for one Finance Committee meeting at which the organization shall be heard.  If there is no representation at this meeting, the request shall not be granted. 

I. Non-student organization requests must be represented by an SGA Executive Member and at least one representative from the requesting organization. 
J. Organizations receiving segregated fee funding are expected to exercise good judgment to determine the most economical means of incurring travel costs.  Only reasonable and necessary travel expenses shall be reimbursed, upon the discretion of the Budget Director and within the approval of the Finance Committee allocation.

Section 2- Policies Governing the Finance Committee 

A. All segregated fee money must reside in a state account.  Any revenue procured with segregated fee money must initially be used to reimburse the state account in the amount of the original allocation.  Any additional funds may be used by the organization at their discretion.  Segregated fees may not be transferred into SFO accounts.

B. Food and lodging funding shall not be granted through segregated fees with the exception of expenses for individuals officially representing the student body (such as United Council, USSA, media coverage, etc.) and if the expense is critical to the success of the organization.  It shall be Finance Committee discretion as to what requests qualify for these exceptions.  Funding of food or lodging requires a 2/3 vote.

C. Funding shall not be granted for support of a student organization not recognized on campus, programs sponsored for the social entertainment of a group’s members, alcoholic beverages of any kind, controlled substances, gifts or donations, costs of legal services (with the exception of campus legal services), lump sum payments (not itemized) to student organizations, personal items, personal travel, parking tickets, traffic citations, and any item prohibited by Fiscal Policy and Procedure Paper #20 (http://www.uwsa.edu/fadmin/fppp/fppp20.htm).

D. Segregated fees may not be used to support academic producing activities, on campus events not open to all students, student services determined to be essential to the basic mission of the University, or normal campus-wide activities that service the entire institution.

E. If a product or service exceeds $1000 there is a mandatory bid requirement.  The Purchasing Department should be contacted in this instance.

F. Off-campus services must be proposed to the Finance Committee before SGA Segregated Fees and be approved by Senate for funding for the following year.  Any off-campus proposal for more than $40,000 must be approved through SGA and student referendum.  Any on campus proposal for more than $80,000 must be approved through Finance Committee to go to referendum.  This does not apply to student organizational budgets, subsidy allocations, or reserve requests. 

Section 3- Procedural Information  

A. The Finance Committee reserves the right to change funding criteria and fiscal policy at any time with Senate approval.  The Budget Director shall be responsible for notifying all student organization treasurers of any changes to the financial policies.

B.  Segregated fee funding shall be conducted in a viewpoint-neutral manner and shall not violate any statute, administrative code, policy, or contract and should be related to a legitimate educational purpose, the purpose of the organization, and the mission of the campus.

C. As a subcommittee of the Student Senate, the Finance Committee shall remain responsible to this body at all times.  However, all financial matters dealing with the Segregated Fees must pass through the Finance Committee before being discussed at Senate.

D. The Finance Committee shall operate under the following procedure:  The Finance Committee shall hear all requests for activity fee allocations and pass information on to the Senate for approval during the Budget Director’s report.

E. The financial hearings and allocation of all segregated fees shall be recorded in the form of audio recording and kept for a minimum of three years.

F. All pertinent information to segregated fees shall be kept by the budget staff for a period of no less than seven years with the exception of invoices and campus funding forms which shall be kept until the end of the fiscal year immediately following the fiscal year that the form was used.

G. The Finance Committee shall meet no less than biweekly when school is in session.  During requests, time shall be provided for public input in a hearing.  Following this, the body shall deliberate and may or may not allow further public input.  It is up to a majority vote of a Committee to enter into a closed session when deliberations occur.
H. No bill may be retroactively applied to all Finance Committees decisions. 

Section 4- Membership of the Finance Committee TC "Membership" \f C \l "3" 
A. The Finance Committee shall be composed of the following voting members:  one senator from each college, one student-at-large from each college, one student Residential Hall Association representative, one nontraditional student, the budget assistant, and the vice-president.  Senators and students-at-large shall be recommended by the budget director for approval by the Senate with a majority vote.

B. The budget director shall chair finance meetings and shall vote only in the case of a tie.

C. A senator or student-at-large may be removed from the committee with a 2/3 vote of the committee and a majority vote of Senate.

D. The Finance Committee may have temporary voting members from the SGA Senate or Students at Large from the same college to fill in student at large openings or Senator openings after the second week of the first semester.  However, the SGA Budget Director shall continue to seek students at large and Senators from the respective colleges to maintain the diversity of the Finance Committee.  Any interested student at large or Senator from the respected college shall have precedent over temporary SGA Senators or Students at Large who are not from that college, after the Senate’s approval. 

E. The budget director may temporarily replace absent members and empty seats of the Finance Committee with others as deemed necessary for the good of the committee and the democratic process during the following: annual budget hearings and subsidies hearings.  Senators, students-at-large, and empty seats shall be temporarily substituted with members from their own colleges when possible.  If this is not possible, the seat may be opened to any interested student.  All temporary replacements made to the committee must be approved at the SGA meeting by a majority vote of the members attending the week prior to the annual budgets and subsidies.  The Finance Committee may never contain more than four temporary replacements.
F. Senators and Finance Committee members shall abstain from casting votes on sections of business if they cannot conduct their decisions in a viewpoint-neutral manner, as mandated by Board of Regents of UW Systems v. Southworth. 
Section 5- Eligibility for Funding – Other Criteria 

A. Only subsidies, certain university services, certain off-campus services, and recognized student organizations may receive segregated fee funding.  Non-Student organizations must submit their financial requests to an SGA Executive Member who shall review and forward requests to the Finance Committee for review.  To be eligible for funding, student organizations must be open to all students and be recognized by the Student Involvement and Employment Office and the Student Government Association, in accordance with all UW System Policies. 

Section 6- Annual Funding TC "Annual Funding" \f C \l "3" 
A. Student organizations requesting an annual allocation must submit a budget to the Finance Committee prior to the annual budget hearing and must provide answers to the following questions:

1. What the purpose of your organization is as stated in your constitution?

2. What benefits do organization members receive?  What does the University and the student body as a whole receives from the functions of your organization?

3. How many people are involved directly or indirectly as a result of your organization’s activities?

4. Do other organizations offer similar services or activities?

5. Do you foresee any capital (>$500) investments?  What is the need for the investment?

6. Does your organization operate through the summer?  Explain any services provided through the summer.

7. Do any students involved in your organization receive academic credit for involvement?  Please elaborate and give substantial information.

8. What other sources of funding does the organization presently receive?  Indicate the estimates of revenue for these sources at present and the next three years.

B. A spend plan shall be developed for each organization receiving activity fee funds which shall inform the organization treasurer on the appropriate use of funds.  The spend plans shall be handed out at the mandatory Treasurer’s Workshop in the fall.

C. At the end of the fiscal year, any excess revenue over the amount specified in the organizational spend plan shall be carried over to the next fiscal year for two years.  The excess revenue may be used for supply, service, and travel expenditures not listed on the spend plan so long as the expenses follow finance policy and are approved by the Budget Director.

D. Any funds remaining in an annually funded organization’s account at the end of the fiscal year, with the exception of excess revenue, shall be transferred into the segregated fee main reserve.

E. Each annually funded organization must provide the budget staff with the official treasurer’s name that shall act as signing authority on all paper work.  No forms shall be processed without the signature of this treasurer.  Electronic approvals shall be accepted as arranged between the Budget Director and organization treasurer. 

F. Annually funded organizations must spend within their spend plan guidelines.  Any expenditure different than the spend plan must be approved by the Budget Director.  Any organization that spends more than funded shall have the difference deducted from the next fiscal year’s allocation.

G. All annually funded organizations must have a minimum of one fundraiser per year.  Organizations may be exempted from this requirement if approved so during annual budgets.  The Finance Committee must set minimum revenue for fundraising no later than the last finance meeting in October.  The Budget Director shall be responsible for notifying student organizations of this percentage requirement. 

H. The Budget Director may authorize limited line item transfers of organization spend plans.  The Finance Committee must approve the addition of new line items and any total item transfers exceeding $500.00.

I. Within each annual fiscal year, alterations to organizational spend plans shall not be granted for any request that was already previously denied during the annual budget process, unless an official motion is made and approved by 2/3 vote, of either the Finance Committee or Senate, before annual budgets are submitted to Madison for the following year. 

J. No alteration to a spend plan may be requested for an event or expense that has already occurred unless approved by the Finance Committee and the Financial Policies and Procedures are suspended with a 2/3 vote by the Finance Committee.

K. The Budget Director shall publish the Finance Committee’s Annual Budget decision by using media outlets of campus (Pointer, SMOD, etc.) at least 3 days before the final vote on segregated fee in the Senate meeting, listing at least the proposed segregated fee for the next fiscal year and more information if possible.

L. Any expenditure, by any Student Organization using SGA funds, shall not be paid by a Departmental Purchasing Card without the approval of the Budget Director.  

Section 7- Reserves TC "Reserves" \f C \l "3" 
1. General

1. The Finance Committee shall set aside allocable reserves for the next fiscal year during the budget process for the following reserves:  Unanticipated, Travel, Programming, and Organizational, Operational Expense Fund (OOEF), and Sustainability. 

2. The Finance Committee shall consider the value of each reserve request to the overall student body, the availability of funds yet to be allocated, and the intended use of such funds and recommend an allocation to be approved by Senate. 

3. Funding from the reserves shall not be granted for salaries for organization members or those expenses already prohibited above.

4. Funding from the reserves shall not be granted for any request that was already previously requested during the annual budget process, unless an official motion is made and approved by 2/3 vote, of either the Finance Committee or Senate, before annual budgets are submitted to Madison for the following year. 

5. No funding may be requested for an event or expense that has already occurred unless rules are suspended with a 2/3 vote.

1. Unanticipated Reserve

1. This reserve is set aside for annually funded organizations only.  This reserve is to be utilized for unanticipated expenses that could not have been foreseen at annual budget time. 

2. Considerations for funding shall be based on the following criteria:
2. The request may not have been requested at annual funding.
2. The respective thresholds for the type of request requiring 2/3 approval shall apply.

3. The threshold per programming request shall not exceed $1300.00 and the threshold per travel request shall not exceed $800.00.  A 2/3 vote is necessary to suspend this policy


1. Travel Reserve

1. This reserve is to be utilized by non-annually funded organizations that need money for travel related activities such as transportation and registration costs.  Annually funded organizations need a 2/3 vote for funding from this reserve.

2. The Finance Committee and Senate shall expect the student(s) to fund part of total travel costs.  Requests may be manipulated by the Finance Committee to fund only a representational number of members.

3. The maximum allocation per activity is $500.00 and the maximum allocation per year per organization is $1200.00.  A 2/3 vote is necessary to suspend this policy.

1. Programming Reserve

1. Moneys from the programming reserve shall be allocated for contractual services, advertising expenses, and other programming related expenses for non-annually funded organizations.  

2. The maximum allocation per program shall not exceed $800.00 and the                  maximum allocation per organization per year shall not exceed $1200.00.  A 2/3 vote is necessary to suspend this policy.

1. OOEF

1. The purpose of the OOEF is to assist smaller or newer non-annually funded organizations that do not receive funding from residence halls.  Moneys from this reserve are to be used for general organizational supplies and other operating costs essential to the operation of the organization.  

2. Each organization is responsible for establishing a priority among various items for which it requests funds.

3. The maximum allocation per request is $150.00 and maximum allocation per organization per year shall not exceed 500.00.  A 2/3 vote is necessary to suspend this policy.

1. Sustainability Reserve 

1. This reserve is to be utilized to fund sustainability initiatives on campus property. 

2. Sustainability initiative applications shall be available for sustainability projects.  Applications shall be developed by the Budget Director in conjunction with the SGA Environmental and Sustainability Committee.  Applications must be completed and submitted to the SGA Environmental and Sustainability Committee for endorsement prior to being brought before the Finance Committee.

3. The Finance Committee shall hear all endorsed projects by the SGA Environmental and Sustainability Committee and consider the value of each request to the overall campus sustainability.  The Finance Committee shall submit recommendations to Senate for approval. 

4. The maximum allocation per proposal shall be $16,000 per year.  A two thirds vote is necessary to allocate the amount over the maximum. 

Section 8- Appeals

 TC "Appeals" \f C \l "3" 
A. Any student may appeal a decision of the Senate.  The appealer must submit the Appeal Description Form to the Budget Director who shall forward the appeal on to the appropriate body.

B. The appealer or a delegate must be present for the appeal hearing.  The organization or representative shall then be notified within five days as to when the appeal hearing shall take place.

C. The budget director shall act as a representative of the Finance Committee to explain all budget requests under his/her report.  Any organization, upon request, may receive a written explanation when denied any portion of a request.

D. All Annual Budget appeals must be submitted within 30 days of the Senate approval of the Finance Committee decision. 

E. All Reserve request appeals must be submitted within one week of the approval of the finance minutes by the Senate.

F. No student organization’s annual allocation can be resolved through a referendum.

G. All Administrative Error appeals of the Finance Committee allocations shall be brought back to the Finance Committee.  All Viewpoint Neutrality appeals shall be brought to the Judicial Branch.  
H. Grounds for Appeals

H. Administrative Error-

H. Oversight of information by the Finance Committee.

H. Misinterpretation of information by the Finance Committee.

H. Arbitrary and/or unfounded decisions of the Finance Committee.

H. Inability of the Finance Committee to provide reasoning and clarification for decisions made during deliberations.

H. Viewpoint Neutrality – 
H. This appeal would be filed if there was a decision made that violated Viewpoint Neutrality.  

H. Viewpoint-neutral funding means that funding decisions cannot be based on a group’s point of view.  

H. Thus, an organization cannot be denied funding because it advocates a particular opinion, no matter how deplorable or unusual. 

H.  Viewpoint neutral criteria for evaluating funding proposals would only consider factors that are not tied to viewpoint such as fiscal responsibility, relevance to mission, and level of services provided.  

H. Different groups may be funded at different levels, but not because of the viewpoints that they espouse.  Different organizations require different amounts of money to function effectively on campus. 

H. The Finance Committee allocations shall be based on how the group met the above criteria and not on the group and/or activity’s viewpoint or opinions.

H. If something was said during the course of deliberations, or motions were made that seem to be in violation, an appeal may be filed on these grounds.

I. Appeals of the Judicial Branch may be brought before the Chancellor.  The Chancellor’s decision is final unless appealed to the Board of Regents.
Section 9- Timeline TC "Timeline" \f C \l "2" 
A. Annually funded organizations and reserve funds are transferred around July 1st.

B. Athletics Subsidy funding is transferred biannually on July and January 1st.  All other Subsidy funding is transferred quarterly on October, December, March, and May 1st.

C. The Budget Director in conjunction with financial personnel of the Administration shall produce a Treasurer’s Manual annually spelling out the policies, procedures, schedules, etc. of the University and SGA related to financial matters.  A copy of the manual should be given to the SIEO as soon as possible during the summer break.

D. The Budget Director shall set a schedule for requests and revisions and communicate the schedule by the third week of the school year in conjunction with the Treasurer’s Training Workshop.

E. At least two (one of which is mandatory for annually funded student organizations) Treasurer’s Training Workshops shall be held on or before the third week of the first semester.  Treasurer’s Manuals and organizational spend plans shall be handed out at this time.

F. Annual budget request forms for the following fiscal year shall be made available in October.

G. Subsidy requests shall be heard between the twelfth and fifteenth week of first semester, and the Senate shall pass their recommendations before they adjourn for the holiday break.  Agencies funded presently include: Athletics, Intramurals, Performing Arts, Centertainment, Child Care, Schmeekle Reserve, Group Fitness, and Student Transit, SIEO, HEC Open Recreation. 

H. The Finance Committee shall hold hearings on annual budget requests on or before the end of the fifth week of second semester.
I. Annual budget allocations subject to debate shall be heard and voted on by the Senate on or before the seventh week of the spring semester and before Spring Break.

J. The Budget Director shall provide the Assistant to the Assistant Vice Chancellor for Student Affairs a final budget on or before the end of the eighth week of second semester and before Spring Break for inclusion with the campus budget plan.
Viewpoint Neutrality

What does viewpoint-neutral funding mean? 

Viewpoint-neutral funding means that funding decisions cannot be based on a group’s point of view.  Thus, an organization cannot be denied funding because it advocates a particular opinion, no matter how deplorable or unusual.  Viewpoint neutral criteria for evaluating funding proposals would only consider factors that are NOT tied to viewpoint such as fiscal responsibility, relevance to mission, and level of services provided. 

Does viewpoint neutrality mean that funding levels must be equal for all organizations? 

No. Viewpoint neutrality is about the process, not the outcome.  So, different groups may be funded at different levels, but NOT because of the viewpoints that they espouse.  Different organizations require different amounts of money to function effectively on campus.  It would usually be absurd to suggest that the chess club should receive the same amount of money as the student newspaper.  The newspaper costs more money to run and serves a larger percentage of the campus population. 

How do you make sure that a funding process is viewpoint neutral?
Though funding allocation processes vary across the country, there is a set of basic criteria that should be adopted to ensure the process is viewpoint-neutral: 

1. The group must be an officially registered organization;  

2. The group and/or activity must demonstrate how it contributes to the university’s mission;  

3. The group must present a detailed plan about its mission, goals and activities; 

4.  The group and/or activity must not duplicate current offerings; 

5. The group and/or activity must be open to all students; 

6. The group’s proposal must be fiscally responsible; 

7. The group must attend its hearing.  

8. And to further ensure a viewpoint-neutral process, the student government, and its committees, should adopt the following policies: 

i. The student government (or the appropriate committee) must document all hearings regarding a group’s request; 

ii. The student government (or the appropriate committee) must have a clear, fair and open appeals process that follows a reasonable timeline; 

iii. The student government’s (or the appropriate committee’s) funding decisions must be based on how the group met the above criteria and not on the group and/or activity’s viewpoint or opinions. 


Is it unconstitutional to use referenda in funding decisions? 
The answer depends upon the type of funding decision to be made by referendum.  A critical distinction exists between the use of referenda to determine a group’s eligibility to receive funds and the use of referenda to determine the amount of funds allocated to a group that has already been deemed eligible.  Although the distinction may seem pedantic, the difference is of the utmost significance.  If in order to be eligible for funding a group had to win majority support in a referendum, it is easy to see how minority and unpopular viewpoints would be discriminated against.  So, it is clear that referenda as a means of determining eligibility for funding are inappropriate.  

However, when a referendum is used to determine or advise the amount of an allocation for a group or activity, then the referendum can serve as a legitimate measure of the number or amount of services to be provided by the group.  It is a common sense notion that the amount of funds allocated should be a function of the number of students who benefit from the group’s presence on campus.  Consider a concrete example.  Suppose that both a pro-life group and a pro-choice group were applying for funding at the same university and suppose that both groups were determined eligible by a rigorous, viewpoint neutral process.  Now also suppose that the pro-life group has 500 members while the pro-choice has only 5.  Clearly, the pro-life group is supported by more of the campus community and thus needs a greater amount of money to serve its larger body of members.  If the funding process ignores this vast difference in student support between the two groups, then both would receive the same amount of money.  Yet, such a decision would effectively amplify the voice of the pro-choice group at the expense of the expressive rights of the pro-life group – effectively discriminating against the more popular pro-life group.  In order to avoid viewpoint discrimination, allocation decisions must take popularity and levels of use into consideration.  A referendum is a useful and appropriate tool for informing those allocation decisions.  

 Are organizations that engage in off-campus activities eligible for funding? 

Yes, so long as such activities are consistent with the educational mission of the university.  The Supreme Court is quite clear on this point--“We make no distinction between campus activities and the off-campus expressive activities of objectionable [student organizations].

We find no principled way, however, to impose upon the University, as a constitutional matter, a requirement to adopt geographic or spatial restrictions as a condition for RSOs’ entitlement to reimbursement. Universities possess significant interests in encouraging students to take advantage of the social, civic, cultural, and religious opportunities available in surrounding communities and throughout the country.  Universities, like all of society, are finding that traditional conceptions of territorial boundaries are difficult to insist upon in an age marked by revolutionary changes in communications, information transfer, and the means of discourse.  If the rule of viewpoint neutrality is respected, our holding affords the University latitude to adjust its extracurricular student speech program to accommodate these advances and opportunities.”
Understanding Student Fees: Southworth v. The Board of Regents of the University of Wisconsin System
On March 22, 2000, the U.S. Supreme Court delivered an important free speech victory for students when they unanimously overturned a 7th Circuit ruling declaring mandatory student fees unconstitutional. The Court's ruling in Board of Regents of the University of Wisconsin System v. Southworth (Case #98-1189) reinforces the historic role of college campuses as a marketplace of ideas. Mandatory student fees currently fund a diverse array of activities ranging from lecture series to health services to the student newspaper.
The case was filed by three students at the University of Wisconsin who argued that it was unconstitutional for portions of their student fee to fund political or ideological activities with which they disagreed. The offended students were particularly concerned with multi-cultural groups, environmental groups, and lesbian, gay, bisexual and transgendered groups. The University of Wisconsin appealed the case to the Supreme Court, arguing that the marketplace of ideas created by student fees is an appropriate and important part of the school's educational mission.

The Supreme Court's ruling provides the foundation for a legal framework for a student fee system that engages students on issues ranging all over the political, social, and activist spectrum.

Summary of the Ruling The opinion of the Supreme Court, written by Justice Kennedy, made these key points: 
1. It is constitutional for campuses to collect and allocate mandatory fees to a wide-variety of student groups.
"We decline to impose a system of that sort as a constitutional requirement, however. The restriction could be so disruptive and expensive that the program to support extracurricular speech would be ineffective." 
2. Mandatory student fees can fund student groups that address any issue or activity. 
"The speech the University seeks to encourage in the program before us is distinguished not by discernable limits but by its vast, unexplored bounds. To insist upon asking what speech is germane would be contrary to the very goal the University seeks to pursue. It is not for the Court to say what is or is not germane to the ideas to be pursued in an institution of higher learning." 
3. Student organizations cannot be denied funding based on their viewpoint. 
"We conclude that the University of Wisconsin may sustain the extracurricular dimensions of its programs by using mandatory student fees with viewpoint neutrality as the operational principle." 
4. It makes no difference if the activities supported by the fee are conducted on or off campus. 
"We make no distinction between campus activities and the off-campus expressive activities of objectionable [student groups]. Universities, like all of society, are finding that traditional conceptions of territorial boundaries are difficult to insist upon in an age marked by revolutionary changes in communications, information transfer, and the means of discourse." 
'Viewpoint Neutrality' and the First Amendment 
When the Court states that funds must be allocated in a viewpoint neutral manner, they mean that funding decisions cannot be based on a particular group or activity's point of view. Thus, the decision to fund or not to fund an organization cannot be contingent on the content of the group's message. This method of allocating funds protects students' free speech rights by ensuring that all viewpoints, including those that are controversial, have an equal chance to receive student fee funding. Unfortunately, the concept of viewpoint neutrality has been subject to misinterpretation:

• Viewpoint neutrality does not mean that all groups should receive the same amount of money. If this were true, than the chess club would receive the same amount of funding as the student newspaper, which would result in either excessively extravagant chess sets or a student paper unable to publish and distribute its work. 
• Viewpoint neutrality does not mean that by funding one point of view, you must automatically fund an "opposite" point of view. First, most organizations and activities do not have an opposite point of view. Second, even in a situation where a pro-life group and a pro-choice group apply for funding, it is not necessary to fund both groups at the same level, or even to fund both at all. Chances are strong that one of the two groups provides a greater level of services to the student body and thus deserves more funding. The level of services provided and other objective criteria should direct the funding decision, not the viewpoint of either group. 
The most important thing to remember is that viewpoint neutral funding pertains to the process, not the outcome. Different groups will receive greater or less amounts of money based on their needs and the service they provide to students. What matters is that discrepancies in funding are not a result of an activity or organization's point of view or message. 

Southworth and the Marketplace of Ideas 
The beauty of the Southworth decision is that it protects the First Amendment rights of students, while at the same time promotes an infinitely wide variety of speech on and off-campus - "The speech the University seeks to encourage in the program before us is distinguished not by discernable limits but by its vast, unexplored bounds." The Court makes "no distinction between the on and off-campus activities" of student organizations and states that "universities possess significant interests in encouraging students to take advantage of the social, civic, cultural, and religious opportunities available in surrounding communities and throughout the country." 
What does Southworth mean for you? 
University administrators and student government leaders are now free to fund all student activities that have significant educational value for the university community. Thus, when the student government is deciding which organizations to fund, rather than asking, "Are we allowed to fund this organization?" They will ask, "How should we fund this organization?" It no longer matters whether or not the organization or activity in question is considered political, religious, or ideological in nature - Southworth gives students and administrators the power to create a diverse and vibrant marketplace of ideas, thereby facilitating an active culture of debate and a student body engaged in the civic process. 
This information is provided by Campusspeech.org
center@campusspeech.org

407 S. Dearborn St., Suite 701 Chicago, IL 60605

312-291-0396 www.campusspeech.org 

Last but Not Least. . .

I am sure that you have all that fun information all memorized and there will be no problems whatsoever this year…. 

But let’s face it. We know that there will be moments where things don’t work out the way they were planned, and the Student Government is more than willing to help out. 

Being the “Keeper of the Money” isn’t always the easiest job in the world. Please feel free at any time to stop in and see us with questions. We are here to serve! 

Matt Guidry
052 Dreyfus University Center
(715) 346-4037

mguid908@uwsp.edu
In emergencies,
Cell: 608-239-7222
“Finance is the art of passing money from hand to hand until it finally disappears.” 

Robert W. Sarnoff
“Money doesn't always bring happiness. People with ten million dollars are no happier than people with nine million dollars.”

Hobart Brown 

“The holy passion of Friendship is of so sweet and steady and loyal and enduring a nature that it will last through a whole lifetime, if not asked to lend money.” 

Mark Twain
“Money is the opposite of the weather. Nobody talks about it, but everybody does something about it.” 
Rebecca Johnson
“The safest way to double your money is to fold it over and put it in your pocket.” 

Kin Hubbard (1868 - 1930)

“Never spend your money before you have it.”

Thomas Jefferson (1743 - 1826) 
Reference Chart for Finance Forms

Get Money for something they already Paid for (Reimbursement)?

For Travel:

Travel Expense Report


For Misc. Supplies:



Payment Order

Pay directly from the account without reimbursements?

Pay for Registration or Entry Fee:



Registration and Entry Fee Request Form


Pay an Individual for Services Only:



Payment to Individual Report


Pay a Vendor (only if you have an invoice):



Payment Order (attach invoice)


Purchase Goods from a vendor:



Purchase Requisition Form

Request money from the Reserve Account?


For start-up for a new organization:



OOEF Form


For Travel:



Travel Reserve Form


For a Program:




Programming Reserve Form


For Unanticipated Costs:



Unanticipated Reserve Form

Request a Vehicle Rental?



Vehicle Request Form or 

Vehicle Rental Purchase Order-Enterprise Rent-A-Car

Check out the Budget Corner or go to: http://www.uwsp.edu/paymentsrv/forms/forms_page.asp
LEGAL GUIDELINES

This handbook serves as a guide to budgeting policies and procedures for organizational treasurers and is in conformance with the University of Wisconsin Administrative System.  The procedures set in this book are current and correct as of August 2008.  Remember that procedures are subject to change and that organizations are responsible for carrying out actions of these changes.
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