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Preface: A Letter to Student Organizations
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Section I: Expectations of Student Organizations

There are over 170 registered organizations oiithlaea College campus. There were 109
budget allocations in the 2006-2007 academic Y& ,in the 2007-2008 academic year, and
169 in the 2008-2009 academic year. In order tot tieeever increasing demand from these
student organizations, there are constant improm&srend changes occurring within both the
Student Government Association (SGA) and the BuGgehmittee.

That being said though, the efforts of the SGA Wdlmeaningless without the cooperation and
understanding of all student organizations. In ptdenake the budget process as seamless and
streamlined as possible, there are certain expaasaivhich organizations are asked to fulfill.
Below is a list that the SGA as a collective boegl$ that student organization must incorporate
into their regular operating procedures. When mggthis list,please remember that the SGA

is a service The members that compose the association docsube they want to better the
Ithaca College community. It is our mission to pdava service to all students, as well as all
student organizations, in order to better the gellas a wholel'he only thing that we ask in
return is your help, feedback, and cooperationThis list is a favor. If you want to help me

help you, start here.

A. Read this Allocation Handbook in its Entirety

Every single detail that you need to know aboutithéget process is contained within the
following pages. Every single detail is up-to-dated | guarantee that you will walk away more
knowledgeable about the budget process than yaulemeght you could be. And always keep
in mind that if a detail is too vague, or too caifig, | will be more than happy to help clarify.

B. Communicate With the Student Government Association

Feedback is the single most useful tool that thé& 86s at our disposal. It is the quickest and
most meaningful way to share a concern, a frustmatr something that you would like to see
more of. Especially concerning the budget proaésisere is an aspect that you think could be
approved, or if there is a policy that you disagséth, we want to hear about it. The SGA
website is located atww.ithaca.edu/sgand contains numerous ways to contact both myself
and every other member.

C. Account Management

All organization treasurers should be tracking eawtlividual aspect of their respective
organization’s finances. Each treasurer shouldviere of exactly how much money is in their
organization’s account at all times, and have tadiseach transaction that has taken place. In
addition, all treasurers should be aware of alld8hi Government Association monetary
policies, as well as ensure that their organizagioides by them.

D. Follow All Stipulations and Policies

Attached to every budget allocation will be at teame stipulation. It is the organization’s
responsibility to abide byany and all stipulations that the Budget Committee attaches to



individual allocations, as well as all policies lmgd in this handbook. If it is determined that an
organization is violating these restrictions, theti# be penalties enforced by both the Student
Government Association and the Office of Studengdfgement and Multicultural Affairs
(OSEMA), previously the OSEMA office.

E. Attend Leadership Sessions

Each year, there will be a minimum of four leadgrsdessions offered by the VP of Business &
Finance to student organizations. These four sessull be broken up into two types, “Funding
101" and “The Spring Budget Process”. “Funding 1@4lf be offered at least once a semester,
and will be focused around providing organizatiam a wealth of detail surrounding the
budget process. Topics to be discussed will inchale to submit a budget proposal, common
policies to be aware of, and the Allocation Handboo

“Spring Budget Process” ismmandatory leadership session fatl student organization
presidents and treasurers who plan on submittimgdget proposal during the Spring Budget
Process. There will be at least two sessions affdtging second semester each year, and
attendance will be taken at each session. A Sfgudget Proposakill not be accepteduntil
each required officer has attended at least orseases



Section II: Services Available to Student Organizabns

It is the aim of the SGA to be a resource to altlshts and student organizations. The members
that compose the SGA want to hear your opinionsvétidbe glad to address your concerns.

The following resources are available to all studenganizations, including their officers and
advisors. It is highly recommended that these medasmmunication be used frequently by all.
It is only through communication and organizatibattthe SGA can serve as a resource.

A. Website

The SGA website is home to an array of useful mfation, including the budget proposal
information referenced in this handbook. Pleasi wig/w.ithaca.edu/sgato keep up with SGA
happenings. Detailed profiles of each SGA memberaamilable for viewing, as well as any
news that each wishes to share. This is a veryab&duresource that provides easy access to
email addresses, important documents, office honesys updates, and links to relevant
information.

B. Office Hours And Office Phone

The SGA office is located in the Student Activiti€enter (SAC), on the third floor of the
Campus Center. | will be in my office a minimumehours every week, during which | will be
available to answer any questions that you may.Haamn also available outside of office hours
by appointment when needed. My office hours fergpring semester are:

Tuesday: 9:00-10:30

Wednesday: 9:00-10:00, 1:00-2:00

Thursday: 9:00-10:30

Friday: 9:00-10:00, 1:00-2:00
These office hours are posted on the SGA websitevah remain consistent throughout the
semester. In the rare event that these hours wedthnge, | will post a notification on the door
to my office.

Our office phone number is 607-274-3085. If you@aking outside of office hours, please leave
a message with your name, and date and | will gek o you as soon as | can.

C. Emalil
Please feel free to contact mesgbbusiness@ithaca.edwith any questions or concerns that

you may have. This email address remains unchafngedyear to year, and | will make every
effort to respond to you in a timely manner.

D. Student Organization List-Serve

All presidents and treasures are required to haee tespective email addresses on file with the
OSEMA, and | will use this information to maintaan updated Student Organization list-serve.
This list-serve will help me to keep all organipat informed regarding important news and
information.



E. Office of Student Engagement and Multicultural Affars (OSEMA)

Every student organization treasurer must maintd@tailed records of their respective
organization’s financial records. These recorddumhe but are not limited to: a list of all
transactions, all funding requested from the Budgetmittee, all funding allocated by the
Budget Committee, and a running account balancéhdnevent that assistance is needed, the
OSEMA staff is able to provide resources and infatron to assist organization treasures. That
being said, it isot the responsibility for the OSEMA staff to provitteasurers with balance and
account reports.

- Note: As of Fall 2009, the Center For Student Lesluip and Involvement (CSLI) is now

the Office of Student Engagement and Multicultutihirs (OSEMA)

F. Student Activities Center (SAC)

The SAC, located on the third floor of the Campwnt@r, provides many additional resources
for all student organizations. In addition to hmgsithe SGA office, many craft supplies are
available for use during normal business hourss&hsipplies are available free of charge to
registered student organizations and contain i®mh as scissors, markers, glue, paper, pencils,
and a number of other materials.

G. Photocopy Subsidy

Student Government Associatidoes notsubsidize photocopies for any student organizatfon
an organization wishes to utilize the Copy Cardailable from the Student Leadership
Consultant (SLC) on duty in the SAC, all photocagharges will be billed to the respective
organization’s account.



Section Ill: 2009-2010 Student Government Associan Business & Finance Calendar

This is a tentative schedule for the 2009-2010 exwacl year. Additional reminders of these
dates will be sent out via email, but be aware that the responsibility of all student
organizations to be aware of these dates and plaardingly, as well as be aware of any
changes that may occur to the following list.

-Note: All Dates Are Subject To Change-
September Through October (Preliminary Informational Sessions)

Wednesday September 16, 2009 — The Budget Commiilereconvene
Thursday October 1, 2009 — Funding 101 LeaderseégsiSn — 7:00 P.M.
Location: CNS 112

Thursday October 8, 2009 — Funding 101 LeaderségsiSn — 7:00 P.M.
Location: CNS 112

Tuesday October 27 — Funding For Adviser’s LeadprSkssion — 12:00 A. M.
Location: Clark Lounge

November Through February (Second Semester Budgetétess)

Monday November 16, 2009 — Second Semester Budgees$s begins.

December 7, 2009 — All operational budget propofaidhe Second Semester Budget
Process must be submitted. Any second semesteatmpel proposals submitted past
this date will not be heard.

Monday December 13 through Monday January 25, 20@9 meeting times will be
assigned to organizations accepted into the SeSentkster Budget Process.

Saturday January 30 and Sunday January 31, 20h@ Budget Committee will meet
with all organizations accepted into the Second &sten Budget Process.

Thursday February 4, 2010 - All budget allocatiaiis be announced via email.

Monday February 8, 2010 All requests for appeals regarding allocationstiie 2009-
2010 academic year must be sent to the Student Bemgident via email at
sgapresident@ithaca.edu

Tuesday February 9, 2010 - All budget appeals valheard by the SGA Senate at 8:15
P.M. in the Taughannock Falls meeting room, locatedhe third floor of the Campus
Center.

March Through April (Spring Budget Process)

*Tuesday March 2, 2010 — Spring Budget Process ésship Session
Location: TBA

*Thursday March 12, 2010 — Spring Budget Procesgleeship Session
Location: TBA

Monday March 29, 2010 — Spring Budget Process seing



Monday April 5, 2010 by 6 P.M. — All budget proptsstor the 2010-2011 academic year
must be in. Any budget proposals for the 2010-26&hool year submitted past this
deadline will not be heard until fall 2009.

Wednesday April 7, 2010 — All meeting times will &gsigned to organizations accepted
into the Spring Budget Process.

Saturday April 10; Sunday April 11; Monday April 12010 — The Budget Committee
will meet with all organizations accepted into 8ring Budget Process.

Thursday April 15, 2010 — All budget allocationdlvee announced via email.

Monday April 19, 2016 All requests for appeals regarding allocationstie 2009-2010
academic year must be sent to the Student Body idergs via email at
sgapresident@ithaca.edu

Tuesday April 20, 2010 - All budget appeals will lheard by the SGA Senate at 8:15
P.M. in the Taughannock Falls meeting room, locatedhe third floor of the Campus
Center.

* Denotes Mandatory Attendance All student organization Presidents and
Treasurers who are planning on submitting a SpBuoglget Proposal will be
required to attend at leasbne of the two offered Spring Budget Process
Leadership Sessions.



Section IV: Determine If Your Organization Is Regidered
In order for a student organization to submit agaigroposal and be given a meeting time with
the Budget Committee, it must be registered with @SEMA. Any organization which is not
registered with the OSEMA isot eligible to request funds from the Budget Comrmsitte

H. Registered Student Organizations

To determine if your organization is registeredgsle visitvww.ithaca.edu/iclink, which is the
location of every student organization on campus.

Click on “Organizations” tab at the top in orderlie directed to the database of all registered
organizations. Locate your respective organizaitothe list and observe the “Category” class,
directly to the right of the name (circled in reeldw). For example, this is a screen shot of the
Nutrition Club, which is a registered “Wellness anealth” Organization:

Ithaca College Network {IC MNet)

IC Met iz both a student organization and a new initiative geared toward

breaking down the creative barriers that exist between students at 4. Organization Profile
thaca Colege. Wait.. what does that even mean?? IC Met wants students
from Park to work wwith students fram Dilingham. IC Net wants artists
from H+3 to be able to promoate their artweork and desian. IC ket wants Current Members: S
you to weork weith wour peers to produce incredible crestive products! To

create these connections that will lead to collabora. ..

| Upcorming Event=: 0

Ithaca College Nutrition Club {MNutrition
Club}

The thaca College Mutrition Club raizses awareness about the importance
of eating heathfully and works to promate healthy esting options amaong %, Organization Profile
the campus community.

W=| Upzoming Ewvents: 0

3 Current Mambers: 12

All organizations registered with OSEMA have a gaty class which lies in the following list:

Academic - Leadership

College Service - Political/Social Issues
Community Service - Spiritual
Cultural/Multi-Cultural - Technology
Entertainment/Media - Umbrella

Greek - Visual/Performing Arts
Honor - Wellness & Fitness

By clicking on the organization’s name, you will beected to the full organizational profile.
When viewing this page, please also note the comémrmation listed for your organization.
All organizations are required to keep up-to-datetact information on file with the OSEMA. If
you notice a discrepancy, have a change to repoare unable to locate your organization in the
directory, please contact the OSEMA.
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. Unreqgistered Student Organizations

If your organization has a category which doesapgear in the above list, the SGA wilbht be
able to fund your organization. If you have any sijioms or concerns regarding this policy,
please contact the OSEMA or myself.
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Section V: Types of Budget Proposals

Any organization which is registered with the OSENBS outlined in Section VI, Sub-Section

A, Paragraph 1) is eligible to receive funds thalt tinder the three categories of Operating
Funds, Programming Funds, and Travel Funésr your convenience, Excel spreadsheet
templates of each funding type can be found inBheiness & Finance section of the SGA
website athttp://ithaca.edu/sga/business.php The process of obtaining and submitting all
necessary documents will be detailed in the follmvisection (Section VI, Sub-Section A,

Paragraph I). The three different types of fundeguests are outlined as follows:

A. Operational Funding Proposals

Operational funding proposals include any expenbdes an organization will incur when
operating on a regular schedule. These expensgsneiade items such as food for meetings,
office supplies (when applicable), flyers, postats. Any funds which the Budget Committee
determines as unique to a specific event, suclasalige, hotel rooms, decorations, etc. will not
be funded and must be requested separately asfaaprogramming or travel proposal.

Operational Funding requests may only be submdted semester basis, and no two operational
budget proposals may be made within the same semdfstdue to special circumstances, an
organization needs to submit an operational prdpesag a blanket system, approvable must be
sought from the Budget Committee beforehand. Thezeonly a select number of organizations
that are able to submit operational budgets forethtee academic year, and permission must be
attained before the proposal is accepted. Dubdcspecial nature of such proposals, they will
undergo thorough examination by the Budget Committiemay be necessary to have multiple
meetings with the Budget Committee in order to wsscpolicies, what specific funds will be
used for, and funding alternatives before an atlonacan be made.

Operational budget proposals may either be subangtegularly, or in conjunction with either
one programming budget proposal or one travel biuglggosal.

B. Programming and Fundraising Funding Proposals

All programming and all fundraising proposals slibbke submitted on the same form, titled
“Programming and Fundraising Spreadsheet”. Howdteoughout this guide, they will both be
included under the “Programming” heading. For atents and purposes, “Programming” is
interchangeable with “Fundraising”. For more detabarding fundraising, please refer to
Section VII, Sub-Section Z, Paragraphs I, Il, aihd |

Programming requests include any event that annarggon would like to host, sponsor, or
organize. An organizatiocannot use existing operational funds to support progrargravents,
and therefore must submit a separate proposalré@mrgmming funds. Any outside funding (not
provided by the SGA) to be used towards the progreng event must be included within the
new budget proposal in the indicated area on tligdispreadsheet.

12



V1.

VII.

Programming budget proposals must be as detaileghoasible in order for the Budget
Committee to understand exactly what any alloc&teds will be used for. Please usgecific
amounts, not estimatesAlso, always include specific item details as veallplaces of purchase
when they are known. It is the up to the discretibthe Vice President of Business & Finance
to determine if a proposal is detailed enough tplaeed on the Budget Committee’s agenda.
the event that a proposal is deemed vague or unclea proposal resubmission will be
requested before it is accepted.

It is SGA policy that after the respected programgnevent has ended, any and all leftover
allocated funds must be returned to the SGA accadlhis policy is in place in order to make

funds available to as many student organizationmasible. For more information regarding the
procedure of returning funds, please refer to $actil, Sub-Section F, Paragraph I.

The Budget Committee also urges all organizationthink very far in advance when planning
an event. The SGA budget system in place at Itkadiege grants funding on a first come, first
serve basis. Due to the substantial number of texgid student organizations, it is difficult to
predict how many budget proposals the Budget Cotaenivill hear each week. Although the
committee has the experience and knowledge toa#omoney according to set policies, it is
dealing with a limited amount of money to fund betigthat have historically increased from
year to year. Keep in mind, however, that the allion decision is ultimately up to the
discretion of the Budget Committee, and early btidgebmissions only guarantee the
availability of funds, not the allocation. That bgisaid, the amount of preparation that goes into
allocation requests, as well as the level of plagnwill be greatly taken into consideration by
the Budget Committee.

It is important to note that no two programming ding requests from the same organization
may be submitted for review for the same Budget @dtee meeting. The only case where
multiple budget requests may be submitted is ibaganization has an operational budget and a
programming budget, or an operational budget artdael budget. A single programming
budget must also only include one programming evemy programming budget submitted with
items reflecting more than one programming evelithvei excluded from the allocation process.
In the event that funds are allocated to both araipnal budget and a programming or travel
budget at the same meeting, any stipulations ofoyap that the committee applies to an
individual budget must be followed. Even thoughmds for multiple budgets have been
allocated, they must be used according to the iddal stipulations as decided upon by the
committee. The Budget Committee looks at each mgseparately, and as such the resulting
funds must be utilized separately by the orgarorati

During the Spring Budget Process (detailed in ®actV, Sub-Section G, Paragraph 1) all
qualified student organizations will be able to mitbprogramming budget proposals for the
coming academic year.

C. Travel Funding Proposals

When an organization is traveling to an event, emrice, or other sanctioned activity, SGA
funds may be used to pay for expenses that occur. Thesens@gpemay include food, hotel

13



rooms, car or van rentals, etc. Travel budgets rulisw the same guidelines as programming
budgets, as outlined above. The main differencevdmt programming and travel budget
proposals is the act of traveling off of the Ith&allege campus. Note that programming events
held off-campus, such as a venue rental, shouldbstisubmitted as a programming budget
proposal. A travel budget may be submitted at #mestime as an operational budget; however a
programming budget and a travel budget may noubengted at the same time.

All travel plansmust be brought to the attention of the Assistant Doech the Center for
Student Leadership & Involvement before the Budgemmittee will be able to meet with the
organization. This is to ensure that the orgarozaill be granted travel permission, and that all
travel arrangements lie within the boundaries lohdta College Travel Policy.

Yielding the allocation of any travel funds, thedgiet Committee may require the organization
to make a presentation at a future committee nggetipon a successful return from the event.
This presentation must be done in a professionanera and detail every aspect of the event.
This presentation is to provide the Budget Committéth evidence that all allocated funds were
put to productive and educational use. It is SGAcgahat funds only be allocated to travel

events which will benefit not just the entire orgation, but the entire Ithaca College

community. This presentation must convey to thegg@adCommittee what was learned, and how
that information will be communicated to outsidad&nts. The length of this presentation will

be decided based on the length of the travel peaod all necessary information will be

provided in the allocation email, which will be senut the evening of the Budget Committee
meeting.

The SGA aims to support only those travel eventiglvhoth benefit Ithaca College as a whole,
as well as further each respective organization'ssion. The educational value of all travel
events must be effectively conveyed to the BudgemRittee, especially in travel events
revolving around or directly associated with prategs Only those organizations that have a
mission focused around the act of protesting valicbnsidered for such funds.

Due to the expense of travel, there is a non-nagatitravel allocation cap in the amount of
$2,500 per year. Although a student organizatidrasel proposals may exceed $2,500, there
will be no travel allocation that surpasses tmstli An organization may submit multiple travel
event proposals; however it is SGA policy that¢henulative allocations for the entire academic
year cannot surpass $2,500. Please also be awatrarili students not currently enrolled at
Ithaca College or any students who are not cugrendmbers of the respective organization will
not receive SGA funding to cover their travel co3tse SGA will also not cover the expenses of
any advisors to attend a travel event.

14



Section VI: The Budget Process

If your organization is eligible to receive fundifiggm the Budget Committee (as detailed in
Section Il, Sub-Section A, Paragraph 1), the cortesitill be glad to meet with you or another
representative of your organization and hear yauget proposal. The following sections will

display the budget process in detail. In Sectiol ® this handbook, examples can be found in
order to further aid in successfully submittinguaiget proposal.

In addition, any and all funding requests must beompanied by the Fund Request Form
document. Please use as much detail as possibla filheg out this form, as well as all
additional required documents. Officers who areuestjng funds must fill out and submit the
proper budget request documents in order to sceedmieeting with the Budget Committee.

A. Form Location

In order to obtain the required forms used in t
budget process, visit the Business & Fina Downloads
section of the SGA website at
http://ithaca.edu/sga/business.php This page is
maintained and updated the Vice President
Business & Finance, and contains all t
documents you will need, including this handbog
On the right hand side of the page, you will find EEsE RIS e ==y gt £y
“Downloads” section, which is shown to the rig
(the actual version on the website may va

slightly):

Important Documents

Student Organization Budget Forms:

Dperational Budget Spreadsheet v=.0 (xls)

The list of downloadable items is composed of t
following seven core documents:
- Fund Request Form
- Operational Budget Spreadsheet
- Programming and Fundraising Budg@ssmestii e iaitatins

SpreadSheet z2oog-zoio Allocation Handbook v 2.8
- Travel Budget Spreadsheet R s
- Allocation Handbook
. Standardized Prices And Locations Btandardized Prices and Locations v2.0

. Funding 101 PowerPoint Presentation (-pdf)

zoog-zoio Funding 101 PowerPoint (.ppt)
At various times throughout the vyear, the
documents are updated and revised. In order to |
most up-to-date with all available materials, pé&e
check the list often and note the version numb Sk ARt
attached to the document headings. The version
all existing documents can be checked in the up
right-hand corner when the document is open.
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B. Fund Request Form

The Fund Request Form is required to be submitiddevery budget proposal. Please complete
the Fund Request Form as thoroughly as possibkd,sabmit a digital copy with all other
required documentsThis form is available as an Excel XLS file, anohtains a number of
locked cells in order to minimize error when contipig the required fields.

Please take advantage of the spaces provided én twrdnhclude all relevant details regarding the
requested information. If you have trouble utilzithe form functionality, or are unable to see
the forms, please notify the Vice President of Bass & Finance.

C. Completing and Submitting a Budget Proposall

Using the descriptions of each budget type foun8ention V, download the templates that your
respective organization requires. Remember thatvweoprogramming budget proposals can be
submitted at one time, a programming budget prdpmsa a travel budget proposal cannot be
submitted at the same time, and only one travefjbugroposal may be submitted per year.

Fill the templates out as thoroughly as possibs#ngithe examples provided in Section VIII of
this handbook as an additional guide.

When preparlng all documents, please follow thesensple guidelines:
Be as detailed and complete as possible
Do not include cents. The Budget Committee doeslhatate in cents. Please round
all amounts to the nearest dollar.
Delete all empty rows. When using the templatedaa online, there is ample
room to include a wide variety of items. Not aljanizations will take advantage of
this space though, so please delete what is noghsed
Make sure all numbers add up. There are variousttas built into each template,
however some formulas may need to be adapted tmattor unique situations. The
Budget Committesvill neverallocate over any proposed amount for a spec#im jt
regardless of the situationPlease double check all grand totals and subtotals
Ensure all sections are complete. If any infornratgbabsent or incomplete, it cannot
be added after submission or during the Budget Citteermeeting. The committee
will only allocate based on items and amounts &énatpresent when the proposal is
submitted.
Do not hand in a paper copy of your budget prop@ddabudget proposals must be
received by email.

When both the Fund Request Form and any accomppaspieadsheets are fully prepared, email
them all as attachments ggabusiness@ithaca.edwith the subject title:

“[Your Organization] — [Proposal Type] Budget Proposal”
For example, if your organization was the Movie I§;land you were submitting an operational
budget proposal, your subject would be “Movie CluBperational Budget Proposal”.

16



V1.

VII.

VIII.

As previously mentioned, budget proposals must beletailed as possible in order for the
Budget Committee to understand exactly what amycated funds will be used for. Pleasse
specific amounts, not estimatesAlso, always include specific item details as vadIplaces of
purchase when they are known. It is up to the digmm of the Vice President of Business &
Finance to determine if a proposal is detailed ghow be placed on the Budget Committee’s
agenda. In the event that a proposal is deemedevagunclear, a proposal resubmission will be
requested before it is accepted.

All budget proposals must also be approved by ttheisar of each organization. Advisor
approvals must be sent in the form of an emaihéMice President of Business & Finance from
the advisor’s personal email accousill. documents of approval must be submitted no late
than 6:00 P.M. the Monday prior to the current weeks Budget Committeemeetingin order
for the organization to be assigned a meeting time.

After all required documents have been submittée, process of reviewing each budget
proposal will begin. Upon deeming a proposal conepléhe organization will be assigned a
meeting time by email. These emails will be serttbhe Monday evening prior to the Budget
Committee meeting which the organization is to bsigned to. If there is an issue with the
budget proposal, a resubmission will be requestfdreé a meeting time is assigned. Please
understand that any submitted documents otherttiese provided on the SGA website will not
be accepted or looked at, and a meeting with thdgBuCommittee will not be given until all
proper documents are submitted and completed aetyra

Budget Committee meetings are helkery Wednesday evening starting at 8:15 P.Min the
Six Mile Creek meeting room, located on the fitebf of the Campus Center, right next to the
Recreation Center. All budget requests must bepaedeno later than 6:00 P.M. the Monday
prior to the current week’s Budget Committee megtiiny proposals accepted later than this
date will be assigned a meeting for the followingek. There are no exceptions to this policy, so
please submit all budget proposals as soon ashp@ssi

Meeting times are given on a first come, first sebasis, with earlier meeting times given out
first. The committee will be unable to see morentth@ organizations each meeting. In the event
that over 10 organizations submitted proposalsafogiven meeting, the first 10 are given
priority. Any organization after the first 10 wibbe given a meeting time for the following
Wednesday. In addition, if any meeting time given donsidered inopportune by the
organization, a new time during the following weelcommittee meeting may be the only
available option.

Please be aware that all budget proposals must begeived a minimum of three weeks
prior to an event. If a budget proposal is submitted less than thwveeks before an event, the
Budget Committee will not hear the proposal. Tho$igy is to promote increased planning and
organization within all organizations. There iscaks two week layover period between which
funds successfully allocated by the Budget Commitiee made available in the accounts of
respected organizations. The three week early sgom policy is to ensure that all allocated
funds will be available by the time of an event.
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D. Attending a Budget Committee Meeting

When attending a Budget Committee meeting, younotheer member of your organization will
sit before the committee, which is composed okast five voting members and chaired by the
Vice President of Business & Finance. It is yowpansibility to thoroughly present information
about your organization and all items that yourarpiesting funding for. The more information
that you present to the committee, the more ressune will have when allocating funds to your
organization. After your presentation, the comreittell then ask any questions that it feels
relevant to your proposal. Please answer thesetiguesto the best of your ability. Typical
guestions run along the lines of:
- All past and present fundraising activities

The number of active members in the organization

Past budget proposals

Any funds obtained outside of the SGA

Attendance records at all previous events

Any past allocations to your organization by thelget Committee

How this event will benefit the organization

If this event will benefit the Ithaca College Conmmity
Please be prepared to answer these questions, rafeistand that these questions are only
examples, and may or may not be asked.

Following the presentation, the Budget Committel vate on the allocation amount and each
organization will be notified of the result theltaling evening via email. Allocation emails will
include the amount your organization requestedatheunt your organization was allocated, any
stipulations on the allocated amount, and the mate for the committee’s allocation amount.
The rationale will provide your organization witkaetly what was removed from the proposal,
and why it was removed. If it is deemed to be ha)g modified version of the budget proposal
spreadsheet will be included in the allocation énvahnich will detail exactly what aspects we
modified and the rationale behind these changesenthe committee removes an item due to
policy that must be followed, this handbook will eferenced with a section and subsection
number. If your particular organization feels titavas allocated an unjust amount, an appeals
process may be initiated.

E. Utilizing Organizational Funding

When an organization receives an allocation fromm3IGA, there are two main methods which
this funding can be utilized. Firstly, a credit dacan be taken out from the OSEMA.
Additionally, personal funds can be used, and leggnbursed through a reimbursement request.
In order to access both forms, vigitvw.ithaca.edu/iclinka useful resource for every registered
organization on campus. Click on the “Organizaftmmms” tab at the top in order to be directed
to the database of all forms available to orgaionat

In order to apply for a credit card, find the hemgfithaca College Credit Cards” and click on
the applicable form. This form is completely digitand when completed will be forwarded to
the OSEMA. Please observe the following informat@iso available on ICLink:
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VII.

“Student organizations may use an Ithaca Collegditrcard to make purchases with local
vendors. VISA cards are available on a first coffirat serve basis. Due to the limited
number of credit cards, a card might not be avbilaim the specific day your organization
would like to use it. Although we will do everytlgirwe can to provide a card for the date
you have requested, please plan ahead.”

When utilizing a credit card, it is important totadhat all expenses must be tax exempt, and all
receipts must included when returning the credit.cihese receipts must be itemized, and are
used by OSEMA to verify all expenses. The Ithacdlgge Tax Exempt number can be found
on all imprinted on all credit cards. Additionallihe OSEMA has tax exempt certificates
available which contain all necessary informatidhese certificates can be presented to store
cashiers to ensure all purchases are tax exempt.

The OSEMA encourages all organizations to utiliidit cards for all purchases; however there
may be times which a credit card is unavailable.such instances, organizations may utilize
personal monetary sources in order to fund the ireduexpenses. In these cases, a
reimbursement request may then be submitted, pedvitiat itemized receipts reflecting all
incurred expenses are included with the form.

To access the reimbursement request form, find keading titled “Payments and
Reimbursements” in the aforementioned list. Thismfomust be printed, filled out, and
physically handed into the OSEMA. Once submittddwafive business days for a check to be
issued and mailed to the respective individualagdeobserve the following information, also
available on ICLink:
“Many vendors, performers, and venues require paynmethe form of an official, printed
check. To request a check for purchases, a donairofor a reimbursement for payments
already made, please download and complete thesdcdon Request Form and submit it to
the Office of Student Engagement and Multicultuhirs.”

As noted in the above description, this form maghiahally be utilized for transaction requests.
This particular method of payment is useful foraioes, bills, or other expenses which may be
paid with a check.

If any questions or concerns regarding the prooéssccessing organizational funding, please
visit or email the OSEMA.

F. The Appeals Process

In the event that an organization wishes to disfhegeamount of funding allocated by the Budget
Committee, an appeals process may be initiatedrder to appeal an allocation, an email must
be sent to the Student Body Presidentsghpresident@ithaca.edmith the subject “Your
Organization’ — Appeal Request”. This email shod&tail the organization’s original budget,
any funds allocated by the Budget Committee, aedotksis for the appedlll appeal requests
must be sent within 3 days of the allocation in orer to be accepted.
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Upon reviewing the appeal proposal, the StudentyBamsident will notify the Student Senate
and schedule a presentation time during the nerefaé body Meeting. General body meetings
are held every Tuesday night at 8:15 in the Taugbek Falls meeting room.

When presenting an appeal in front of the Senatake sure to include all relevant details in
order to convey specific information about all resied funding. Be sure to also include any
previously undisclosed information that may furthrdorm the Senate about the proposal.

Following the presentation, the VP of Business &dfice will present the alternate side of the
appeal, and provide a representative summary ofBihdget Committee’s decision. Both
presentations will be followed by discussion witlin@ Senate. If any questions arise that were
not addressed during either presentation, the @agton will be invited to provide the
additional information.

Once the Senate has discussed the appeal anceatians and concerns have been addressed, a
decision will be voted on. If the respective orgation is not present at the time of vote, they
will be notified later in the evening of the findécision.

It is important to note that appeals cannot bepmealed. All appeals stop with the decision
made by the Student Senate. In the event that peahs pushed back to be heard again by the
Budget Committee, it will be due to new amount afgke amount of new information coming
forth, which was unknown at the time the allocatieais made. In this particular case, the second
allocation made by the Budget Committee will efifeslyy stop the appeal process, and the
second allocation cannot be appealed.

G. Returning Unused Funds

In every allocation that the Budget Committee thisrat least one stipulation attached. With
respect to the type of the proposal, please obske/following:
All Operational Budget Allocations:
“All unused funds must be returned to the Studemtggnment Association
account within 30 days of the end of the curreadamic semester.”
All Programming Budget Allocations:
“All unused funds must be returned to the Studemtggnment Association
account within 30 days after the event has ended.”
All Travel Budget Proposals:
“All unused funds must be returned to the Studemtggnment Association
within 30 days after returning from this travel até
All Fundraising Budget Proposals:
“All funds allocated towards a fundraising eventshioe returned in full to the
Student Government Association within 14 afterefent is held. Any funds
raised in excess of the allocated amount may beviiipin the organization’s
account for organizational use, however the eaficeation must be returned to
the Student Government Association. If the orgdmindails to raise funds in
excess of the allocated amount, all funds raisest el returned to the Student
Government Association.”
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VII.

It is the organization’s responsibility to complyithvevery stipulation stated in the allocation
email, and the above are no exceptions. In ordensare the return of all unused funds, it is the
responsibility of all organization treasurers tejpeand submit a detailed record of individual
transactions associated with the allocated evantrdler to aid this recording process, please
utilize the “Financial Statement”, which is inclubevith every allocation email. When an
expenditure related to the allocation is incurriédnust be recorded on this transaction list.
Every single individual transaction must be recdrdand each specified field within the
template must be completed. Within the allottedetiperiod after the event is held or semester
ends, the transaction list must be sent to the \Rcesident of Business & Finance at
sgabusiness@ithaca.edupon review, if any aspect of the transaction iss deemed to be
incomplete, it will be sent back and an additionalays will be allotted for proper completion.

The unused funding return policy is in place to crate a sustainable environment between
student organizations and the SGA, and is a crucialement of the SGA’s efforts to create
the most fair and balanced budgetary practicesBy returning all unused funds to the SGA,
organizations are helping to make additional fugdavailable to other student organizations,
and to make increased funding opportunities avisl#itat would otherwise not be accessible.
Choosing not to abide by this policy will negatiyelffect all organizations.

Once the Financial Statement is received, eaclsaction will be cross-referenced with all items
enclosed on the original budget request, all résep file with the OSEMA office, as well as
any stipulations attached to the allocation. If amauthorized transactions are found, the
organization will be notified and held accountabf@nce the submitted number is proved to be
accurate, it will be removed the organization’sact and transferred back into the SGA fund.

If an organization’s total expenses surpass tha #dlocation received, the organizationust
find alternative means, outside of the SGA, to nede the account. Until additional funds are
transferred into the account, the organizatiomislept to the OSEMA. Additionally, the SGA
will take all outstanding debts into account wheaing future budget proposals.

If an organization fails to submit the transactilist within the allotted time period, an
appropriate penalty will be issued. The severitguéh a penalty will be up to the discretion of
the Budget Committee, and respective organizatoh$e notified by email.

a) Operational, Programming, and Travel Financialetesnts

The Financial Statement for operational, prograngmend travel activities works by
subtracting all expenses incurred from the totkdcakion received. In order to aid this
process and make it as easy as possible to compietestatement received will have
numerous fields already completed. For instanae;Tiotal Allocation” field will already

be completed, and all inputted expenses will autmady be subtracted from the
allocation, and computed into the “Total To Be Read” field. When all expenses are
entered, this field will reflect the organizatior@srrect account balance, and thus convey
to the proper amount to be returned.
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b) Fundraising Financial Statements

With regards to returning funds allocated for fuaising events, the Financial Statement
will be appropriately modified and contain an agtsial “Fundraised Amount” field. This
field should be utilized to enter all revenues ectéd at the event. The “Total To Be
Returned” field automatically takes the fundraisathount into consideration when
computing the total reported amount to be returifetie fundraised amount is in excess
of the total allocation, the “Total To Be Returnefiéld will only reflect the total
allocation. If the total fundraised amount is foundoe less than the total allocation, the
“Total To Be Returned Field” will calculate the @ige based on the following equation:
(Total Allocation - Total Expenses) + Fundraiseddmt

This equation insures that only the available badan the organization’s account, which
is less than the total allocation, will be reportedhe SGA. An organization will never
be in debt if the allocation cannot be returneddrentirety, however, the available
balance associated with the allocation must benetl

H. Second Semester Budget Process

The Second Semester Budget Process exists to fjigeganizations the opportunity to receive
second semester operational funds at the stalteo$écond semester. The SGA budget process
allocates operational funding on a semester basid, thus all funds allocated for the first
semestemust be returned before the beginning of the secondestan This unused funding
return policy is a crucial element of the Studeov&nment Association’s efforts to create the
most fair and balanced budgetary practices, amtksggned to promote increased planning and
financial awareness within all organizations.

All organizations interested in participating in the@®@® Semester Budget Proceswl that
were allocated first semester operational fundimgst submit the Financial Statement to the
SGA. Participation in the Second Semester Budgeicd3s will not be allowed without
submission of this document.

The Second Semester Budget Process is desigmigdfor organizations seeking operational
funding for second semester, and any programmirtigagel proposals will continue to be heard
during normal Budget Committee meeting times.

In order to participate in the Second Semester BuBgocess, all required forms must be filled
out, submitted, and accepted by the deadline mefeck in Section 1l (2009-2010 Student
Government Association Business & Finance Calendany operational budget proposals
submitted past this deadlingill not be heard. The Budget Committee will meet with all
organizations participating in the Spring Budgebd@ss during a series of specially set aside
days.

All budget allocations will be sent to organizasovia email after the entire Second Semester

Budget Process has taken place. If your organizdBels that your allocation was unjust, an
appeals process may be initiated. The process &ing an appeals request is outlined in Sub-
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Section F above, and all appeal requests must be teethe Student Body President at
sgapresident@ithaca.edlihe deadlines for appeals, as well as all reldetds, can be found in
Section III.

I. Spring Budget Process

Note: If an organization wishes to participate in Sprigdget Process, it must haleth the
president and treasurer in attendanceat one of the two offered Spring Budget Process
Leadership Sessions. During this process, therenargy policies and regulations in place which
are unique to the Spring Budget Process. It is ratpee that all organizations wishing to
participate are aware of each step and all poliddtendance will be taken at each session, and
no organization without both the president andsweer in attendance will be allowed to
participate.

The Spring Budget Process exists to give all studeganizations the opportunity to receive
funding for the 2009-2010 academic year. Any orgation that plans on needing funding for
the following two purposes is eligible to partidipan the Spring Budget Process:

Programming events to be held within the first foveeks of the upcoming academic

year

Operational funds for the first semester of theamping academic year
If a budget request is submitted for an event aauyiafter the first four weeks, the organization
will not be allowed to participate in the Springd®et Process, and must wait until the Budget
Committee reconvenes after the start of the 201d-2@8cademic year to submit a budget
proposal.

In order to participate in the Spring Budget Precedl required forms must be filled out,
submitted, and accepted by the deadline referennedbection Il (2009-2010 Student
Government Association Business & Finance Calendary budget proposals submitted past
this deadline will not be heard until fall 2010. eTtBudget Committee will meet with all
organizations participating in the Spring Budgebd@ss during a series of specially set aside
days.

All budget allocations will be sent to organizasomia email after the entire Spring Budget
Process has taken place. If your organization feéels your allocation was unjust, an appeals
process may be initiated. The process for makingpgeals request is outlined in Sub-Section F
above, and all appeal requests must be sent to Shelent Body President at
sgapresident@ithaca.edline deadlines for appeals, as well as all reldetds, can be found in
Section .
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Section VII: Funding Regulations and Policies

Organizations that receive funding from the SGA ezquired to abide by all the policies

outlined below. If any organization fails to do sbe Budget Committee, as well as the Vice
President of Business & Finance, has the rightatsicler all infractions when hearing future
budget proposals from that organization. Penaltidde administered when such violations are
observed, and will be examined on an individuaidasll penalties will be up to the discretion

of the Budget Committee, and convicted organizatioill be notified promptly by email.

What The SGA Will Fund: Operational & Programming

A. Food Purchases

A list of common food items and prices can be foumler the “Downloads” section at
http://ithaca.edu/sga/business.phpand is titled “Standardized Prices and Locatiost’LiThese
prices are researched and kept up-to-date by tligduCommittee and include the cheapest
prices available in Ithaca. When funding for foedequested by an organization, this list will be
referenced. If an organization’s food proposal udels a category found within the
“Standardized Prices and Locations”, any fundireg th allocated will be based off the lower of
these two amounts. Note that this list is availabdy as a guide, and exists in order to
standardize the food allocation process. By no mesran organization required to purchase
food from the companies and restaurants referemcéte list, however all referenced amounts
do represent the maximum level of funding that loamllocated per item.

It is also strongly recommended that organizateeek food donations whenever possible. There
are many companies and restaurants around Ithaazh whill donate food for free, or in
exchange for advertising rights.

In addition, please inform yourself with the “Altetives to Catering” policies, which can be
found at http://www.ithaca.edu/sacl/events/docs/AlternativéBoCateri/. The Budget
Committee will strictly enforce these policies andl not fund food expenses that will violate
any of the outlined alternatives.

a) Operational

Food items that will be purchased for the consuomptoy organization members for
internal purposes, such as weekly or monthly mgstimay be covered in full by SGA
funds. It is SGA policy that only food for four ntews per semester will be funded. This
policy may be modified in the case that an orgainafunctions solely around the basis
of food. Under this unique circumstance, proposalsbe dealt with on a case-by-case
basis.

b) Programming

Food that will be purchased for use during programgneventsmay be covered in full
by SGA funds. Food used for programming events rbasan approved Alternative to
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Careering, which is outlined above. Although thexeno specific limit to the amount
which organizations can request for programmingdfoeach item must be clearly
identified within the budget.

For all food requests utilizing the Conference d&hwkents Services, an accurate and
comprehensive quote must be presented to the Bulgmimittee during the meeting.
Due to the methods of pricing that CES employss ihecessary for the committee to
understand exactly what the quote from the departnemtails. Additionally, upon
receiving an allocation for any CES services, tepaitment must be instructed not to
exceed the allocation amount.

B. ltem Purchases: Organizational Use

Items that will be purchased for use within an argation may be covered in full by SGA
funds. Such items include tabling materials, offezgplies, and decorations. These items are
expected to stay within the organization and beestdor future use. SGA funds may only be
used to purchase items that will become a permgvenif the organization’s inventory. There
is also a $100 allocation limit on decorations whgece disposable and will not be used again.

C. Shirt Purchases

The only form of shirt purchases thaiay be covered in full by SGA funds are those for
fundraising purchases. These shirts must be sdidtive intention of a profit, in order to obtain
additional funding for organizational use. For gt information regarding fundraising, please
refer to the Section VII, Sub-Section Z, Paragraphsand III.

What The SGA Will Not Fund: Operational & Programmi ng

D. Membership Fees

All fees associated with membershydl not be covered by SGA funds. Such purchases include
individual membership fees, chapter fees, and meshie dues. If an organization wishes to
incur membership fees, it must find alternative nse@ do so.

E. Item Purchases: Personal Use

Items that will be purchased for individual usél not be covered by SGA funds. Such items
include clothing and awards. Although these itenay tme used for the organization, they will be
kept by individual members and will not benefit thiganization as whole. If an organization
wishes to purchase items for personal use, it fim@lternative means to do so.

F. Non-Specific ltems

Items with no specific associationill not be covered by SGA funds. Such items include
overage charge covers, risk management, or miseellss expenses. These items are not
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specific to one category, and are not guarantepdreses. If an organization wishes to have such
funds for security purposes, it must find altewatineans to do so.

G. Exclusive Events

Events which exclude a specific section of an omgion will not be covered by SGA funds.
Such events include Executive Board retreats oeroglrents that exclude specific members of
the organization. Exclusive events are also evesigh limit the involvement of the outside
campus community. Such events do not allow padtep from a selective group of students
who are not a part of the organization, and dopmotote participation from the entire campus
community. If an organization wishes to hold sunheaent, it must find alternative means to do
so.

H. Summer Events

Events taking place within the summer months (theke&h lie outside the normal academic
year)will not be covered by SGA funds. There are numerous fiabaod safety implications of
such events, and vastly limit the number of indinld who are able to participate. If an
organization wishes to hold such an event, it Miodtalternative means to do so.

. Shirt Purchases

Shirts that will be purchased for use within anasngationwill not be covered by SGA funds.
The only shirt purchases that may be funded by S@#ls are those used for fundraising
purposes, as outlined in Sub-Section C above. $aithases not used for fundraising purposes
will only benefit individual members and will noebefit the organization as a whole. If an
organization wishes to purchase shirts for thespgaes, it must find alternative means to do so.

J. Alcohol Purchases

Alcohol that will be purchased for use at evewili not be covered by SGA funds. Alcohol
purchases include but are not limited to alcohddsglies, complementary alcoholic drinks,
alcohol set-up fees, and staffing fees associatddthe serving of alcohol. The use of alcohol
does not benefit the organization as a whole, antsiderably limits the number of outside
students who may participate in the event. Due hig, tthe SGA will not fund alcohol
expenditures, or any fees associated with the tisécohol. If an organization wishes to serve
alcohol at an event, it must find means of altewediunding to do so.

Additionally, the SGA requires all events whereodlal is being served to advertise alcohol
awareness. In order to inform all participants fed tlangers of alcohol use, it is mandatory to
have the necessary resources available. Some essrapkuitable advertising may be in the
form of posters, flyers, and tabling.
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K. Prizes

Items that will be purchased to be given away leydhganizatiorwill not be covered by SGA
funds. Such items include door prizes and raffleegivays. These items are considered prizes
and will only benefit individuals, not the organime as a whole. If an organization wishes to
purchase prizes, it must find alternative meardotso.

L. Gifts
Items that will be purchased to be given away leydiganization as giftwill not be covered by
SGA funds. Such items include unrequested paymengsiest speakers, general presents, and
giveaways. These items are considered gifts andnailbenefit the organization as a whole. If
an organization wishes to give gifts, it must fadternative means to do so.

M. Equipment Purchases

Due to the availability of various types of equipmhéere at Ithaca College, the purchases of
equipment for internal use within an organizatwiti not be covered by SGA funds. There are
various resources available both online and witkacth department that will provide all
necessary information regarding renting equipmantl as such, it is unnecessary for SGA to
fund internal equipment purchases. If an orgaroraivishes to purchase equipment, it must find
alternative means to do so.

N. Digitally Produced And Copied Media Purchases

Any and all digital media to be recorded, purchaseu/or duplicateavill not be covered by
SGA funds. These items are considered unbenet@itthe organization’s involvement within
the campus community and Ithaca College as a whblan organization wishes to incur
expenses associated with digitally producing andfmpying media, it must find alternative
means to do so

What The SGA Will Fund: Travel

O. Gas Purchases

Gas that will be purchased for use during travelnés or general transportatioray be covered
in full by SGA funds. Gas funding may be requested both vehicles registered to Ithaca
College or personal vehicles. Although there is specific limit to the amount which
organizations can request for gas purchases, stande traveled must be clearly identified
within the budget.

The Budget Committee will calculate all gas allamas$ using the following formula:

(Number of Miles Traveled) * (Current National Gise Average) * (Number of Vehicles)
25 Miles per Gallon
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The current national gasoline average can be fatind
http://www.fuelgaugereport.com/

P. Airline Ticket Purchases

Airline tickets that will be purchased for use dgyitravel eventsnay be covered in full by SGA
funds. In such instances, please have the mogttragéne quote available, as well as detailed
information regarding the prospective itineraryt&lthat if the price of any airline ticket
increases after an allocation has been madetheisrganization’s responsibility to cover the full
amount of the difference.

Q. Hotel Fees

Hotel fees that will be purchased for the use dutravel eventsnay be covered in full by SGA
funds. These fees include but are not limited tielh@om purchases and other fees associated
with the purchase of hotel rooms. It is importanhote that the Budget Committee has access to
all historic data regarding hotel fees from marffedent areas across the nation. Any proposal
for hotel fees will be cross-referenced with tliss$, land a cheaper alternative may be
recommended to the organization.

What The SGA Will Not Fund: Travel

R. Food Purchases

Food that will be purchased for use during trawengswill not be covered by SGA funds. Such
purchases include personal meals and group dibese purchases will only benefit individual
members, not the organization as a whole. If ammmgtion wishes to purchase food, it must
find alternative means to do so.

S. Reagistration Fees

All fees associated with registration for travekrtswill not be covered by SGA funds. Such
purchases include admission or registration feevémts and conferences. These purchases only
benefit individual members, and as such are ngilsd for funding. If an organization wishes to
incur registration fees, it must find alternativeans to do so.

T. Ineligible Travel Participants

Any expenses incurred by students not currentlplid at Ithaca College or any students who
are not currently members of the respective orgdioz will not be eligible to receive SGA
funding to cover their travel costs. The SGA wilB@anot cover the expenses of any advisors to
attend the trip. If such individuals wish to attetid travel event, they must find alternative
means to fund their expenses.
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U. Exclusive Events

Travel events which exclude a specific sectionrobeganizatiormay, in some circumstances,
be coveregartially by SGA funds. Such events include Executive Boatckats or other trips
that necessitate a limited number of travel paréints. In order for such an event to receive
funding from the SGA, the experience obtained niestelatable to another of the organization
who was not present at the time. The knowledgeeglmust be applicable to the mission of the
respective organization, and steps must be takest fh® event in order to convey that
knowledge to all members.

Understand that The SGA aims to support only thoseel events which both benefit Ithaca
College as a whole, as well as further each reseotrganization’s mission. If the members
participating in a travel event are a selectiveugtaheir actions after the event must uphold the

above qualities. The SGwiill not allocate funding foany exclusive travel event which will not
benefit the organization as a whole, or the ItHackege community.

V. Parking Fees

All fees for or associated with parking fegsl not be covered by SGA funds. If an organization
wishes incur such parking expenses, it must fiterative means to do so.

W. Tolls

Toll feeswill not be covered by SGA funds. If an organization wisinesir such toll expenses,
it must find alternative means to do so.

General Policies

X. New Organizations

In an effort to support the formation of new orgaions while minimizing the SGA’s exposure
to risk, there is maximum total allocation of $100€br a new organization'sirst active
semester It is up to the organization’s discretion as towhmuch funding is needed for
operational and programming purposes, however S@Ae unable to allocate any amount in
excess of $1,000 for the first active semestethénfollowing semesters, this restriction will be
removed so long as the organization has provepé¢oate effectively.

When a new organization receives funding for th&t 8emester, it must submit a detailed report
of all operations to the Budget Committee in ortereceive funding for a second semester. If
the committee determines the organization’s effartbe unsuccessful, additional steps will be
taken to insure effective use of funds in the fetur

Y. Retroactive Funding

Retroactive funding is the act of funding any exgeerfoperational, programming, or travel)
which has already been incurred. Retroactive fumdiil not be covered by SGA funds and the
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Budget Committee will not hear any requests forogattive funding. This is not an attempt to
limit organization’s requests, but rather a waghcourage more structured planning.

Z. Retroactive Proposals

Any organization which previously submitted a prsglofor specific itemgsannot resubmit the
same proposal, regardless of the allocation, witb&pressed written consenfrom the Budget
Committee. Such instances may occur if an orgapizalvas allocated funding considered
“unjust” by the organization. In such a situationitiating an appeals request is the proper
procedure, in lieu resubmitting the proposal. Farthfer information regarding the appeals
process, please see Section VI, Sub-Section F.

The only situation in which an organization carulesit a previously proposed proposal in if the
Budget Committee specifically invites to organieatito do so. In most circumstances, this
occurs if the committee deems the proposal too &agd more information is needed before an
allocation can be made.

AA. Contracts

Fees incurred by the signing of a contnaaty be covered in full by SGA funds. However, any
contract which is to be signed must first be brdugtthe attention of the Assistant Director of
the OSEMA. The signing of any contract without tficontacting the Assistant Director is a
direct violation of SGA and Ithaca College polidy. addition, although a contract may be
covered in full by SGA funds, seeking funding afterontract has already been signed is a form
of retroactive funding and SGA will be unable taduthe expense.

BB. Fundraising

Fundraising within all student organizations isagiencouraged, and is a great opportunity to
internally raise funds which may be put towardsesges in the future. In order to support and
promote fundraising events, SGA may temporarilgadte funds to an organization in order to
fund expenses incurred during the fundraising gecdpon allocation of any funds for
fundraising use, it is SGA policy that all allocatieinds must be returnedthin 14 daysafter

the fundraising event has ended. Any profits exicegtihe allocated amount may be kept within
the organization, howevéne original allocation must be returned

If, after the respective fundraising event has bmmnpleted, the total funds raised are less than
the total allocation received, the total fundraisetbunt must be returned to the SGA.

This policy is in place in order to create a susthle environment between student organizations
and the SGA. All expenditures will be temporaribnfled by an SGA interest-free loan. When

the organization receives revenues in the amoutiteofoan, the loan must be paid back. This

returned amount will then be put towards fundinigeotorganizations. Any revenues exceeding
the amount of the loan may be kept within the oizgtion account for internal use.
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It is important to note that the state of New Yoharges a tax rate on all items sold on the Ithaca
College campus. The respective tax rate will bdieggo any deposits made into organization
accounts, and the applicable tax will be deductednfthe full deposit amount. Note the
following tax rates, effective on all sales:

Apparel Sales: 4%

All Other Merchandise: 8%

CC. Co-Sponsorships

Organizations are greatly encouraged to co-spossemts with other student organizations and
academic departments. Co-sponsored events areab\wgag to involve a large portion of the
Ithaca College community, and will attract many engstudents than if only one organization
puts the event on. The Budget Committee greatlggakto account campus involvement when
allocating funds.

In order to submit a budget proposal for a co-spmts event, all involved organizations must
submit a programming budget as a group. Both FuaduBst Form and applicable budget
spreadsheets must contain the names of each oatjanizas well as the contact information of a
member from each organization. In addition, whesspnting the proposal in front of the Budget
Committee, at least one member from each organizatiust be present.

By having representation from each organizatiomived, the Budget Committee is able to have
a greater understanding of the event and will be &bhear the entire proposal at one meeting. It
is very important to differentiate between how eacpanization will be contributing to the
event. The Budget Committee will not be allocatihg funds to just one organization; all
organizations involved will receive a separateatmn. The role of each organization must be
clearly defined and specific items must be assigmdng them.
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Section VIII: Form Examples

The following section will provide examples of tWictional student organizations. The Football
Club has submitted an operational budget propadath includes all items that the club needs
to operate for the semester. This proposal waseplppubmitted and is composed of:

Fund Request Form

Operating Budget Spreadsheet

The Movie Club has submitted a programming budggp@sal. This budget proposal includes
all items that the movie club needs to put onritsteal Campus Movie Night event. The proposal
was properly submitted and is composed of:

Fund Request Form

Programming Budget Spreadsheet
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SEA

STUDENT GOVERNMENT ASSOCIATION

Organization Name: [Movie Club

Type Of Budget Proposal (Operational/Programming/Tavel):  [Programming

Contact Information (Name And Email):

-President: [James Lee - jleel @ithaca.edu

-Treasurer: [Adam Davis - adavis1@ithaca.edu

-Adviser:  [Susan Harris - sharris@ithaca.edu

-Adviser's Approval Submitted (Yes/No):  [Yes

Organization Information:
-Total Members (On Listserv):

-Active Members (Average Attendance At Meetings)
-Expected Members At Event (Only If Programming): 200 |

All Prior Funds Allocated By The SGA:

-2009:  [$220 (Operational)

-2008:  [$600 (Programming)

-2007:  [$600 (Programming)

Additional Funds Secured By Sources Outside The SG@nclude All Pendir

1 [$600 (Park School of Communications) - Pending

2|

3 |

On The Following Page, Please Utilize The Spacesaable To Provide Additional
Information Regarding This Budget Proposal
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A Detailed Description Of This Proposal, And How Aly Allocated Funds Will Be Used:

The Movie Club would like to request $603 in orteput on our annual Campus Movie Night
event. The Movie Club meets once a month to watchdiscuss new movies.

The Movie Club needs to purchase the rights tcaimaliJones in order to show it in IC Square. 1
Movie Club also wishes to purchase food from thef€@nce and Event Services in order to
provide students with food to eat while watching thovie

How These Funds Will Benefit The Organization And Erther Its Mission:

Obtaining these funds will allow the Movie Clubgat on its annul Campus Movie Night
event. The Movie Club strives to deliver new moueshe Ithaca College community, and this
event is one of the main ways that we accompliahdbal. This event would not be possible
without funds given by the SGA Budget Committee.

All Fundraising Activities Completed This Year, Or Planned For The Current Semester:

The Movie Club plans to charge admission of $1riaeoto fundraise for this event. By charging
small admission fee, the Movie Club will be able¢turn a significant amount of funds to the
Student Government Association.

A Description of All Anticipated Revenues for the irrent Semester:

Our organization does not predict any additionaénelies this semester, aside from the fundrais
at Campus Movie Night.
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A B c D E F
1 .
5 Operational Budget Proposal
3 Organization: |IC Football Club
4 Semester (Fall/'Spring): |Fal
5
6
7 | Item# Item Name Purchase Location Quantity Of Item Amount (Per Item) Amount (Total)
8 1 Scorecards www footballstuff com 50 5 100]5 50.00
g 2 Playbooks www footballstuff com 50 5 2005 100.00
10 3 Footballs www footballshuff com 10 5 1000 (5 100.00
11 4 Advertising: Flyers WordPro com 50 5 00415 2.00
12 5 Advertising: Posters WordPro com 25 5 0385 10.00
13
14 Grand Total 5 262.00

15

16 |Please email Brian Keefe, VP of Business & Finance, at

17 |sgabusiness@ithaca.edu with any questions or concerns.
18 |Additionally, vou may stop by the 3GA Office on the third
19 |floor of the Campus Center, or call at 607-274-3085.

20

STUDENT GOVERNMENT ASSOCIATION
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Organization Name:
Type Of Budget Pro

Contact Information

SEA

STUDENT GOVERNMENT ASSOCIATION

[IC Football Club |

posal (Operational/Programming/Tavel): [Operational |

(Name And Email):

-President: [Jane White - jwhitel@ithaca.edu |

-Treasure

-Adviser:

Organization Inform

r: [Joe Smith - jsmith1@ithaca.edu |
[Bob Kraft - bkraft@ithaca.edu |
Adviser's Approval Submitted (Yes/No): Yes

ation:

-Total Members (On Listserv):

-Active Members (Average Attendance At Meetings)
-Expected Members At Event (Only If Programming):

All Prior Funds Allocated By The SGA:

-2009:
-2008:
-2007:

[N/A |
[$300 (Operational) |
| $250 (Operational), $500 (Programming) |

Additional Funds Secured By Sources Outside The SG@Anclude All Pendin

1
2
3

On The Following

[Our organization has not yet sought funds fronriadtive sources
[N/A |
[N/A |

Page, Please Utilize The Spacesdilable To Provide Additional
Information Regarding This Budget Proposal
(Limit Total Responses To One Page)
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A Detailed Description Of This Proposal, And How Aly Allocated Funds Will Be Used:
The IC Football club would like to request $262 fimaiterials necessary to operate the organizaj
The club currently has 28 active members who ggdtteer each week to watch, play, and study
football.

on.

The football club needs enough scorecards, playaoid footballs to effectively study the gam
football and allow all members to participate. digtally, the SGA Budge Committee has grantgd
our organization enough funds to purchase theserrakst We must increase our proposal slightly
this year because we have recently acquired a nuofilbew members and would like to have
enough materials to involve them in the organizatio

How These Funds Will Benefit The Organization And frther Its Mission:

By obtaining these funds, the IC Football Club \w#f able to function effectively throughout the
2009-2010 academic year. These funds will allowatfgnization to attract new members, as well
as obtain the materials necessary to operate #itldur mission statement.

All Fundraising Activities Completed This Year, Or Planned For The Current Semester:
Our organization does not yet have plans to fusdralVe are not planning any programming eyents
at this time, and only need funds to operate.

A Description of All Anticipated Revenues for the @irrent Semester:
Currently, the IC Football Club does not anticipatg revenues for the current semester.
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A B & D E F
Programming and Fundraising Budget Proposal
Organization: | Movie Club
Name Of Program:|Campus Movie Night
Date Of Program:|November 6, 2009
Food

Item # Item Name Purchase Location Quantity Of Item Amount (Per Item) Amount (Total)
1 Catering: Chicken Fingers CES 150 115]5 173.00
2 Catering: Cheese & CES 150 115]5 173.00
Subtotal: ) 346.00

Advertisement

Item # Item Name Purchase Location Quantity Of Item Amount (Per Item) Amount (Total)
1 Color Flyers Word Pro 300 01915 57.00
Subtotal: ) 57.00

Audio/Visual

Ttem # Item Name Purchase Location Quantity Of Item Amount (Per Item) Amount (Total)
1 Indiana Jones Mowvie Rights Paramount Pictures 1 200005 200.00
Subtotal: 5 200.00
Grand Total: s 603.00

Amounts Requested From Other Sources
Source Amount Status
Park School 5 100.00 [Pending
Total Received 5 100.00

Note: In the status box, please enter pending, rejected, or approved.

Please ema:l Brian Keefe, VP of Business & Finance, at

sgabusiness@ithaca.edu with any questions or concerms.
Additionally, vou may stop by the SGA Office on the third
floor of the Campus Center, or call at 607-274-3085.

STUDENT GOVERNMENT ASSOCIATION
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