 SEQ CHAPTER \h \r 1
STATE UNIVERSITY OF NEW YORK AT CANTON

STUDENT COOPERATIVE ALLIANCE

BUDGET GUIDELINES

The Student Activity Fee at the State University of New York, College of Technology, at Canton was established by action of the Student Senate on April 23, 1969.  On March 29, 2001, in compliance with the Board of Trustees policy, the student body, by a vote of 87.3 percent in favor, reestablished a mandatory activity fee.  The mandatory fee shall be voted upon every two years beginning in Spring 2004 in conjunction with student leadership elections. In accordance with the Board of Trustees policy and SUNY Fiscal and Accounting procedures for mandatory S.C.A. Activity Fee programs, the following guidelines are adopted:

I.
S.C.A. Activity Fee

A. Payment of Activity Fee

1) Each full-time student will pay $160.00 per academic year collected as follows:

a. Each full-time student will pay $80.00 at fall registration of each academic year.





b. Each full-time student will pay $80.00 at spring registration of each academic year.




2. Each part-time matriculated student will pay $6.67 per credit hour at registration.



B. Refund of Activity Fee - As noted in the CTC Student Handbook




1) Withdrawal from college





a. Any students who finds it necessary to withdraw from college after the start of any academic semester will receive a refund of the mandatory activity fee as follows:





Withdrawal During


Percent of Refund

First week of classes



100





Second week of classes



 70





Third week of classes



 50





Fourth week of classes



 30





Fifth week of classes



   0




2. Refund of Activity Fee





a. All full-time students who feel that payment of the mandatory activity fee will cause them extreme financial burden such as depriving them of food, clothing or shelter, may apply to the Budget Committee for a refund as follows:






1) Submit a typewritten letter to the Budget Committee no later than three weeks after the first day of classes of any semester.



2) The typewritten letter must state clear and concise reason why payment of the fee causes an extreme financial hardship as defined above.





3) Applicants will be asked to appear before the Budget Committee, which will convene five weeks after the first day of classes of any semester to plead their application for refund.



4) No more than 50 percent of the semester’s activity fee will be refunded unless documented evidence of extreme financial burden can be shown.  (Documented evidence is defined as Income Tax Statement.)



5) The Budget Committee will make the determination of refund in writing to the applicant not later than midterm of any given semester.



6) Application for an activity fee refund does not guarantee a refund of  the fee.







b. Students who will be absent from the campus for the entire semester due to academic requirements may apply for a refund of the fee.

          C.

Custodial and Disbursing Agent




1) SUNY Canton College Association has been designated as the custodial and disbursing agent for the S.C.A. activity fee.


D.
Chartered organization funds




1) With the exception of individual fraternities and sororities, all chartered organizations must use the College Association as their disbursing agent for all funds collected by that organization. 




2) Failure to comply will result in S.C.A. funded account being frozen until money is deposited into a SC.A. account. 

II.
Use of Funds



a. Funds which are collected under the provisions of these regulations which require every student to pay the prescribed mandatory fee shall be used for only support of the following programs for the benefit of the campus community:




1) Programs of cultural and educational enrichment.




2) Recreational and social activities.




3) Tutorial programs




4)  Intramural athletic programs



5) Student publications and other media




6) Assistance to recognized student organizations provided that the purpose and activities of the organization are of an educational, cultural, recreational or social nature.




7) Insurance related to conduct these programs.




8) Administration of these programs




9) Transportation and other student services in support of these programs.




10) Reimbursement to student officers for services to student government.




11) Student services to supplement or add to those provided by the University.




12) Use of activity fee to pay costs for staff members for activities that do not include student participation are prohibited.

C.

Use of S.C.A. funds for the purchase of clothing for individual not related to club or organizational purposes use is prohibited

III.
FINANCIAL SUPPORT OF ORGANIZATIONS



a. All organizations wishing to receive an allocation from the S.C.A. Activity Fee must be open to all students and chartered by S.C.A. Student Senate.



b. Organizations are classified for the purpose of budget as follows:




1)  Intramural sports - Any team which competes on an intracollegiate or club basis and which has the approval of student senate.




2) Service Organizations - An organization which exists for the benefit of the college rather than the group and provides services, activities or programs which will enhance or benefit the betterment of the entire college community.




3) Special Interest Clubs - An organization which exists for the benefit of a certain group and provides programs or activities primarily for the club.  A maximum of one club per special interest will be allowed.




4)  Departmental Club - An organization which exists for the benefit of an academic department or major and provides primarily for the club.  A maximum of one club per academic department will be allowed.

IV.
POLICIES FOR THE USE OF STUDENT FUNDS



a. Alcohol - The purchase of alcohol with S.C.A. funds is prohibited.



b. Equipment




1) All equipment purchased with Student Activities monies is the property of the Student Cooperative Alliance.  However, the organization authorized to purchase the equipment is responsible for the equipment.  




2) Budget committee of S.C.A. must approve the purchase of all equipment.




3) All equipment with a purchase price of $500 and over will be placed on a S.C.A. inventory list and be assigned an appropriate depreciation rate.  All clubs and organizations having equipment for their use must submit a complete list of this equipment including the name of equipment, purchase date and purchase amount to Budget Committee on or before the first Monday of October.




4) A funded reserve for depreciation of equipment will be maintained in the Student Activity Budget.


              5) An annual inventory shall be made each year.




6) Disposal of equipment will be handled by the Budget Committee and any revenues or losses will be absorbed in the equipment depreciation account.




7) Funds for the purchase and/or replacement of equipment will come from the depreciation account as far as this is feasible.




8) All requests for equipment with a purchase price of $500 and over must come separately to Budget Committee and not be submitted as part of an organizational budget.




9) All requests for repair of this equipment must come separately to the Budget Committee.




10) Requests for equipment with a purchase price of less than $500 should be submitted as part of an organizational budget.




11) Equipment with an original purchase price of less than $100 will not be inventoried.  However, periodic checks will be made by the Director of Budget or designee to see that an organization is maintaining proper control over such equipment.



12) If an organization is unable to account for equipment, is misusing equipment or is not following the above guidelines, the Budget Committee of S.C.A. may confiscate all remaining equipment and the Director of Budget may elect to freeze the organization’s budget.

C.
Fund Raising



1) All fund-raising projects or events by chartered organizations must receive Budget Committee approval and individually request permission at a regularly scheduled budget meeting.




2) Admission fees may be charged for fee paying students for S.C.A. Activity Fee sponsored programs.  The amount of these fees is established by the organization sponsoring the event. 




3) All monies received by a club or service organization as receipts for an event shall be deposited in tact at the College Association Office within 72 hours after the event.  The Treasurer shall deposit money at the College Association Office where it is counted, verified and a receipt for the deposit is obtained.  For income accounts, one receipt must be given to the Director of Budget for the records.




4)  No reimbursements should be made from the receipts under any circumstances.




5) S.C.A. funds cannot be used to support or subsidize any fund raising activity by an organization without approval from the Budget Director.  Upon approval, the S.C.A. funds must be reimbursed from the first proceeds of the fund raiser until completely reimbursed.  All monies taken in as receipts for deposits by SERVICE ORGANIZATIONS shall go into the S.C.A. Activity Income Account.




6) All club income accounts must be deposited with the College Association.

D. Travel

1) Transportation
a. Chartered buses may be used only if approval is received from the Director of Budget and the Director of Campus Activities.




b. Campus approved reimbursement rate per mile will be allocated when persons drive their own vehicles.

2) The following room and board rates are the S.C.A. Budget Committee’s established rates for officially approved travel needs.  It is the responsibility of the student organization to apply for this refund.

Rate is determined each year in conjuction and equal to State approved travel rates as supplied by the Business Office.

1) Conferences


a. All conferences must be approved by Budget Committee.

1) Educational Field Trips


a. Student Activities monies for special interest trips or departmental trips will only be allocated for transportation unless a special request is granted by the Budget Committee.

E.

Reimbursement - an increase in reimbursements shall not be voted on by those directly affected by the vote. The rates shall be established for each year in conjunction with the annual budget submission and as part of its acceptance and approval.



1) Officers to various organizations are reimbursed as follows:



a.
Elected positions - Student Cooperative Alliance 





REIMBURSEMENTS PER YEAR


Annually
Bi-Weekly





President (S.C.A.)



$ 1,406.25
$ 100.45





Vice President (S.C.A.}


  
   1,125.00
     80.36





Budget Director (S.C.A.)

 
  
   1,406.00
    100.45





Secretary (S.C.A.)



      843.75
      60.27




b.
Elected positions - College Union Board





President (CUB)




$ 1,125.00
$    80.36





Vice President/Treasurer (CUB)


      937.50
      67.00





Secretary (CUB)




      750.00
      54.00




c.
Other positions







Editor (CTC Tribune)



$    750.00
$    54.00





Assistant Editor (CTC Tribune)


      562.50
      40.18





Editor (Paysonian)



      750.00
      54.00





Photo Editor (Paysonian)



      562.50
      40.18





Station Manager
(WATC)


      750.00
      54.00





Assistant Station Manager (WATC)

      562.50
      40.18




2) Reimbursements shall be paid every two weeks commencing with the fall term on a schedule established by the Budget Director.




3) Reimbursement immediately becomes null and void under the following conditions:





a. Resignation




b. Impeachment





c. Failure to follow duties as prescribed in the appropriate constitution.






1) The Campus Activities/ Union Director shall have the authority to decide whether or not each individual officer is following the duties of their positions.






2) Any officer should be warned if they are failing in their duties, either by other officers, advisors or the Campus Activities/Campus Union Director, at which time they will be refused reimbursement.






3) If upon further refusal to perform their duties, that person will be ordered to resign or notified of impeachment proceedings.






4) The Executive Body of the S.C.A. will serve as an appeals board for reimbursement proceedings and has the right to overrule the decision of the Campus Activities/Campus Union Director by a majority vote if they feel that the officer is doing their job efficiently.






5) Persons elected or appointed to the above positions as provided for in the appropriate constitution will have their salaries divided proportionately from the remaining money for the year.






6) No reimbursement increase can be made to any person during their term of office.






7) No other positions or officers of organizations will receive reimbursement without the approval of the SCA Budget Commitee and Senate.






8) Students may be placed on an hourly payroll for services rendered with approval of the Budget Committee and Student Senate.

V.
ADMINISTRATIVE PROCEDURES



a. Responsibilities of Organizational Treasurers




1) The treasurer of each organization has the responsibility to handle all financial matters of the organization.   He/she is to keep an accurate ledger recording all purchase orders, expenditures and receipts, the processing of payment vouchers and preparing a proposed budget for the following year.




2)  Each treasurer shall keep their ledger up to date at all times according to a uniform system established by the Budget Director.




3) The Treasurer should on a monthly basis, check to see if their balance agrees with that of the monthly financial statements supplied by the S.C.A.  The Budget Director will announce current organization balances at the first meeting of each month.  If balances do not match, he/she should contact the Budget Director.




4) Each Treasurer should check to make sure that all bills for their organization have been paid.

B.

The Budget Director will authorize payment of bills for goods and services contracted by authorized members of the organization, provided that they are only such goods and services planned, stated and approved according to the current budget of the organization.  No purchase orders or payment vouchers will be signed unless they are (typed and) signed by the appropriate person.  Purchase orders must be submitted to the Budget Director three days in advance.  All payment vouchers must be completed with receipt attached before it can be processed by the Budget Director.

C.

All contracts must specify dollar amounts and be made in the name of the Student Cooperative Alliance of the State University of New York College of Technology at Canton.  No contract utilizing Student Activity funds will be valid until it has been initiated and signed by the Director of Campus Activities/Union is the only individual who may commit S.C.A. funds to a contracting agreement.

D.

The Budget Director has the authority to transfer sums not exceeding $1,000 from the budget line or account to another with approval of the Budget Committee.  Such actions are reported to the Student Senate and recorded in the student minutes.  Transfer of funds over $1,000 can only be done with approval of Student Senate.

E.

Procedures for Processing Purchase Orders




1) Originating department initiates purchase order indicating to whom material should be shipped.  Originator and advisor sign the P.O. and send it to the Campus Activities Office.


2) S.C.A. Budget Director and Director of Campus Activities/Union approve the P.O. and send copy numbered one to vendor and retain copies two, three and four in an open order file.




3) On receipt of material, originator indicates quantities received on copy number two (receiving copy) with signature on “material received” section of copy.  Initiate a “Payment Voucher” form, attach vendor’s invoice, signed by originator and advisor and send it to the Campus Activities Office.




4) SEE “PAYMENT VOUCHER” PROCEDURES - If partial shipments are received and it is necessary to make payment on materials received, the receiving ticket should be checked and a “payment voucher” should be initiated indicating “payment on partial shipment of goods” (list of prices) from purchase order number            and attach invoice and follow regular payment voucher procedures.  When total order is received follow regular procedure for payment indicating “balance due” on purchase order number            on the payment voucher and list items with prices.




5) Shipping costs and change in prices from original P.O. must be reflected on the payment voucher.  Only the amount indicated on the payment voucher will be paid.

F.

Procedures for Processing Payment Vouchers




1) Originator initializes voucher.  If a purchase order is involved, sign receiving copy of P.O. and attach vendor’s invoice to voucher.  (See P.O. procedure instructions.)  Send the P.V. to the Campus Activities Office.




2) S.C.A. Budget Director and Director of Campus Activities/ Union approve the voucher, retain copy number three, send copies one and two to accounting office for payment.  When P.O. is used, receiving copy should be attached to copies one and two and forwarded to accounting office.  Copy number three of both will be retained by S.C.A. and filed together.  Copy numbered four will be sent back to the originator.




3) Accounting processes payment and sends number two with check to payee.  File copy number one with check documents.

G.

RESPONSIBILITIES OF CLUB/ORGANIZATION SENATORS

At the close of the fiscal year, any remaining money in an organization’s budget will go into the unallocated account except as stipulated above.




1) All clubs/organizations must have a representative to serve as senator at Budget meeting.  All Senator representatives must first submit senator petitions and forward them to the Vice President, in order to have voting status.




2) Two absences (at Senate meetings) in a semester will warrant a frozen budget.  The budget will remain frozen until the senate representative has attended three consecutive Senate meetings.

H.

At the beginning of each academic year, the Budget Director will meet with the Advisors and all Executive Officers of the clubs and organizations to explain the above procedures.

VI.
PREPARATION AND APPROVAL OF ACTIVITY BUDGET



a. Each organization must submit the request with proposed budget line justification for the following fiscal year to the Budget Director by the announced date to be no later than April 10.



b. Budget requests submitted after the Budget Director’s stated date will be considered and the total sum of the organization requests may be jeopardized.



c. The Budget Committee will meet to consider all budget requests and make initial recommendations which will be returned to the organization and approved by the Student Senate.



d. Regular office hours will be set by the budget director to consider all grievances.  



e. The budget committee will then prepare a revised budget which will be sent to Student Senate for approval.



f. The approved budget is sent to the President of the college for final approval.



g. The Budget Director will notify each organization of the amount of money approved and any stipulations put on organizational budget by Senate.



h. All officers-elect must attend senate/budget meetings after they have been elected for the upcoming year.  They must also attend and participate in the approval of activity budgets.

VII.
REQUESTS FOR ADDITIONAL BUDGET ALLOCATIONS



a. Organizational requests for additional operational budget allocations may be submitted to the Budget Director after the start of the fall semester.



b. The purpose of allocating additional funds shall be to meet unforeseen organizational expenses, promote organizational expansion, or for the development of social, cultural, recreational, or educational programs.



c. A representative of the requesting organization must appear before the Budget Committee to present the request, and if approved, be able to represent the request at Student Senate.  It is recommended that newly elected officers for the following semester attend so that they are familiar with Budget Guidelines.

VIII.       FREEZING OF ORGANIZATIONAL BUDGETS



a. Failure to abide by any of the above-stated policies may result in the withdrawal of funds of that organization.



b. The Budget Director has the right and duty to freeze an organization’s allocation when he/she is aware of any discrepancies and/or violations of the policies herein stated.  This also applies to any organizations found to be violating S.C.A. sanctions. 

IX.
THESE FINANCIAL POLICIES SHALL NULLIFY ANY PREVIOUS FINANCIAL POLICIES RELATIVE TO THE STUDENT ACTIVITY FEE.

                                                                                                                               AMENDED MAY 2003
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