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I.
Budgeting
A.
Food/ Dinner Allotments

In an effort to maintain consistency throughout the budgeting process,  the following standards for allotting funds for food have been established:

1.
In the event that an organization requests food at their meetings, the average allotment will be $5/person.

2. 
In the event that an organization requests food for an end-of-the-term luncheon or banquet, allotments will be made at an average of $7-$10 per instance.

B.
Attendance Considerations

In order to budget fairly across the student body, Finance Council will use attendance sheets, as provided by the club presidents to the Activities Council chair, when making decisions regarding a club’s budget. 

C.
Advertising Regulations
In order to be eligible for KSG funding, your organization must advertise, in concordance with the published posting procedures, every event for which you are budgeted.  Advertising must be made accessible to the entire Kettering University population, well enough in advance for anyone interested in attending.

D.
Money for the Activities of Non-KSG Members

As stated in the KSG Constitution, a member of KSG is any student who has paid the Student Activity Fee, as stated by the Business Office.  Since this money constitutes the funding of all of our KSG activities, no individual may participate in KSG-sponsored activities if they have not paid the required fee.

E. Budget Deadline
Budget requests for upcoming terms will be due 7th Friday.  Failure to provide a budget request at this deadline may result in no funding for the following term.  Budget requests must be submitted on the form for the current term.  They will be available in the Student Activities Office.  If forms cannot be found, please contact Jordan Sahs sahs8437@kettering.edu.    


II.
Battle of the Bucks
A.
Defined
Throughout the budgeting process, a reserve of an undefined amount of funds is held.  This is to guard against over-budgeting, in the event that our estimate of the following term’s funds falls short.  The difference between the actual amount collected from the enrolled students minus the total amount budgeted for the term results in an excess of funds.

1.
The Battle of the Bucks is an opportunity for organizations to petition for additional funding for: 
a.)Events that they did not receive enough money for in the previous term’s budgeting,

b.)For a new line item event not previously planned upon.

2.
Following Battle of the Bucks, funds still not appropriated will be left in the Surplus Account.  This account is left open throughout the term for organizations to petition for even more money for an event.  Petitions for funds from the surplus account must be brought to the Finance Council.  All unused surplus funds at the end of each term will be added to the Millennium Fund.
3.  If it is determined that excess funds are available for claim by KSG student organizations, a Battle of the Bucks will occur on 3rd Wednesday.  

III.
Club Operations
A.
Transfer of money between line items
1.  Organizations will have the opportunity to freely transfer funds from one line item to another (up to $100) within their budget only after a line item transfer form has been processed.  Any transfer amount greater than $100 will require the approval of Finance Council.
2.
Line item transfer requests must include a line item transfer form.


B.
Creation of Line Items not Provided for in the Budgeting Process

Creation of line items not provided for in the initial budget request will be processed through a Finance Council vote.  

IV.
Payments
A.
Gasoline Reimbursements
1.
Reimbursements for gasoline used for travel to and from a KSG-sponsored event will be granted in the following circumstances only: that the individual’s travel is a function, and not a privilege, of his/her responsibilities.  

a.
Examples of situations in which reimbursement would occur:

1.
dropping off/ picking up of the Technician/ Reflector from the printer (if applicable) by a member of the respective staff

2.
picking up/ dropping off of an entertainer hired for a KSG-sponsored event by the Entertainment Council

b.
examples of situations in which reimbursement would not occur:

1.
an organization’s travel to and from a KSG-sponsored event (for example -- weekend trips, museums, etc.)

B.
Petty Cash Procedures – There exists a limit of $150 that may be extracted from petty cash per event held by an organization.

1.  Complete a Funds Request for Petty Cash in the reimbursement amount.  Attach original receipt and make copies for your records.  Include your full name, address, Kettering ID number, and phone number.  Submit to appropriate FC Asset Manager for approval.  Pick up the approved Funds Request from the Student Activities Office to procure cash at the University Cashiers’ Office.  Up to $150 may be given per event.  A petty cash advance works in a similar way.  Follow the same process but return an itemized receipt and all change to the Cashier’s Office to reconcile.  Plan at least one week for approval.  
2.  If the amount required to hold an event exceeds $150, the money can be paid by a representative from the organization and reimbursed at a later date.  All receipts must be attached to the reimbursement request.

3.
Alternate ways to secure money before an event is held may be brought up to the Assistant Dean.  He will act as he sees fit.

C.  Funds Request Deadline – Funds requests must be submitted to Finance     Council within two weeks of the time funds were spent.   

1.   Funds requests must be typed on the approved form (available on the student PC in the Student Activities Office).  

2.   All funds requests for funding spent before or during 10th Week Tuesday, MUST be submitted to Finance Council by 10th Tuesday.  Appropriate funding spent during 10th week may be submitted to Finance Council by11th week Tuesday.  

3.   Failure to meet these deadlines will result in payment dismissal.  

D.  Purchase Orders
1. Complete a Funds Request for a PO and indicate details of service/product to be provided as well as any associated dates.  Include the vendor’s name, address, phone, and fax numbers.  Vendors must accept POs or you will need to complete a check request (Prepaid Purchase Order).  Indicate your name and contact information.  POs can be generated faster than checks and are the preferred method of payment.  A PO will be issued and after the service or product is delivered, the vendor is responsible to invoice the University for payment.  Plan at least one week ahead for approval.  
V.
Requesting Capital Funds
A.
Steps:
1.
Complete the required “Request for Capital Funds”, located in the Student Activities Office

2.
Submit to the Capital Assets Manager no later than the Wednesday before the Finance Council meeting at which it will be discussed (i.e., at least six days in advance)

3. 
A knowledgeable representative of the organization that is requesting the funding must be present at the meeting where the request will be voted on to answer any questions.

4.
Following the meeting, the Capital Assets Manager will contact the representative with the outcome of the vote.

5. 
Any requests over $500 must be submitted to the Student Senate President by the Treasurer for a final approval following Finance Council approval. 

VI.
Objective - It is the objective of the Finance Council to provide fair and consistent policies to members of the KSG community who abide by the processes given forth by the KSG Constitution (for a copy, see the Student Activities Office).  Please contact Jordan Sahs, KSG Treasurer (sahs8437@kettering.edu) with any questions or comments regarding the conduct of or actions taken by the Finance Council. 
VII.
Policy Changes – Changes made to these policies will be distributed to Athletics and Activities Councils.  
Jordan Sahs, KSG Treasurer
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