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Mercyhurst Student Government

http://msg.mercyhurst.edu 

January 6, 2010
Office of the Treasurer
Mercyhurst Student Government
Dear RSCO leadership:
Believe it or not, it’s time to apply for funding from Mercyhurst Student Government for the 2010-2011 academic year!  The RSCO Budget Application Packet is designed as the vital first step in obtaining funds from MSG, hereby referred to as RSCO Funding.  As you might imagine, or have already experienced, obtaining funds from MSG can sometimes be a tedious process, but if the steps are followed correctly, it can be quite painless. 
Attached with this packet is an excerpt from the Finance Code that explains components of RSCO Funding. I encourage you to read it thoroughly in order to understand many of the changes that have gone into effect.  Additionally, I encourage you to read over the entire packet before beginning the application process.  The entire Finance Code and other governing documents are available on the MSG website, located at http://msg.mercyhurst.edu/finances/budget .
The  MSG Budget and Finance Committee has adopted the following standards in addition to the Finance Code, these standards will apply to RSCO funding for the 2010 – 2011 Academic Year.
· MSG funding will not be allocated to purchase rights for movie nights.    If your RSCO wants to have a movie night and you rent a movie to show, your organization must purchase the rights to the movie. The Federal Copyright Act makes it unlawful to show a film in public without the explicit permission of the film's copyright owner. Renting or purchasing a cassette or DVD at a local video store or elsewhere gives the customer the right to view the film but not to show it in public. The Federal Copyright Act defines "public" in this context as "any place where a substantial number of persons outside of a normal circle of a family and its social acquaintances is gathered."  These rights range in price from $150 to $600.  Due to MSG’s limited funding for all RSCOs, we are unable to fund these events.  
· MSG funding will not be granted towards the payment of speakers, however RSCOs can apply for an honorarium (a gift for the speaker) and/or supplies needed to hold a reception. MSG will also not pay for hotels and transportation for speakers.
· MSG will only be allocating travel funds for gas.  Conference fees, hotels, plane tickets, etc. should be funded by the RSCO through fundraising or other funding.  Please note that MSG can only award travel money for gas in accordance with the Finance Code which caps it at no more than 40% of the total budget awarded to each RSCO which means that RSCOs must be awarded money for events and supplies in order to be eligible for funding for travel. Contact the MSG Treasurer if you need further clarification. 
· MSG is unable to award money for events that have no costs detailed. Use estimates and do not leave blank.

MSG typically allots each RSCO anywhere between $200 and $600 for supplies, events, meetings, etc.   Please keep this in mind as you complete the Budget Application Packet. The goal of RSCO funding is to help RSCOs offset some of their costs, and encourage RSCOs to hold more events on campus that reach out to the Mercyhurst College community.
If you have any questions or concerns, please do not hesitate to contact me at any time. 
Sincerely,
Patrick J. Garvin, Treasurer
Mercyhurst Student Government
814-824-2428
msgtreas@mercyhurst.edu
IMPORTANT INFORMATION:
RSCO Budget Application Process Timetable
Packets will be available online:



                        January 15 
Budget Application Workshops




              January 27 & 28 
Budget Application Packets Due*




   February 12 
* Budget Application Packets MUST be filled out electronically. The packet should be downloaded and completed in a Word document. Once the document is completely filled out, please email the packet as an attachment to Patrick Garvin, MSG Treasurer at msgtreas@mercyhurst.edu. The MSG Treasurer will email you back to verify the Budget Application Packet was received. 

Initial Budget & Finance Committee Debates



   March 2nd or 3rd Week
Budget & Finance Committee & RSCO Hearings (as needed)          
TBD
Budget & Finance Committee Presents Budget to MSG

 
March 22
MSG Body Votes on Budget





  
March 22 
NOTE: If you foresee having difficulties in making deadlines, contact MSG Treasurer Patrick Garvin immediately.
Helpful Hits for Completing the RSCO Budget Application 
1. Read all the information including the cover letter, the excerpt from the Finance Code, and directions for each section in the Budget Application Packet. 
2. Provide as much detail as possible – more detail provided by a RSCO will help the MSG Budget and Finance Committee in making decision. 
3. Attend one of the RSCO Budget Application Workshops. 
4. Pay attention to the important dates and deadlines. 
5. Ask questions along the way – don’t wait until the last minute. 
6. Get input from your RSCO, asking them what events they would like to see happen next year. As many of you might have experienced, one of the most challenging aspects of the RSCO Budget Application is having current RSCO officers set a budget and events for the incoming officers. This issue can normally be avoided by getting input from all RSCO members, and by asking them what events they would like to see planned for the next year. 
Finance Code Excerpt
(Article IV Mercyhurst Student Government Budget)
Section 4. RSCO Funding
A. Beginning Spring Term Two Thousand and Six (2006), all RSCOs must have obtained a copy of the Finance Code, read it, and have signed a “Statement of Understanding” provided by the MSG Treasurer.  
1. Each RSCO must also have at least one representative attend training sessions offered by the MSG Treasurer.
i. Sessions shall be offered in the winter term explaining the Budget Application process and in the fall explaining the spending procedures for RSCOs.    
B. Each RSCO in good standing with MSG and the Office of the Student Union & Student Activities is eligible to apply for RSCO Funding.
1. Good standing shall be defined as:
i. Having resubmitted a current constitution
ii. Having resubmitted their Year-end Re-application Form.
iii. Having resubmitted their member roster.
C. The Budget & Finance Committee will evaluate each RSCO Budget Application on the individual merits of that request.  The Committee will determine the appropriation of the RSCO’s budget by including all but not limited to the:
1. Degree of positive promotion and reflection of the mission of both Mercyhurst College and MSG.
2. Appeal of the appropriation to the student body through activities and programs.
3. Expected student participation in planned programs, with particular attention to the dollars-per-student ratio.
4. Appropriate historical budget expenditures and uses.
5. Overall benefits offered to the students.
D. Following the purchase of any supplies, services, and/or other merchandise, original receipts must be turned into the MSG Treasurer no later than seventy-two (72) hours following the purchase.  The only exception to this rule is circumstances where the RSCO representative has gained approval prior to the purchase that allows that representative to present the receipts at a later, agreed upon time.
1. The following items are prohibited from being purchased with MSG funds:
i. Alcohol, tobacco, and drugs, their paraphernalia, and any items promoting these products.  
ii. Philanthropic gifts.
iii. Political contributions.
iv. Anything violating the Mercyhurst College Student Conduct Code. 
v. Personal items.
vi. Expenses for meetings not open to the college community.
vii. Membership, conference, or competitions fees.
E. Travel
1. Any RSCO planning to include travel expenses in their RSCO Budget Application shall include a Travel Authorization Form (TAF).
i. The form must be completed in its entirety, with the best estimate for fields in which definite answers are unavailable (i.e. dates, exact amounts, etcetera).
2. MSG will provide limited funding for RSCO travel, with travel expenses in an RSCO’s Budget Application not to exceed forty percent (40%) of total amount requested.
3. Priority consideration will be given to on-campus events.  RSCOs are encouraged to keep this in mind when planning their overall budgets. 
F. Due to the nature of the large amount of money being budgeted, an “Interim Break Reduction” policy will be in effect unless waived by the Budget & Finance Committee.
1. In effect, if a RSCO has not used forty percent (40%) of its funding by the second Friday in December, the RSCOs MSG allocated budget will be adjusted to sixty percent (60%) of its original amount.
i. If a RSCO were to, for example, plan a majority of its programming in the spring due to the weather and/or other factors, an application may be submitted to waive the Interim Break Reduction.
· The Budget & Finance Committee will evaluate the application, which must be submitted before the second Friday in December and promptly determine if the RSCO will be granted the waiver.
G. The Budget & Finance Committee shall also determine an amount in the RSCO Funding line item each spring during the budgeting process to leave unbudgeted for funds available as “Startup Funds” for newly recognized RSCOs.  
H. RSCOs have one academic term from their date of recognition to request the funds of up to two hundred dollars ($200), but may not be requested if the RSCO receives a general budget allotment. 
I. Each RSCO will have the option of applying for and maintaining an account within the college Business Office.  
1. The RSCO advisor must email the Business Office to begin the process of establishing the RSCO account. College procedures for that account will be in effect.
J. Any RSCO not adhering to the rules outlined in the Finance Code shall be held responsible for the following penalties should they occur in an academic year:
1. First Offense – a freeze will be placed on the RSCO for 60 days, a period in which the RSCO will not be able to utilize monies allocated by MSG.
2. Second Offense – a freeze will be placed on the RSCO budget for the remainder of the academic year.  In addition, this will be a consideration when the RSCO submits a Budget Application the following spring.
3. Third Offense – the RSCO will lose their recognition from both MSG and the Office of Student Union & Student Activities for the period of three full Academic Terms.  This RSCO shall also receive no start-up funds upon renewed recognition.
Section 5. Appeals to Budget Decisions
A. Any RSCO or MSG Budget Line Director who believes that the amount allocated to their RSCO or line is insufficient shall be able to submit an Appeals Application.
1. An Appeals Application must be submitted by the deadline set and announced by the MSG Treasurer, and will be addressed immediately by the Budget & Finance Committee. 
i. The Budget & Finance Committee has one week to debate the application and during that time must set up an Appeals Hearing with the RSCO or MSG Budget Line Director to allow their case to be stated.  
B. The Budget & Finance Committee shall provide a final determination, in writing, to the RSCO or MSG Budget Line Director one week following their Application submission.
(Article IV Mercyhurst Student Government Budget, Section 3)
A. The “Philanthropy” line item is designed to match monetary requests put forth by RSCOs and sent to non-profit organizations. 
1. RSCOs may request up to three hundred and fifty dollars ($350.00) to be matched throughout the course of one (1) academic year. The amount of philanthropy available will be allocated per term, by taking the total amount of money in the philanthropy line item and divided evenly among the three terms. 
2. Any leftover Philanthropy funds not used in a given term will roll over to the next term. 
3. Philanthropy requests will first be reviewed by the Budget and Finance Committee after which a recommendation will be presented to the MSG Senate for approval by a majority of the members present. 
4. Upon the approval of the request, the RSCO will need to deposit the money into their account with the Business Office.  A check requisition must also be filled out for the deposited amount, made out to the charity, and turned into the Business Office.  After the check has been cut, the RSCO must then deliver the college check to the MSG Treasurer and a matching check will be cut.  Both will be sent out by the MSG Treasurer with a letter of explanation. 
RSCO Administrative Information
RSCO NAME:  

STUDENT LEADERSHIP FOR THE 2009 – 2010 Academic Year:
	NAME
	OFFICE/TITLE
	EMAIL ADDRESS
	PHONE #

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Please indicate one member to be the contact person for the group by adding a *

ADVISOR NAME AND SIGNATURE: 
APPROXIMATE RSCO MEMBERSHIP:       
RSCO Activity throughout the 2009 – 2010 Academic Year
FUNDRAISERS
Please provide information regarding any funds raised from July 1, 2009 to present:
	Fundraising Description
	Amount Raised

	
	$

	
	$

	
	$

	
	$

	
	$

	
	$

	TOTAL AMOUNT RAISED
	


RSCO EVENTS, MEETINGS AND ACTIVITIES
Please list events, meetings and activities that your RSCO held from September 1, 2009 to present:
	Event/Meeting/Activity
	Held how many times?
	How much money was spent to hold this e/m/a, if any?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


SECTION I
Proposed Event Expenses
Event #1 Name:







1.)  Proposed Date of Activity:       



A. Or, you can check the proposed term of the event       Fall       Winter       Spring
2.)  Proposed Location of Activity:       
3.)  Purpose of Activity:       
4.)  Description of Activity:       
5.)  Estimated Attendance:       
6.)  How will this event benefit the Mercyhurst College community?       
	Item/Quantity
	Purpose
	Description
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	TOTAL PROJECTED COST OF THIS EVENT
	$


Event #2 Name: 








1.)  Proposed Date of Activity:       

A. Or, you can check the proposed term of the event       Fall       Winter       Spring
2.)  Proposed Location of Activity:       
3.)  Purpose of Activity:       
4.)  Description of Activity:       
5.)  Estimated Attendance:       
6.)  How will this event benefit the Mercyhurst College community?       
	Item/Quantity
	Purpose
	Description
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	TOTAL PROJECTED COST OF THIS EVENT
	$


Event #3 Name: 







1.)  Proposed Date of Activity:       
A. Or, you can check the proposed term of the event       Fall       Winter       Spring
2.)  Proposed Location of Activity:       
3.)  Purpose of Activity:       
4.)  Description of Activity:       
5.)  Estimated Attendance:       
6.)  How will this event benefit the Mercyhurst College community?       
	Item/Quantity
	Purpose
	Description
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	TOTAL PROJECTED COST OF THIS EVENT
	$


Event #4 Name: 







1.)  Proposed Date of Activity:       
A. Or, you can check the proposed term of the event       Fall       Winter       Spring
2.)  Proposed Location of Activity:       
3.)  Purpose of Activity:       
4.)  Description of Activity:       
5.)  Estimated Attendance:       
6.)  How will this event benefit the Mercyhurst College community?       
	Item/Quantity
	Purpose
	Description
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	TOTAL PROJECTED COST OF THIS EVENT
	$


Event #5 Name: 











1.)  Proposed Date of Activity:       
A. Or, you can check the proposed term of the event       Fall       Winter       Spring
2.)  Proposed Location of Activity:       
3.)  Purpose of Activity:       
4.)  Description of Activity:       
5.)  Estimated Attendance:       
6.)  How will this event benefit the Mercyhurst College community?       
	Item/Quantity
	Purpose
	Description
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	TOTAL PROJECTED COST OF THIS EVENT
	$


Event #6 Name: 











1.)  Proposed Date of Activity:       
A. Or, you can check the proposed term of the event       Fall       Winter       Spring
2.)  Proposed Location of Activity:       
3.)  Purpose of Activity:       
4.)  Description of Activity:       
5.)  Estimated Attendance:       
6.)  How will this event benefit the Mercyhurst College community?       
	Item/Quantity
	Purpose
	Description
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	TOTAL PROJECTED COST OF THIS EVENT
	$


Event #7 Name: 











1.)  Proposed Date of Activity:       
A. Or, you can check the proposed term of the event       Fall       Winter       Spring
2.)  Proposed Location of Activity:       
3.)  Purpose of Activity:       
4.)  Description of Activity:       
5.)  Estimated Attendance:       
6.)  How will this event benefit the Mercyhurst College community?       
	Item/Quantity
	Purpose
	Description
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	TOTAL PROJECTED COST OF THIS EVENT
	$


Event #8 Name: 











1.)  Proposed Date of Activity:       
A. Or, you can check the proposed term of the event       Fall       Winter       Spring
2.)  Proposed Location of Activity:       
3.)  Purpose of Activity:       
4.)  Description of Activity:       
5.)  Estimated Attendance:       
6.)  How will this event benefit the Mercyhurst College community?       
	Item/Quantity
	Purpose
	Description
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	TOTAL PROJECTED COST OF SUPPLIES
	$


SECTION II
Proposed Supply Expenses
Please list all supplies and equipment that you are proposing for the 2010 – 2011 Academic Year. These supplies should NOT be associated with any specific events previously listed in this application. Examples of acceptable items include a copy card or paper for general promotion of RSCO meetings and events, pens, pencils, etc.
	Item/Quantity
	Purpose
	Description
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	TOTAL PROJECTED COST OF SUPPLIES
	$ 


SECTION III
Request Travel Authorization
All information about travel expenses, i.e. brochures, should be provided with this Request for Travel Authorization. Please note that per the MSG Finance Code, “MSG will provide limited funding for RSCO travel with travel expense in a RSCO Budget Application not to exceed 40% of the total amount awarded”.
Proposed Travel Destination #1: 

    




Proposed Date of Activity:       
                                           Length of Trip (i.e. # of days):       
Purpose & Description of Activity:       
Estimated # of travelers:       


Will this trip be open to all students?      
How will this event benefit the Mercyhurst College community?       
How will costs for this trip be offset (i.e. fundraisers, money from department, etc.)?      
Please list the anticipated costs of the trip below.
	Item/Quantity
	Purpose
	Description
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	TOTAL PROJECTED COST OF THIS TRIP
	$

	TOTAL AMOUNT ANTICIPATED TO BE OFF-SET BY THE RSCO
	$

	AMOUNT REQUESTED FROM MSG FUNDING
	$


Proposed Travel Destination #2: 








Proposed Date of Activity:       
                                           Length of Trip (i.e. # of days):       
Purpose & Description of Activity:       
Estimated # of travelers:       


Will this trip be open to all students?      
How will this event benefit the Mercyhurst College community?       
How will costs for this trip be offset (i.e. fundraisers, money from department, etc.)?      
Please list the anticipated costs of the trip below.
	Item/Quantity
	Purpose
	Description
	Amount

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	TOTAL PROJECTED COST OF THIS TRIP
	$

	TOTAL AMOUNT ANTICIPATED TO BE OFF-SET BY THE RSCO
	$

	AMOUNT REQUESTED FROM MSG FUNDING
	$


SECTION IV
Miscellaneous Information
Please provide information on any funding that you anticipate receiving from departments, offices, organizations, etc. for your RSCO in the 2010 – 2011 Academic Year.
	Department, Office, Organization, etc.
	Amount

	
	$

	
	$

	
	$

	TOTAL PROJECTED AMOUNT
	$


Please provide information on fundraisers that your RSCO plans to hold for the 2010 – 2011 Academic Year:
	FUNDRAISING DESCRIPTION
	Amount

	
	

	
	$

	
	$

	TOTAL PROJECTED AMOUNT
	$


RSCO Budget Application Totals
Total Projected Event Expense: $



     (from Section I)
Total Projected Supply/Equipment Expense: $    

     (from Section II)
Total Projected Travel Expense:  $



     (from Section III)
Total Projected Non-MSG Income: $                         
     (from Section IV)

Application Summary
 FORMCHECKBOX 

Completed RSCO Budget Application Packet 
 FORMCHECKBOX 

Attached RSCO Membership Roster
 FORMCHECKBOX 

Provide any supporting documentation for Request for Travel Authorizations 
This Budget Application MUST be filled out electronically. It should be downloaded and completed in a Word document. Once the document is completely filled out it will need to be emailed as an attachment to the MSG Treasurer at msgtreas@mercyhurst.edu. The MSG Treasurer will email you back to verify the application was received. 
TOTAL AMOUNT REQUESTED FROM MSG: $ 
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