STUDENT ACTIVITIES FEE

 TRAVEL APPROPRIATIONS WORKSHEET

University of Missouri-Kansas City

Student Government Association

Important Information:  PLEASE READ PRIOR TO SUBMITTING A REQUEST

1. All travel requests must be turned into the Student Life Office and date stamped a minimum of three weeks prior to anticipated travel dates.  Please make a copy for your records.  We will obtain the completed forms from the Student Life Office.

2. Only currently enrolled UMKC students may apply for travel appropriations.

3. Travel must occur during a time period a student is currently enrolled at UMKC.

4. It is a REQUIREMENT that any individual student or student organization traveling should contact their individual councils (if applicable) for travel money prior to seeking funds from SGA.  Most school councils have funds available for travel.  If your organization falls under a school council, you must have a representative from that school council sign the form in the appropriate space.  Ask the Student Life Office for additional information or assistance in this area.

5. It is the current policy of the Appropriations Committee to allocate travel funds not to exceed $400 for an individual or $800 to an organization with two or more travelers.  If you are traveling on behalf of a student organization, you must have the student organization president sign your form in the appropriate space.  Allocations for travel will only be made to an individual or student organization once per semester.

6. It is to your benefit to attach as much supporting documentation to your request.  Examples included a copy of the conference registration form, conference schedule/agenda, hotel confirmation, etc……….
7. SGA funds may not be allocated to any student or student organization for the purpose of supporting an individual’s academic needs.  For example, a student requesting funding to travel to New York to do research for his/her dissertation will not be accepted.
8. Please remember that submitting a request is no guarantee that you will receive an allocation.  Funds are limited and only those requests that show a direct impact upon the UMKC student body will be given serious consideration.

9. Once SGA has made an allocation, it is your responsibility to contact the Student Life Office for information on how to properly obtain your reimbursements.

10. Please read over the attached bylaws for specific policies.

Thank you for your interest in SGA Travel Appropriations.  If you have any questions, comments or concerns please contact the SGA Comptroller at 816-235-1426.  Good Luck!

*PLEASE TYPE OR PRINT NEATLY* PLEASE TYPE OR PRINT NEATLY*
STUDENT GOVERNMENT ASSOCIATION

TRAVEL WORKSHEET

1. Date Submitted:__________________________

2. Date(s) you plan to travel:__________________________________

3. Name of Person Submitting Proposal:___________________________________

4. Mailing Address:____________________________________________________

5. Email:_________________________________________

6. Daytime Phone:______________________  Evening Phone:_________________

7. Are you traveling on behalf of a recognized UMKC Student Organization?

YES

NO

(Circle one)

If YES, what Organization? _____________________________________

Signature of Organization President:______________________________

8. Have you or your organization requested funds from your school council?

YES

NO

(Circle one)

If YES, did you receive any funds?     YES 
NO   (Circle one)

Signature of School Council Representative:________________________

If YES, how much did you receive? _____________________________

If NO, what reason do you have for not requesting funds? _____________

________________________________________________________________________________________________________________________

9. What is the Conference/Event?_________________________________________

_____________________________________________________________________

10.  Where is the Conference/Event Located? ________________________________

_____________________________________________________________________

11.  LIST the names and Social Security Numbers of ALL who plan to travel.  Attach an additional sheet if there are more than four people.
Name:________________________________ SS#__________________________
Name:________________________________ SS#__________________________

Name:________________________________ SS#__________________________

Name:________________________________ SS#__________________________

12. IMPORTANT:   ATTACH AN ADDITIONAL SHEET EXPLAINING HOW ATTENDING THIS CONFERENCE/EVENT WILL BENEFIT UMKC, YOUR ORGANIZATION AND YOURSELF.

13. BUDGET:


	EXPENSES
	DOLLAR AMOUNT
	TIMES   (X)
	NO. OF STUDENTS
	TOTAL

	Registration:
	
	
	
	

	Transportation:
	
	
	
	

	Car
	
	
	
	

	Plane
	
	
	
	

	Lodging:
	
	
	
	

	Motel/Hotel
	
	
	
	

	Misc. Expenses:
	
	
	
	

	Total Request ABOVE:
	$
	
	
	

	(Minus other sources of funds)
	-  $
	
	
	

	TOTAL AMOUNT REQUESTED
	$
	
	
	



14.  Signature:

I can attest that the information submitted above is correct and grant the Student Life Office permission to check the enrollment status and GPA (if needed) of the students listed above.

_____________________________________
______________________________

(signature of person submitting request)

(Print Name)

Please return to the Student Life Office, G-6 University Center.   Remember to keep a copy for yourself.
If you have questions or concerns, contact the SGA Comptroller at (816) 235-1426.

APPROPRIATION BY-LAWS

Last Amended and approved October 13, 2004

1. Appropriations will be made to recognized student organizations on an event-by-event basis.  Appropriation request must come on an official Event Request Budget Form. You must submit your request minimally three weeks prior to the date of the proposed activity, but it is encouraged to submit your request five weeks before the event.  Events requiring signed contracts (i.e. DJ) MUST be turned in five weeks in advance.
2. Attendance at the appropriation meeting that your request will be reviewed is highly encouraged, so that any questions that may arise may be answered.  If you elect to be present, representatives may participate during the evaluation of their request.  Once the Committee begins deliberation of the event, responses from the representatives will not be entertained, unless specifically called on by the Comptroller.  Representatives may observe for the remainder of the meeting.  If you elect not to be present, please understand that the Appropriation Committee’s decision is final.  
3. It is a requirement that all student organizations that fall under a school council first approach that council for funding prior to requesting funds from SGA Appropriations. The SGA Appropriations Committee will look at each completed form on an event-by-event basis in the order in which they are received.  Organizations may submit Event Request Budget forms at any time during the academic year.  There is no limit on the number of events for which an organization may submit proposals.  

4. Event Request Budget forms will be looked at by the Appropriations Committee at the meeting specified on the event request form. Request forms must be submitted Monday by 5:00 p.m. before the meeting specified on the event request form.  In the event that Monday is a holiday, the request must be submitted Friday by 5:00 p.m. before the meeting specified on the event request form.  All forms must be submitted to the Student Life Office, which is located in the University Center, G-7, so your paperwork can be date-stamped.
5. The SGA Appropriations Committee will allocate $60 per semester to each recognized student organization at the beginning of the Fall and Winter semester once the organization submits an updated officer listing form and roster to the Student Life Office.  Items must be submitted to the Student Life Office by the end of the fifth week of each semester to receive funds. If the funds allocated for the Fall Semester are not used by December 1st of that year the funds will be returned to the SGA Appropriation Committee to be reallocated. The funds allocated for the Winter Semester must be used by April 1st of that year or those funds will be returned to the SGA appropriation board to be reallocated.  The only exception to the deadlines is if arrangements have been made with your fiscal advisor before the specified deadlines. Newly formed and recognized organizations have four weeks after the acceptance of their constitution by the Senate to submit the above information to receive the general operating funds.  Organizations over 20 members will receive an additional $10, over 50 members will receive an additional $20, and over 100 members will receive an additional $30.  General operating funds are considered unrestricted funds (contact the Student Life Office on policies and procedures regarding the use of unrestricted funds).

6. The Student Government Association is a separate department from the Student Life Office.  A representative from the Student Life Office and/or the SGA Graduate Intern will attend all SGA Appropriations Committee meetings as non-voting participants.

7. Allocations will only be made for events that are open to all UMKC students, held on campus, and advertised as such.  In order to fulfill this stipulation, organizations must (1) post flyers with the information about the event in a manner that non-members would be able to understand, including the following phrases: “This event is free and open to all UMKC students. Funds were allocated by the Student Government Association.”  The flyer must also bear the phone number and/or email address of the organization.  

8. One original copy of an event flyer must be turned in by the date stipulated on the Appropriations Notification Form to the SGA office for posting campus-wide by an SGA student assistant.   If an organization does not meet the submission deadline stipulated on the Appropriations Notification form, the organization will be ineligible to receive funding from Appropriations for events to be held during the fifteen (15) weeks following the event funded.  The fifteen weeks will be calculated during the fall and spring academic semesters and exclude school breaks and the summer semester.  At the thirteenth week of ineligibility, the organization may apply for funding for an event to be held after the fifteen week period ends.

9. Events requiring admission to UMKC students will not receive funding unless it is (seed) money for a 
 fundraiser. 

10. All Non-UMKC students attending a SGA funded event, which is advertised off campus, must pay an admission fee which will be determined by the SGA Appropriations Committee at the time the request is looked at.  Advertising off campus includes 1) Invitations to Non-UMKC students, including faculty and staff. 2) Advertising off campus with funds, which have not come from SGA Appropriations.  Members of any organization found to be knowingly violating any of these policies will be subject to appropriate actions outlined in the Student Organization Conduct Code.

11. Student organizations may request funds for an event for the purpose of fundraising.  The original amount requested must be returned to the SGA Appropriations account from the profits generated from such an event.  All fundraising allocations must comply with by-laws.

12. Once an organization receives funding for an event they will be required to work with the Student Life Office Coordinators and/or SGA Graduate Intern to process all of the paperwork needed to successfully complete the program. This must be done by the date stipulated on the Appropriations Notification Form.   The Appropriations Committee Recommendation is final once the organization receives the official appropriations notification form signed by both the Comptroller and the Director of Student Life.

13. Organizations receiving funds must use those funds only on the event, which was proposed on the Event Request Budget form.  No major changes can be made once the committee has voted. In the event that an organization is unable to conduct the activity or if the activity is produced under projected cost, the funds awarded to that group will be brought back to the SGA Appropriations Committee for general distribution to other student organizations.

14. Organizations wishing to make minor changes to their appropriations may do so in writing to the Comptroller.  Minor exceptions are limited to slight changes in dates or budget categories.  The SGA Graduate Intern will be given authority to redirect up to $20 of the overall appropriation prior to the event without the SGA Comptroller’s permission.  Exceptions will only be given on a case-by-case basis and are to be used only as a last resort.

15. No appropriations or reimbursements will be awarded to an individual or a student organization after an event has been held.

16. No resubmitting (appeals) of a request (Both travel and event requests) that has already been funded or denied will be allowed.  This includes an event that may or may not have taken place.

17. The Comptroller, with approval of the SGA Executive Board, will appoint SGA Appropriations Committee members.  SGA Appropriation Committee members may miss two meetings per fiscal year.  A third miss constitutes removal from the Committee. SGA Appropriation members must be appointed one from each academic unit with the exception of the Arts and Science Council, which receives two representatives.  

18. Student fees may not be used to pay an ongoing permanent salary to a student who is currently employed in a full-time position by the University of Missouri.

19. Student fees may not be allocated to any student organization requesting funds for a direct contribution to a specific philanthropic organization/event, individual personal reason, and political or religious agendas.  For example, an organization cannot request that $200 be directly donated to the Salvation Army.  However, organizations may request funds for an event which is clearly not-politically one sided or is non-denominational in nature.

20. Student fees may not be allocated to any student organization for the purpose of being used to directly support an individual’s academic needs (e.g. any college credit, textbooks, etc.).

21. Student Organizations may not receive funding if an officer of their organization is not a UMKC student.  Funding may not be allocated for a non-student member of a UMKC student organization.  

22. Student organizations that receive funding from VCAC (Vice Chancellors Advisory Committee) may not apply for funding from SGA Appropriations.

23. Organizations holding any sort of program/event may only allow one non-UMKC student guest per UMKC student. This student guest must physically accompany the UMKC student presenting the UMKC student ID upon entrance to the program/event. All other guests must be charged an admission fee that will cover the cost of their dinner, activity, etc…  Any monies collected in such a manner will be returned to the Appropriations Committee for future distribution to other student organizations.

24. Student fees may be allocated to any student organization for events (e.g. conventions, seminars, competition, or conference) held away from the University if the attendance at the event can show a direct impact on the UMKC students.  Travel appropriations will be taken from the fixed amount of 20% of the Appropriations account.

25. All travel requests must first be submitted to the individual’s/organization’s school council before submission to SGA Appropriations.  Travel requests may then be submitted to the Comptroller three weeks prior to the date of departure.  Travel requests may be submitted throughout the fiscal year.  All travel requests are looked at and approved by the Comptroller and the Director of the Student Life Office.
26. Travel for organizations will be funded for two individuals up to but not exceeding $400 per person per conference, convention, seminar or competition.  Persons traveling for an organization, be it individually or in a group, are limited to one granted request per semester, for a total of $800 allocated.  Travel for an individual not representing an organization is limited to $400 once per semester.  Multiple organizations attending the same conference must submit joint requests.  You must coordinate this on your own.  Money allocated will be divided equally between all students attending.  Decisions for amount allocated will be decided on a case-by-case basis.

27. All actions by student organizations regarding appropriated money will be monitored by the Student Life Office and the SGA Comptroller.  Members of any organization found to be knowingly violating any of the above policies will be subject to appropriate actions outlined in the Student Organization Conduct Code.

28. To ensure fairness in the allocation process any member of the Appropriations Committee, or the Comptroller with direct ties to any student organization requesting funds for events will abstain from voting and discussion.  The only exception is for the Comptroller to inform the committee or organization of campus policy or by-law/constitution information.  It is the Comptroller's responsibility to excuse himself/herself or any of the appropriation members when there is a conflict of interest.  The Comptroller must choose an appropriations committee member to chair the committee in his/her absence. In this case, the SGA President/Executive officers will sign off on all documentation. When the Comptroller feels that he/she cannot make a funding decision on a travel request, the SGA Executive Board will make the decision and the President of SGA will sign off on all documentation.

29. All university general funding rules supersede any articles in this document. 

* THE DIRECTOR OF STUDENT LIFE HAS THE POWER TO OVERTURN DECISIONS MADE BY THE COMPROLLER AND THE APPROPRIATIONS COMMITTEE.  STUDENTS HAVE THE RIGHT TO PETITION THE DIRECTOR OF STUDENT LIFE CONCERNING OVERTURNED DECISIONS MADE BY THE DIRECTOR OF STUDENT LIFE.
