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Financial Mission Statement

We strive to responsibly allocate funds to students and student organizations.
We adhere to uphold all following rules and regulations

Overview of Financial Handbook

The purpose of this handbook is to:
e Facilitate the Senate in funding decisions by providing reasonable and

consistent standards for fund allocations.
Provide awareness to students and student organizations regarding their
financial obligations.
Guide students and student organizations in the process of requesting
funds, and
Guide student organizations in the annual budgeting process.

The policies set forth in this document apply to students who pay the student
activities fee and can be suspended by a two -thirds majority vote of the Senate.

Background

Where We Get Our M oney & How It Is Spent

The College of St. Scholastica Student Senate receives the Student Activity Fee.

This activity fee is approximately O0.75%
are verified by the College Controller, Senate Advisor and the Senate Financial
Vice President at the beginning of each semester.

After the numbers have been verified, the Senate Financial Vice President then

transfers the funds from the College into the specific organizational accounts,

including Maintenance Organizations in accordance t o the yeards
Maintenance Organizations are the student organizations on campus that

receive all of their budgeted funds at the beginning of each semester. They are

all very active organizations, and have all proved their fiscal r esponsibility to the
Senate over the years. It works most efficiently for Senate to move the funds to

the organizationds account i mmedi atel vy,
explained later). The Financial Vice President oversees all of these
organiza tional accounts.

Also, the Financial Vice President manages the five Student Senate Accounts.
The five accounts are: The General Fund, The Project Fund, The Senate
Operational Fund, The Stipend Fund , and The Endeavor Fund




Student Senate Requlated Fund s

The General Fund is the account that Student Senate uses to debit funds for
approved unbudgeted organizational requests. This account is used to allocate

funds to clubs for expenses that were  not budgeted for during the previ  ous year.
Note : Any unused funds (excluding fundraising/donated revenue) left over in

any student organizational accounts are rolled over to this account at the end

of the fall semester and academic year.

The Project Fund contains funds that are budget  ed for by student organizations.
This account is only used when organizations request budgeted funds from the
Senate. If there are excess funds in this account, they will be rolled to the
General Fund at the end of each semester. Note: Student organiza tional
accounts, with the exception of maintenance organizations, request for the
budgeted allocations to be placed into their account. The money will not be in
your account until your request for it.

The Senate Operational Fund i s Senat eds alfund. aThese fands aven
placed in this account at the beginning of each semester, because Senate is a
maintenance organization. Senate also deposits any fundraising revenue in this
account . 't i s used for Senateds dslardery
projects.

The Stipend Fund is supplied with roughly $ 9,500 per semester, to reimburse
organizational leaders for their work. The organizations that receive stipend
funds to reimburse their leaders are Student Senate, Student Campus Ministry,
Student Alumni Association (SAA), and Campus Activities Board (CAB).

The Senate Endeavor Fund is supplied with $25,000 annually, $12,500 each
semester, from the Student Activity Fee. In addition, when rollback exceeds
$25,000, 50% of the excess may be alloc ated to the Fund when voted on by the
Senate body. As stated in the Constitution, The fund will be capped at $50,000
each year. The money in this fund will go towards enhancing student

experience on campus. At the end of the academic year, all unused fun ds will
be rolled back into the General Fund.




The Finance Committee

Each member of the Finance Committee will serve as a Financial Advisor to a pre -determined
number of clubs, although any of the following advisors may be used as a resource to a
financial matters regarding student senate.

Fund Request Procedure

Money Request Forms

If your organization needs to request funds, please come to the Senate office (T
81) to do this. Any of the Executives or Senators can help you with requesting
funds. The following is a list of forms available:

0 Budgeted Money Request (purple ) 8 used to request funds already
budgeted for

o Unbudgeted Money Request (white) & used to request funds for
unbudgeted expenses.

A The entire form needs to be filled out , if not, it will be returned
to you and wil|l not be considere
Please be as detailed as possible, and itemize all expenses
when required.

The following must be included with unbudgeted funds
requests

¢ Official documentation supporting all expenses.

e An itinerary for all retreats and conferences.
A student representative is highly encouraged to attend the
weekly finance committee meeting to answer all questions
concerning the unbudgeted request.
Itismandatory that a representative fro m the club attend the
General Student Senate meeting to represent the
unbudgeted request, or the request is automatically tabled.

o Student Expense Reimbursement Report (pink) & used to request
reimbursement funds for money previously spent on an event and a Iso used
to itemize costs for an event in which a travel advance was requested. Any
unused funds from the advance must be returned with this report(must have
receipts!) .

Vendor Check Request (green) o Used to request funds for a non -CSS
member and/or a co mpany. Documentation consisting of receipts, invoice,
etc. is required.







