SGA Budget Allocation
Guidelines and Procedures

Spring 2008 Allocations

January 2008

Dear Student Leaders:

1t@ time for the Spring 2008 SGA student organization funding process. Please read this packet carefully. Itis
important to note all of the qualifications for funding because if the budget packet is not filled out correctly your
organization will not be funded.
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The SGA Budget Request Form is two pages. Thefirst page is demographic information and will be the
Qrover pageOfor your request. Y ou need only to include one (1) cover page for your budget packet.

The President, Treasurer, and campus Advisor must sign the bottom of the first page.

The second page provides for an itemized listing: Y ou must turn in one (1) SGA Budget Request form
per event for which you are requesting funding. Place supporting documentation behind each Budget
Request form. Put all formsin order of project priority.

Please request all funding needed for the fall fiscal year that runs from August 16"-February 1%,

We have included example Budget Request Forms for each of the seven programming categories that will
help you understand our procedures and how to itemize your reguests.

In order to inform you of important policies and procedures, the President AND the Treasurer (or the equivalent for
your group Bi.e. Chair and Financial Officer) are required to attend one of the mandatory meetings held on:

Tuesday, January 15th 1:00pm  Seminar Room 4 (Monroe Lib)
or
Wednesday, January 16th 5:00 pm Seminar Room 4 (Monroe Lib)
or
Thursday, January 17th 12:30 pm Multimedia Room 2 (Monroe Lib)

The President and Treasurer need not attend at the same time if schedules do not permit. Attendance will be
taken at each meeting to ensure compliance. Y ou must plan to attend for about an hour. You must
arriveon time and will not be allowed to leave early. Funding will be refused for those or ganizations
that fail to attend the mandatory meeting or missthe deadlines.

Ten (10) TYPED copies of the SGA Budget Packet must be submitted to the SGA Office (lower level of
Danna center). Packetsaredue Friday, January 25" at 3 PM. The doorswill be promptly locked. The
budget packet may be obtained from the SGA website Bwww.loyno.edu/sga

If you have any questions regarding our procedures, do not hesitate to contact SGA Director of Finance, Jonathan
Rowan at x3357.

Sincerely,

Adam Kohler
SGA Vice-President & Chair of the Allocations Committee



SGA Budget Packet Procedures

Please read the whole document beforefilling out the SGA Budget Request Forms. All rules must be followed
exactly.

Thefollowing information is intended to aid you in requesting Student Fee money from the Appropriations
Committee of the Student Government Association. As such, if all these guidelines and deadlines are not followed
expressly as written, your organization stands to lose some or all of itsfunding. As per university regulation, any
money that is not used by an organization may be used to fund another organization. Therefore, if your
organization loses funding because it does not follow guidelines then that money can and will be used for another
organization.

Section One: Dates
Thefollowing spring 2008 dates are for all organizations.

Date Time Event/L ocation

January 15" 1:00pm Mandatory Budget Packet meeting
Multimedia Room Il (Mon Lib)

January 16" 5:00pm Mandatory Budget Packet meeting
Multimedia Room Il (Mon Lib.)

January 17" 12:30pm Mandatory Budget Packet meeting
Multimedia Room Il (Mon. Lib)

January 23" 5:00pm Optional Pre-allocation Hearing beforethe Appropriations Com.*
SGA Office

January 25" 3:00pm Budget Packets Due- NO EXCEPTIONS
SGA Office

January 25" 5:00pm Appropriations Committee meets
SGA Office

January 28" 8:00am Initial Allocations are posted
SGA Office

January 28" 5:00pm Optional Post-allocation Appeals**
SGA Office

January 29" 5:00pm SGA Senate reviews budget and tables discussion
Audubon Room

February 12" 5:00pm Senate votes and passes the budget
Audubon Room

February 13" 9:00am Final Allocations Posted

y

SGA Office

*|tisto your benefit to plead verbally your case for funding beforeinitial monies are allocated.

**Y ou must have submitted a budget packet on time in order to appeal the funding received. Y ou must have
attended the Post-allocation Appeals meeting before you may approach your Senate person to sponsor legislation
allotting your group more funds.



Section Two: Funding Criteria and Exclusions

A. Criteriafor organization activities. To be considered for SGA funding, activities must:

1
2.
3.

4,

Be in accordance with the values goals, and ideals of Loyola University New Orleans

Be primarily beneficia to the students of Loyola

Be sponsored only by a recognized student organization. New organizations that are recognized
for thefirst time are ineligible for SGA funds the same semester in which it charters

Fall within one of the categories listed in this document

B. Criteriafor organization officers. To complete the budget packet

1
2.
3.

President and Treasurer must attend one of the mandatory Budget Packet meetings
President, Treasurer, and campus Advisor must sign the Budget Packet
Ten (10) copies of the SGA Budget Request form must be submitted

They must be stapled in order of project priority

C. Programming Categories. Thefollowing may be considered for funding:

1

4.

Community Service Projects

Programs, charitable events, or fund-raisers of aservice naturethat alleviate socidl ills, promote
socia justice or that are beneficial to the Loyola, New Orleans, national or international
community.

Note: Allocations for community service may be based on the total amount of time contributed by
member s to the event and matching funds for the event contributed by the organization.

Student Programs and Performances

Social, cultural, or recreational student-run or initiated eventsthat are open to the Loyola
community and strengthen social or cultural development, traditions, and ties to the university.
Note: Requests for Bands/DJ® Performer/Clinicians require a signed letter of intent from the
performer and a W-9 form. See attached example.

Educational or Speaker Programs
Programs beneficia to the academic, leadership, career, or spiritual development of the Loyola
community.

Note: Requests for speaker honoraria or clinicians must be accompanied by a signed letter of
intent from the speaker/clinician and a W-9 form. See attached letter. Other expenses (travel,
lodging) must be requested separately or inclusive of the honorarium.

Achievement or Competition Programs
Programs of an academic, athletic, career, or performance achievement nature that bring prestige
to the Loyola community (i.e. competitions, sports tournaments, dance/musical recitals)

Note: Registration fees for a maximum of five (5) members who represent duly chartered
organizations may be allocated. Travel funds are determined by 50% or $1000.00, whichever is
less and lodging expenses for 5 member s of duly chartered organizations. Mileage should be
determined 35.5 centsa mile. A driving itinerary (e.g. mapquest.com) or flight quote should also
be attached.

For Team Travel registration fees for all participating members may be allocated. If the
registration deadline isin this cycle, apply for it now!! Travel funds are determined by 50% or
$1000.00, whichever is less of travel and lodging expense for all members.



Section Two (cont.)

5.

Equipment, Uniforms, Costumes
This section pertains in particular to Club Sports or Fine/Performing arts groups that do not
receive funding from Loyola University for operations.

Note: Relevant club sports equipment will be funded once every (5) years and uniforms will be
funded once every three (3) years. SGA will not fund equipment that can be borrowed from the
University Sports Complex. SGA will not fund parts of the uniform that are personal (i.e. socks,
knee pads, shoes etc.) nor will it fund practice jerseys. SGA reserves the right to call for a physical
count of uniforms if funding is given. Clubs are expected to have fund-raisers to raise money for
expenses. Coach@ salaries and uniforms are not funded by SGA. Costumes and materials for
costumes should be itemized under this heading.

Conferences or Travel

Conferences or conventions that promote |eadership, spiritual, career, or physical
development are valuable and enriching for the participant or organization. SGA expects
that the attendees maximize their time at the conference and share learned material with
other organization members.

Note: Registration fees for a maximum of five (5) members who represent duly chartered
organizations may be allocated. Travel funds are determined by 50% or $1000.00, whichever is
less of travel and lodging expenses for (5) members of duly chartered organizations. Mileage
should be determined 35.5 centsa mile. A driving itinerary (e.g. mapguest.com) or flight quote
should also be attached.

Publications/ Journals
Professional or academic publications that bring prestige to the university are funded.
Publications may be circulated to the Loyola community, locally, nationally, or internationally.

Note: A printer@ quote is required and minimum run to receive that price. If using Central
Reproduction use 4 cents/page for inset and 14 cents/page for card stock covers. The
Appropriations committee reserves the right to fund only a certain number of total copies.

D. Exclusions. SGA does NOT fund the following, included but not limited to:

N
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11.

12.

Office supplies (computers, postage, paper, phone bills, pens, etc.)

Publicity for programs and performances; internal publicity such as organization directories or
printing costs.

Organization advisor expenses.

Requests that are not itemized.

Alcoholic beverages for any reason.

Socia functions not of a service nature.

Awards, banquets, inductions ceremonies.

Food not essential to the maintenance of an event. Appropriations committee reserves the right to
use its own discretion in defining Gessential.O

Expenses entitled GniscellaneousOon the Budget request form.

Individual projects of aservice or academic nature. Funds for this category may be requested
through SGA Richard Frank Grants.

Expenses not part of the speaker honorarium but included in a contract (i.e. internal publicity, long
distance phone calls, and room service including food and beverages).

Individual and/or chapter national dues or insurance.



Section Three: Procedure for completing Budge Packet

A. General
1. Any organization representative may appear before the Appropriations committee to

discuss the budget packet at the scheduled optional pre-allocation hearing.

2. Appropriations committee convenes to determine initial allocations.

3. Organizations not satisfied with the initial allocation may appear beforethe
committeeto discusstheir budget packet at the post-allocation appeals hearing.
Organizations that choose to appeal must have submitted a budget packet on time.
Appropriations committee makes necessary adjustments and sends the budget to
Senate for approval.

6. Organizations must have attended the post-allocation appeals meeting before
approaching a Senate person to sponsor legislation allotting your group more
funds.

7. Senate debates and passes total semester budget.

8. Final alocations are posted outside the SGA office.

9. Officersarethen required to meet with SGA Director of Finance to discuss
university procedures for the disbursement of funds.

a s

B. Instructions. To complete the SGA Budget Packet:

1. Complete section 1-4 REQUIRED information on the SGA Budget Request
Form.

2. Complete one (1) project budget request form for each event, conference,
etc. for which you are requesting funds. All budget requests must be
completely itemized. Budget requests that are incomplete or improperly
submitted without supporting documentation shall not be considered for
funding.

a. Pay careful attention to rules listed in Section 2 C 1-7 for
requesting funds for speakers, travel, or registration fees. See
example requests in the back of this document.

3. All eventsmust belisted in order of priority from most important to
least important. Any event that does not fit the finding criteria, regardless
of priority, will not be considered.

4. If two or more organizations co-sponsor an event, the request for funding
should clearly indicate all of the organizationsinvolved but only one of the
Co-sponsoring organizations should request funding for the entire event.

5. Request $50 or less for non-essential food.

6. Pizzashould be priced at $6.00 per pizza

7. SGA Fall fiscal cycleis August 16 BFebruary 1

8. SGA Spring cycle year is February 2 BAugust 15



Section Four: Rules Governing Fund Disbur sement

A. General.

1

10.

Funds alocated in the final, approved organization budget may ONLY be spent
on those events specifically approved in the itemized request. If afunded event
isrescheduled, the Director of Finance must be notified immediately.

Any unauthorized expenditures or contracts made by an individua or
organization that have not been approved by Senate are the sole responsibility of
that organization or individual.

The Director of Finance must approve all transfers within a budget in writing.

An organization will be expected to spend all the money it has been alocated; if
for some reason an organization does not spend money allocated, they must
notify the Director of Finance one (1) week prior to the event funded. If the
Director of Finance is not notified, Appropriations committee reserves the right
to enforce penalties for future funding of that organization.

All remaining money in the organization® budget thirty (30) days after the event
shall lapse back into the SGA account for available use. Said funds may be
allocated to another organization through a Sensational special grant process.

Funds appropriated by the SGA may be spent to pay for debts contracted only in
the current SGA fiscal cycle. All other debt will become the sole responsibility
of the organization.

Organizations that owe outstanding balances to other university departments or
outside entities may be penalized by the Appropriations committee and refused
SGA funding until said bad debt is resolved.

The Appropriations committee reserves the right to draft policy and present such
policy to the Senate for approval.

The Director of Finance reserves the right to enforce penalties for future funding
from any organization that does not strictly abide by this code.

Organizations failing to comply with procedures set forth in this statement of
financial policy, or any other document of the Student Government Association
or Loyola University shall be subject to penalties and/or student organization
discipline hearings.

B. Procedureto Receive Allocated Funds.

1

Complete the SGA Expenditure Reimbursement Form within ten (10)
business days after the event and submit to the Director of Finance. Valid
receipts must accompany all Requests for Reimbursement For ms.
Additional fundswill not be allocated to an organization under any
circumstancesif outstanding receipts are due.

Only the President or Treasurer is allowed to pick up checks. The Director of
Finance will call when checks or merchandise are available.



Section 5 DSGA Budget Packet Funding Violations

Code

Description of Violation

Event does notfall within avalid programming category: Community Service, Student
Programs or Performance, Educationd/Speaker, Achievement/Competition Program,
Equipment/Uniforms/Cogumes, Conference/Travel, Publication/Joumd

Technical cut: Budge Packet was not propely completed: missing names, signaures,
dae, time, place, email, phone etc. Fallsoutsde SGA fiscal year. Did notattend
mandaory meeting.

Club Sportsviolation. Funding of equipment will beevery 5 years and uniforms every 3.

o0

Documentation is missing or insufficient. No letter of intent from speaker or degjay
provided. No price quotes ontravel, hotel, equipment, etc. supplied.

Expenses for organization advisor(s) are notfunded.

Foodnot essential to the maintenance of an event.

QO|mm

Soda fundion nat of aservice naure. SGA does notfundrecruitment activities or
parties.

Award ceremonies, indudions formals, banques and/or prizes are nat funde.

Imprope or incorrect itemization of event.

Sl i

Alcoholic beverages are notfunded even if covered in the cog of roomrental or catered
food. SGA doesnotfundany event for any reason tha ishdd at a ba/tavern.

Individud and/or chgpter insurance or dues are notfunded.

—|X

Individud projects are notfunded. Requests mug be madethroughSGA Richard Frank
Grants.

Miscellaneous: expenses listed as OniscellaneousOare notfunde.

Z|Z

Expenses not part of a spesker honomrium butinduded in contract (roomservice, long
distance phonecals, etc).

Office supplies are notfundal: pagper, podage pens phones, etc.

T 0

Publicity for an event or organization will notbefunded: printing of organizationd
directories, advertising of meetings or flyersfor variousorganization events.

Clothing not essential and of a persond naureis not funded: t-shirts, etc.

Registration fees for upto 5 members only.

Service contracts for cell phones, janitorial service, etc. are notfunded.

=0 |0 O

Travel (airfare, hotel, gas, vehiclerental, etc.) nothdved. SGA funds50%or $1000
whichever isless of travel andlodging for up to 3 membersonly.

c

Cog-cutting and/or low priority given to event. SGA student fee allocation budge is
limited and SGA cannot support 100% of every program and/or request. SGA
Allocation Committee reservestheright to makes cutsto reach budget numbers.

Tax, Shipping and Handling

Blanket allocation to be used at the group® discretion

Mathematical error

Organizationd retreat for members only (notregiond or nationd conference)

Violates university policy, local, state, or Federal law

>IN|<|x|s|<

Off campusbendfits can only receive up to $1,000worth of funding.




Example Letter of Intent from a Performer

Date

ABC Organization

Loyola University New Orleans
Box 1, 6363 St. Charles Ave.
New Orleans, LA 70118

Dear President,

Contingent upon your organization receiving funds, | agree to provide the following service:

Check One

Music performance consisting of set(s) of minutes each with number of
minutes breaks.

DJservices consisting of set(s) of minutes with no break.

Speaking or Performing Arts event on the following
topic:

Services are tentatively scheduled for (date) from
(time).

My agreed upon fees are itemized below:

$ performance fee.
$ airfare/travel fee.
$ lodging fee.

$ other:

$ GRAND TOTAL

| understand and agree that this is not a contract but merely aletter stating my ability to appear at Loyola
once funding is approved. Furthermore, | understand that only your organization advisor may enter into a
contract (verbal or written) for my services.

Sincerely,

Signature of Performer

Name

Address




SGA Budget Packet Checklist

1. Required information for section 1-4 is on the SGA Budget Request Form.
2. President, Treasurer, and Advisor have signed the SGA Budget Request Form.

3. All eventsfall into one of the eight programming categories funded and meet the criteria and
specified guidelines.

4. A priority number has been assigned for each program and clearly marked on the form. The
Budget Packet is stapled with cover sheet (section 1-4) on top followed by each event in
descending priority order (1% priority is first page after cover).

5. Event costs have been itemized correctly. Please note specific criteriafor travel and
registration fees!

6. If applicable, Letters of Intent and a W-9 from a performer have been attached to the packet.

7. 10 stapled copies TYPED of the SGA Budget Request Form have been submitted



1C
Budget Packet Review Meeting Times

Please feel freeto stop by the SGA office and talk to either the Vice President or the
Director of Finance if you haveany questions or would like usto look over your
budget packet.

Adam Kohler
amkohler @loyno.edu
SGA Vice President Hours

Jonathan Rowan
j prowan@loyno.edu
Director of Finance Hours

***D isclaimer: Reviewing packets does not mean that you will be allocated your
desired amount.***



