WELCOME TO THE
S.A. BUDGET
TRAINING
' WORKSHOP.

BE SURE TO SIGN IN




Getting Started

|. Introductions:

&8 S.A. Treasurer: Abiola Akinyemi
g Il S.A. Advisor: Angela Dreessen
Procurement Office: Al Mueller
Accounting Office: Keith Jackson

organization can:
I submit a properly prepared budget request for next year
I properly spend any FY10 SA allocated funding




Welcome

Il. Spending Allocated Money
lll. Advisors
V. Budget
A . Budget Process
B . Rules
C . Preparing Your Budget
D . Special Budget Items
V. Miscellaneous
A . GeneraRules and Policies




Finance policy

%\{I) ¥, | E The SA Finance Policy is available online at,
L e hitp://www.sa.niu.edu/main.html



http://www.sa.niu.edu/




Expenditure Authority

E All purchases with university funds must be doi
by Procurement or a faculty or staff member th
Is authorized by Procurement to serve as a
purchase agent/representative.

E Students araot authorized to purchase on
behalf of the University or a funded Student
Organization.

E Purchases made without authorization will not |
reimbursed.




SPENDING FORMS

rrl/

All Accounting and Procurement forms
will be completed by S.A./SILD staff.
Signatory authority will be solely with
SILD staff.

2 E Organization leaders and advisors are
responsible for submitting expenditure
forms




Purchase Order Requisition

. E Will be completed by SA/SILD staff,
however appropriate documentation Is
reqwred to be submitted for processmg




Contractual Services

E Organizations shouldever payfor Contractual
services and then seek reimbursement. If the
organization goes ahead and pays they will not
reimbursed.

E Before contracting an NIU student who is a
foreign national the organization must gain
written approval from the International Student:
Office.

E An NIU employee is paid using the Additional
Pay form. See the SA Office Manager when yo
are paying an NIU employee for a contractual
service. ss




Gifts

S

E No gifts of any sort are allowed for purchase
with S.A. funds.

E These include gift cards, candy, cards,
flowers, etc.

E All expenditures have to have a business or
programmatic purpose.




Contracts

Students or Advisors may not enter into or agree to any
contracts for speakers, speak
groups, DJs, etc.

All contracts must be reviewed, edited, and signed by the
Director of Student Involvement & Leadership Development
(SILD).

Only an authorized University Official can enter into a contract.

| f proper approval was not gr
agency, entertainment groups, etc., the organization and its
officers can be held personally liable for the contract fees.




Conference Policy

E All conference attendance and travel must be
approved by the SA in advance.

E When groups go to competitions/performances,

they go with the intent to represent the
University and the student bodly.

E Funds for travel may be allocated when
members of the organization submit the proper
paperwork in a timely fashion.

E All university and state travel guidelines apply.

E An advisor (or an SILD pre-approved substitute)
must travel with students.




Travel

E All travel must be approved by the SA in
advance.

E See SA/SILD staff prior to making any travel
arrangements to make sure all SA, university,
state regulations are met.

E Advisors will utilize a Travel Voucher for
reimbursement for approved expenses. Form
available on thé\ccounting Website

E Advisors may request a Travel Advance for
students traveling with them.



http://www.finfacil.niu.edu/PeopleSoft/Forms/FSForms.htm

Tax Reimbursement

E In the rare occasion that an advisor is granted
authority to purchase on behalf of the universit
then the following tax information is applicable:

E Northern Illinois University is a tax exempt enti

I Preapproved advisors can request a copy of the
uni versityos sales t ax
office manager or accountant. Vendors are not
required by law to honor this tax emption but mos
In the DeKalb area will.

i Sales tax paid will not be reimbursed.




Essential Documentation

E Proper support should be provided for all
financial transactions:

i **Who purchased the item?
Alf the response to this is something other than NI

T W

- W
T W
- W

you must have authorization in advance.
nat was purchased?

nere did the purchase take place?
nen did the purchase take place?

Ny did the purchase take place?




Budget Process




Step 1:

J penalty taken off the actual allocation for each day
/S |ate).

, Turn your budget request in to one of the following:
e | a. S.A. Treasurer

@0ae) b.  S.A. Accountant
S C. S.A. Office Manager

You must receive a receipt when your
organization turns in a budget request.




Step 2:

A E Your organization will present its budget request
%/ /& Dbefore the Finance Committee at a predetermined
date.

E Your organization must contact the SA Office
Manager, to schedule the meeting appointment. The
SA Officer may be reached by phone at 753-0486.

on the date and time assigned.

» E Each Organization will get 10 minutes to explain their
budget proposal and 5 minutes for questions and
answers at their assigned Finance Committee
meeting




Step 3:

Once all budget requests have been
presented to the SA Finance Committee,
the committee will then make final
recommendations to the Senate.

allocations the organizations will be
contacted by the SA. This will be late In
the spring semester.




Appeals by Organizations

Organizations are able to express concern about their
budget throughout the budgeting process, especially at
the Finance Committee presentation.

The Finance Committee makes a recommendation to the
Senate on each budget allocation request. The Senate
then reviews each recommendation and decides on a final
allocation.

Organizations that have concerns about their budgets
may be present at the Senate meeting when their budget
IS being reviewed.

Please contact the SA Treasurer if you would like to know
when your organizationos bu
Senate.




Budget Rules




Budget Rules

1.  No religious organizations will receive SA funding.

2. No organizations that are affiliated with political
parties or that engage solely in the backing of
political causes or candidates will be SA funded.

3. No individual social fraternity or sorority will be
considered for SA funding.

4. No organization whose members are receiving

academic credit for participation in the
organi zationdos acti viti e

5. Overseas travel will not be SA funded.




Budget Rules cont.

No pre-professional development organizations will
be SA funded.

No organization with restrictive membership will be
funded, including but not limited to g.p.a. or certain
declared majors. Anything that is not open to all
NIU students in good standing will be considered to
have restrictive membership.

All budget requests must be properly
submitted. Any organization that fails to submit a
budget request by the deadline without justifiable
cause presented to, and accepted by, the Finance
Committee will not be funded for the following

fiscal year.




Budget Rules contd.

L 9. Budget requests, that are vague, incomplete, or improper shall

| ii8  be returned to the organization submitting the request and that
organization shall not be considered for an allocation unless
the request is properly prepared and resubmitted before the
deadline to turn in budget requests. Failure to comply with this
provision will result in your budget request being denied.

¥ 10. At least one organizational representative who helped to

prepare the budget request should be present at the

organi zationb6s presentation to
organization fails to have a representative present, the

Finance Committee will proceed to act on the budget request
without the representation of the organization.




Advisor

# E Each organization must have an advisor. The advisor
& must be a fultime regular faculty or staff university
employee. The role of the advisor is to oversee the
organization and make sure it is doing whatever is in th
best interest of the organization and to assist the
organization in fulfilling and obeying all applicable SA
and NIU policies. Organizations may have more than c
advisor, however they may have only one primary
& advisor who must be registered and approved by the S,
SEIA B2 £ Any advisor changes must be reported to the Student

: : Association within 14 days of the change by submitting
an updated Officer Form. An Officer Form can be
obtained from th&A website



http://www.sa.niu.edu/




\ "4 ETOBE ACCEPTED, ALL
O# BUDGETS MUST BE PRODUCED
USING MICROSOFET EXCEL!!!

E All questions must be answered
(typed) and included with your
budget request.




1 . What 0s 1 n

Many organizations have names that are acronyms, which can

be confusing to people who know little about the organization.

| f your organizationds name 1| s al
meaning of each letter.

Please list the full name of your organization, as you would
have it appear to uninformed people.

Does your organization have an S.A. mailbox? If not then you
need to apply for one so information can be sent to you.
Applications can be picked up at the S.A. office CLB 180, or
printed off the SA website.

Organizations who donot have an |
mailbox on file will still be held responsible for any information
that has been mailed out.

Informational mailings will also be posted on the SA bulletin
board, outside of the SA office, for those without a mail box.




2. Past Uses of Student
Assoclation Funds

E Sometimes organizations get an allocation and
see it as a lump sum. It is important to remember
that the money allocated is for a specific purpose.
In that respect, the Finance Committee will be
taking into account:

a. Comparisons of the current budget allocations with
present yearo0s actual expend,]

b. Whether allocated funds in the past were used for their
stated purpose.

c. If the organization ever had a deficit and if so, what were
the circumstances?




3. Balance of Programs

For previously funded organizations, the Finance Committee
will examine the timing of events to ensure that a well-
balanced program is presented to the student body during
both semesters.

Organizations are urged not to delay activities until the middle
of the spring semester, unless the event is specifically meant
for the spring, because such delays may be viewed as
Improper planning, which weakens the position of an
organization to receive funding.

In other words well-balanced, well-timed programs are
essential.

What specific events were sponsored by the organization
during the last year? Please include event names, dates,
number of attendees and the cost.




4. Number of
Students Served

going to appeal to all students, well-attended
events are definitely an asset to an organization
and the campus.




5. Adherence to Regulations

E All organizations must adhere to the S.A.
Constitution and Bylaws, as well as all Financial
Policies and Procedures.

E All funded organizations must also adhere to
deadlines set by the Treasurer and/or the
Finance Committee. These include but are not
limited to:

I budget requests, conference information, trip reports,
and stipulations that are put on budget allocations.

i All organizations must attend an annual budget
workshop and any scheduled Treasurer meetings.




6. Duplication of Efforts

The SA reserves the right to deny funding to
new organizations whose scope, purpose
and/or planned activities are essentially the
same as existing organizations.

Organizations that already receive funding will
under no circumstances receive funding from the
S.A. for programs or services that are already
provided by the University or other public
agencies.




/. Size of the Organization

Individual members of organizations benefit by
being involved in the planning and production of
events and providing services. Thus, members
receive a greater educational experience than those
students who simply attend the event or receive the

service.

While attendance at an event will be viewed as
Important, the overriding factor to determine funding
will be the documented number of active members

In the organization.




8. The Mission Statement

Why is a mission statement important?

m/

It gives your organization a purpose that is readily identifiable in
all aspects of your organization.

It represents the views of the membership.

It outlines the activities of the group and communicates what
Sservices your organization provides.

|t should explain your organizat.i

It should also include input gathered from the organization so it
reflects the personality of the group.

Last but not | east, A mission stoa
members to join and serve as a motivating tool for current
me mber s. 0O

|l t I s your organizationds missior
section of the SA website, if you have one. Please make sure
your mission statement is grammatically correct, using correct
spelling and sentence structure.




O. The Vision

Okay, | have a mission, but why do | need a vision?
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9\ y.. % First your organization must ask itself some basic questions:

E Am | in my position to do something or am | in this position for
something to do?

B . q isomet hingod is.
3 M J‘ o :
L& = You basically state

EIlf your answer is fito do somet hi
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What are Visions?

E They are statements of destinations, an ideal or unique image of the
future.

E Animage of what the people of the organization want to become.
A vision answers the following questions:

E What do we want to be, what is the best we can be, what is the ideal
future of our organization?

E When creating a vision you can expect that getting the whole
membership to share the vision will be a challenge.




10. Promotion

E Promotion is critical for organizations to succeed.

E Where you place flyers is important. Where do you
advertise?

N

E Do you use the Northern Star or EZ System?

E As important as what your fliers say, it is also
Important to inform the student body that all your
programs are open to all and funded by student
activity fees.




Publicity

E All public communications from any student organization receiving
funds from the Student Association shall state the following i S A
Funded and O plreese conomunichtibns shall include, but
are not limited to, television, radio, and newspaper advertisements.

E | fSA Funded and Opentoallo does not appear o
communication outlets your materials can be subject to removal until
the corrections are made.

E Organi zations may al so publ dEMAILZ e
System. This is a weekly web naotification that alerts students with an
active z-account on up coming events. This service is available on the
SA and NIU websites. (This wil/ |




N

E Do you know how long you have been on campus?

E How has your organization changed from when it
was started?




12. Membership Reqguirements

The Student Association is always looking for ways to help promote diversity
and equal opportunities, and organizations may require certain abilities or
talents of its participants. However, in order to receive funding the right to
apply for membership in such an organization must be available to all
interested students.

All student-funded organizations are open to all.

Outside of this, are there any basic requirements that you look for regarding
membership?

What was your total membership last year?
What is your total membership this year?

Do members in your organization pay dues? (No SA funded organization shall
require students to pay dues to become a member).

If so, what are dues collected used for?

When dues are collected the S.A. Treasurer needs to be notified.




13. Fundraising
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A4 = C Inorder to ensure that you can provide all of the
programs your organization wants, what are some

of your fundraising options on and off campus?

N

E Do you engage in any fundraising activities such
as, food sales, raffles, etc?




14. Departments and
Organizations

E Organizations with activities closely related to the function of
departments should first try to obtain funds from those
departments.

E If denied, the organizations must obtain a statement from the
department head explaining the refusal. This statement does
not guarantee that the organization will receive funding from
the S.A.

E Does your organization help fund any events cosponsored by
a department on campus?

E If so what departments and how much do you provide?

E Do you receive any money from any departments on campus,
If so which ones?




15. Gatherings/Meetings

NGV, | E1 t 6s al ways i mport
L\ 4 located in places that are accessible to
students.

SO [ \Where and when are your meetings
held?




16. Outside Accounts

7 i E If charges or problems arise with a bill paid from

¢ Iy an outside account the current elected officers of
your organization are liable for the account and
the bill, and not the University.




organization ran into while trying to fulfill its
goals?

E How were these problems solved?




18. Conferences/Competitions/
Performances

you, through your organization, attended any
conferences / competitions / performances?




m/ m; m; m;

19. Food

Organizations hold events in many different ways.

In the past the Finance Committee has funded
organizational events where ethnic food is served.

Does your organization plan to have any catered events?
How much did you spend last year on catered events?
How much do you intend on spending this year?

Is the food you are purchasing ethnic in origin?




20. Justify the increase

E Currently the Student Association funds 77 organizations and
we receive over 100 requests for funding every year.

E The Finance Committee only has so much money to allocate
to the 100+ organizations that seek funding every year so
whether you are an organization seeking funding for the first
time or an organization seeking increased funding you must
be sure to make a good case for your organization.

E The programs and events offered must have significant value
to warrant 1 tdos funding when
funding.

E If you are in need of an increase please indicate why, what for
specifically, and please list as many details as possible.
Include the total amount of the increase.




21. Co-programming

E Many times organizations decide to plan programs
with other organizations in which a common goal is
shared.

E What are the organizations you have worked with in
the past and which ones do you plan on working
with in the future?

E How much does your organization give to other
organizations, outside programs, and events each
semester?




previously stated, such as awards or special
recognitions.

E What has your organization achieved in this
past year?




23. Elections

E All funded organizations must have officers elected by
either (1) their membership or (2) the total student body.

E We recommend that elections take place in the late
spring semester so new officers can plan for the fall
semester properly.

E Once the new officers/Executive Board are elected, all
officer forms from the S.A. and the University should be
updated immediately.

E Please complete the on-line forms on the SA Website
and deliver them to SA office Manager.

EHow does your organizat i




24. List Future
Equipment Needs

, . |\ E Items over $100.00 and with a life span greater
‘ than 2 years are considered equipment. Now
answer the following about the equipment that you

want to replace:
A Purchase date and cost of original equipment (or estimate)

A Life span of equipment
A Current condition of equipment

*NOTE: ALL EQUIPMENT IS THE PROPERTY OF THE UNIVERSITY




25. Important Issues

E What are some of the important issues on campus

that you feel require the attention of your
organization?

E What might your organization want to do about it?

E How do you feel student government as a whole can
make this happen?




BUDGET SUBMISSION

E Budget copies submitted should be sets of staj
sheets of paper which contain the information
outlined in this presentation.

E Please do not use binders, folders, or other typ
of fasteners or paper holders when submitting
your budget copies. These submissions take a
of shelf space and are easier to store and hanc
they are stacks of stapled sets. Thank you.




PREPARING YOUR ACTUAL
BUDGET REQUEST: THE FORMS

All forms are available online at www.sa.niu.edu

E All forms must be completed (Typed) and
Included with your budget request. Two (2) hard
copies of your budget request must be submitted
In addition to the original.

E An electronic copy of the budget request forms
must also be submitted.

E All budgets must be produced in Microsoft
Excel! 4 A



http://www.sa.niu.edu/

ANNUAL BUDGET APPLICATION
Submit To S.A. Treasurer
Organizationb6és Name:
Please Spell Out All Acronyms

Number Of Active Members:

Number Of Active Members 1 Year ago: 2 Years ago:
Is your membership open to all NIU students: Yes No
Do you receive funding other then your S.A. budget: Yes No

If yes, then estimate outside funding below:
Membership dues:
Departmental Funds:

Fund Raising

Gifts

Other

Total Outside Funding
When and where does your organization meet?
Treasurer Phone:
President Phone:
Faculty Advisor Phone:

Department Office Location




STATEMENT OF COMPLIANCE
We, the undersigned representatives of

Organi zationds Name (Spell Out Al Il Ac
Which is requesting funds from the Northern lllinois University Student
Association for fiscal year 2005-06, do hereby signify that we have read and
understand the Student Associationds Byl aws f
organizations. We hereby agree to comply with them at all times, and to be
held completely responsible for any deviations from the Bylaws or this

agreement.
Presidentds Signature
Treasurer6s Signature
Faculty Advisords Signature
State of lllinois
County of DeKalb
Subscribed and sworn (or affirmed) before me on this day of
, By
Month Year
Notary Public

My commission expires

This Form Must Be Completed and Submitted
Return to the Student Association, Campus Life Building, Room 180.




Advi sor 6s For

NOTE (The president and faculty advisor need to fill this form out separately)

Your Name:

The purpose of this form is to gather information about the leaders of our
campus. Although positions change along with entire E-boards under
circumstances, it is always nice to know whom we are working with currently.
Please answer the following questions listed below.

1. What are your goals for the organization this year?

2. What organizations are you responsible for as faculty advisor?

3. Are there any new steps you will be pursuing in order to keep track of
things this year?

4. Contact information: Phone and Email Address:




Funding Sources




Funding

E Allocated Funding
E Supplemental Funding




SA Funding

S.A. General Funding Policy

Funding for organizational budgets is allocated from money
collected from Student Activity Fees which are generated from
Northern lllinois University fee-paying students.

Usually, the amount of money requested by recognized
organizations exceeds the amount of money collected.

In light of this, the funds that are available are allocated in a
manner by which the interest of the NIU student body will be
best served.

Funds are distributed in a way that encourages the growth of
educational, cultural, social, recreational, and other co
curricular activities on the Northern lllinois University Campus.




First Year Organization

E First year organizations are not eligible
to recelive funding.




Second Year Organizations

E During the second year, organizations may
receive an allocation from the Supplemental
Fund.

E In addition, a second year organization may
ask for funding as an annual budget for the
next fiscal year, if they have been granted
permission to do so by the SA Senate. The
budget for the first year of funding may not
exceed four hundred dollars ($400).







