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Associated Students, Inc.

California State University East Bay
25800 Carlos Bee Blvd. UU 314 Hayward, CA 94542-3011 Tel: (510) 885-4843   Fax: (510) 885-7415

Student Organization Committee 

Policy and Procedures

 SEQ CHAPTER \h \r 1
The mission of the Student Organization Committee is to support student organizational activities that will directly enhance on-campus life, and allow students to develop leadership and other skills.  It is important for clubs to note that receiving Student Organization funds is a privilege and not a right, funds will be considered for distribution on a first-come-first-served basis.  The Student Organization Committee is entrusted with the responsibility for ensuring that  funds are allocated wisely and as fairly as possible. 

I. Student Organization Operating Procedures

A.  Request(s) must be turned in at least three (3) weeks prior to the date of the event, but not more than one   quarter. Exceptions may be made at the discretion of the Chair of the Board of Directors. Once the student/group/organization has received approval of funding from the Student Organization committee, issuance of checks and purchase orders take approximately 2-3 weeks from the day that all necessary paperwork is completed and turned in.

B. Board approval must be secured at least two weeks prior to the scheduled event.

C. The Student Organization Committee retains the right to evaluate how organizations use funds for programs. 

D. Any organization, or the representative of that organization, which violates the Policy and Procedures may be subjected to penalties up to and including a moratorium on any request through the Student Organization Committee for a period of not more than two year.  

E. Representatives of all organizations receiving funds through The Student Organization Committee are required to be recognized by the Office of Student Life and Leadership.

F. Organizations may appeal non-monetary Student Organization Committee decisions through the ASI Board of Directors.

G. Members serving on the Student Organization Committee or any other ASI committee or board, may not present a proposal for funds or attempt to persuade ASI to vote on behalf of their organization’s proposal.

H. The Student Organization Committee will set a side $100 per request for assistance with special needs accommodations.  The $100 amount will not count towards your total request for funds.   Student Organizations and clubs are advised to check with Disabled Student Services (x5360) for information on special needs.

II. Procedure for Submitting Requests for Program Funding

A. Recognized student organizations (those having charters with the Office of Student Life and Leadership) must submit a complete, accurate and detailed application for the event or activity to show precisely where the funds will be spent using a Funding Request Form. The forms are available at the Associated Students Incorporated (ASI) office.  Forms must be typed, or legibly printed, and filled out completely.
B. The Funding Request Form must be submitted at least three (3) weeks prior to the event.  If time sensitive payment is required (check, purchase order, speaker/music payment), please note that the ASI Business Office will need at least 1-2 weeks to process the paperwork once the event has been approved by the Student Organization Committee  Board and all necessary paperwork has been turned in.

C. Student Organization Committee Funding Request Forms are due four days prior to the Student Organization Committee  board meeting (Meeting day and time are subject to change, please check with the ASI office in UU-314 for current information.)  Forms turned in later than 5:00 pm on that day will be held over to the following Student Organization Committee board meeting.

D. Students submitting Student Organization Committee Funding Request Forms are expected to read these guidelines completely prior to filing a funding request form.  Failure to do so is not a reason for incomplete or incorrect funding request forms to be approved.   

III. Funding Request Form Policies & Procedures - refer to this section when completing the Request For Funding Form

A. Organization and Account Information
1. Organizations must have current charters with the Office of Student Life and Leadership, and be in good standing with the University as determined by the Office of Student Life and Leadership.

2. Organizations requesting funds through the Student Organizations Committee must be debt free with the University and ASI unless prior arrangements have been made.

3. The President and the Advisor from the requesting organization must sign the Funds Request Form before their requests may be considered.  Additionally, contact information for the President, VP/Treasurer and Advisor is necessary in case the Chair of the Student Organizations Committee needs to contact a representative regarding the Funds Request Form. Their signatures will indicate that they have read the funding Policy and Procedures, understand them, and know of no activity in their organization contrary to the Policy and Procedures. The officers’ signatures on the Funds Request Form  will carry the signing power for the organization.

B. Program Information

1. The basic premise for which funds will be allocated is to promote on-campus programming and is based on the general contribution of a program to the on-campus cultural, educational, recreational or physical well-being of all CSUEB students.  Student funds will not be used to support off-campus programs, activities, events, faculty or staff expenditures with the exception of conference registration fees for students as stated in the event funding information section below.

2. Multiple organizations participating in a single event and wishing to receive funding for the event may be funded provided that the total amount of money for the entire event divided amongst the organizations does not exceed $2,500.00.  

3. An organization's activities that are sponsored by Associated Students, Inc. must be open to all CSUEB students. 

4. The Student Organization Committee reserves the right to define an “event” for the purposes of this subsection.

C. Event Funding Information

1. Registration:
a. Conference fees:

i. Organizations may receive a maximum of $175.00 per fiscal year per person and only up to 5 people, to be used for conference registration fees only.

ii.
Proof of conference attendance will be required by the Student Organization Committee members.  A receipt from the conference attendance registration must be submitted within 5 business days upon return to the University.  If no receipt is submitted, then the Associated Students, Inc. Business Office will debit the allocated amount from the Club account.
2. Advertising:
a. All advertisements for ASI funded events must have the ASI logo appear on the document. Size stipulations are as follows:

1. Logos on a quarter sheet flier must be 2” x 2”. 
2. Logos on a full sheet flier must be 3”x 3”. 
3. Any flier that is larger must be at least 4” x 4”. 


b. Organizations may receive funding for organization advertisement (i.e. pens, flyers, etc.).  Business cards are not considered to be advertising for the purpose of receiving Student Organization Committee funds.

c. All advertisements for Associated Students, Inc. funded programs must have the following statement in at least 12 point font comparable to Times New Roman: 

“If you are in need of a reasonable accommodation in order to participate in this event, please call (then include a contact number) to make arrangements prior to (then place a date not later than two weeks prior to the engagement date).”  This is in accordance with the Americans With Disabilities Act.  If reasonable accommodation is needed, then additional funding to cover the reasonable accommodations above and beyond the original funding request is allowed.  Evaluation of request for additional funding will be done in cooperation with the Student Affairs department at Cal State University East Bay
d.
Organizations requesting Student Organization Committee funding are required to submit final draft copies of proposed advertising to be left with the Associated Students, Inc. Business Office, e.g., flyers, posters, pamphlets, newsletters, etc. along with their proposal for funding prior to the Student Organization  meeting when their request will be considered. The Student Organizations Committee reserves the right to withhold payment of advertisements/subsequent vendors to those groups/organizations who fail to submit samples of advertisements. For news letters and digital media must have the following disclaimer next to the ASI logo “The views expressed in this document are not necessarily the views of Associated Students, Inc.”
e.
The Student Organization Committee reserves the right to stipulate additional requirements as it sees fit or may refuse funding.

f.
The ASI Chair, Vice Chair or the ASI Executive Director may authorize minor changes in advertising should the date, time, or on-campus venue change; however, any fundamental change in the advertising will require the sample material to be submitted to the Student Organization Committee  prior to the expenditure of funds.  Sanctions may be imposed for failure to adhere to this regulation. 
3. Food:
a. Organizations may receive funding for food/beverages, to be used at an ASI funded organization event.  If funding is approved for food, the club is responsible for submitting original receipts for food expenditures. 

b. Food and beverages will not be authorized for organization or club meetings 

c. No alcoholic beverages will be funded
d. Clubs or student organizations may not combine quarters for a larger funding request

e. Events or banquets held in off campus restaurants will not be funded 

f. Graduation requests for food from the various colleges will not be funded

g. Student organizations may request funds for on campus graduation parties 

4. Clothing:  

a. Funding may be used for clothing items during the academic year
b. A final draft copy of the proposed shirt must be submitted with funding request form to be left with the Student Organizations Committee.  All clothing requests will be approved by the ASI Board of Directors upon approval from the Student Organizations Committee
5. Artist/Speaker Fees:
a. Travel and related expenses including but not limited to meals and lodging will not be funded
b. A Speaker Performance Agreement must be signed and returned by the artists and/or performer ten (10) 
Business days prior to the event.   Speaker Performance Agreement forms are located in the ASI office.  The ten (10) business days advance deadline must be adhered to by organizations contracting through ASI.  Meeting the deadline is the organization's responsibility.  Failure to meet the deadline will cause the ASI Board Chair or ASI Executive Director to cancel the Speaker Performance Agreement and the funds will revert to the Student Organization Committee.  Student organizations will then be liable for all costs which would have been covered by Student Organization Committee funds had the organization met its obligations under this paragraph.  Payment by check will be mailed to the designated speaker on the Speaker Performance Agreement within a ten (10) business day period following the performance.  There will be a cap of $1,000.00 per quarter for honorariums/speaker’s fees.  The Student Organization Committee reserves the right to allocate funds based on the anticipated attendance at the event the speaker will be engaged.  The Student Organization Committee may require that the club or organization requesting the funds cosponsor with another club or organization should it determine that the attendance is insufficient to justify the cost.

6. Event Cost
a. Information must be as true and accurate as possible and verified by the presenting organization’s president and advisor.

b. The Student Organization Committee reserves the right to check all price quotes for program expenses.

7. Amounts Requested from ASI

a. Student Organization Committee funds may not exceed $1,000.00 per organization for any one event.  

b. Organizations may receive a maximum of $1,000.00 to be spent per quarter.

c. Groups must spend the funds as approved by Student Organization Committee. Special consideration may be made through a written request to the Student Organization Committee Chair, at least ten (10) business days prior to the event in question.

d. Funds must be encumbered or spent for the submitted event and will be deducted from the monetary cap of the quarter in which the event took place.  Any unspent funds will revert to the Student Organization Committee account, unless otherwise specified by the Student Organization Committee.

e.  Clubs and organizations hosting activities/events must build into their Student Organization Committee request a $75.00 request for accommodation to support disabled students.  This is not included in the $1,000.00 maximum cap per quarter as stated in section III:C:7:b.

f.
The Student Organization Committee reserves the right to affix additional stipulations regarding the reception of funds.  This includes but is not limited to requiring the dispersal of information to departments and other organizations following conference and presentation of materials in a public setting.

8. Club/Other Funding Sources: All funding sources for an organization’s proposed event must be disclosed in the application form including but not limited to those requests from other departments and/or organizations and funding requests coming from a co-sponsoring organization.

9. Clubs must be prepared to match 10% of the total amount requested from Associated Students, Inc.  The 10% must be designated on the ASI Request for Funding Form as Club match and the total amount

IV. Funding Limitations

A.
Funds will be allocated for on-campus programs only with the exception of conferences as noted in Section III:C:1 of this policy.  The purpose of this provision is to develop student activity on campus and to reduce ASI’s liability for off-campus activities.  Each request will be considered on a case-by-case basis.  
B.
Under no circumstances is anticipated revenue received from any event or activity using funds contributed by ASI to be used to fund that event.  ASI will not donate, contribute to, sponsor or financially support any event or activity in which the organization is planning to use revenue generated through ticket or concession sales or any other event driven revenue stream to fund the event.  It is ASI’s intent to avoid financial liability by having to financially “rescue” an event or activity after the fact should sales fall short of projected revenues.
C.
In the event that an activity or event is determined to be “high risk” by the ASI Executive Director acting in his/her capacity in consultation with the ASI Attorney, the CSU Risk Management Authority, and the appropriate authorities of the Cal State, East Bay campus, and the proposal is denied, then the student group or organization may appeal the decision of the Student Organization Committee  to the ASI Board of Directors for further deliberation.  The decision of the Board of Directors is final. Some examples of high-risk events include but are not limited to martial arts demonstrations, sporting events, pyrotechnical uses and firework shows, concerts.

D. ASI will not fund any Student Organization event in which alcohol is served.

E. Funds allocated for an event/activity must be used exclusively for the activity approved by the Student Organization Committee.  Once the event/activity has taken place, unused funds will revert back into the Student Organization Committee budget for reallocation during Student Organization Committee hearings. 

F. Organizations may not use funds designated on their proposal and approved by the Student Organization Committee for any other expenditure without the approval of the Student Organization Committee.

G. The ASI Board and Student Organizations Committee will not authorize reimbursement for prepaid purchases made by any organization or entities that are external to the organization.


1.
An exception will be made for conference registration fees in which prepayment was necessary to secure attendance. 

H. Funds will not be allocated where the primary spending will be used:

1. For personal benefit of certain individuals.

2. To finance political campaigns or candidates.

3. To violate CSUEB policies, or Local, State, or Federal Law.

4. To support university departmental activities.

I.
The Student Organization Committee will not consider funding for any debts incurred or financial obligations of an organization prior to a Student Organization Committee hearing.  In addition, organizations entering into any agreement, either oral or written, for products or service, with the expectation that Student Organization Committee funds will be forthcoming are solely responsible for the funding service of that agreement.  In short, no organization is authorized to obligate ASI in any matter. 

J. 
The Student Organization Committee may ask any organization to provide a certificate of insurance naming the Associated Students, Inc. and California State University, East Bay as additional insured for those events it deems necessary to ensure that ASI does not bear sole liability for claims resulting from the organization’s activities or events.

K.
Items funded with Student Organization Committee funds will not be sold for profit. 


L.
If the specified event is already being co-sponsored by ASI in any manner, student groups and organizations may not request additional monies through the Student Organization Committee to further fund the event. 

M.
The ASI Student Organization Committee is authorized to reject any proposal whether or not the proposal meets all the 

criteria of these guidelines.

N.
The ASI Student Organization Committee will not authorize funds for speakers/performers who reside outside of the United States of America.  This provision will prevent entanglements with the Internal Revenue Service and the Franchise Tax Board over taxes to be levied from the fees earned by a foreign national whose home country tax laws may differ from those of the U.S. and the State of California.

O. The Student Organization Committee may elect to divide the total budget into amounts to be allocated each quarter to ensure that there are sufficient funds available throughout the year.  However, the Student Organization Committee will not authorize funds for club activities/events once the funds in the Student Organization Committee account are exhausted.   

V. Procedure for presenting Student Organization Committee requests
A. A club representative must fill out the Request For Funding Form (See Attached) in its entirety with all appropriate and original, receipts, invoices, estimates and or quotes. 

B. Submit the Request for Funding Form to the ASI Business Services Office in UU 314.  Your request will be date stamped and forwarded to the Chair of the Student Organization Committee for review and agenda approval. The representative of the club listed on the Request for Funding Form will be notified when the club or organization request will be heard.

C. A representative of the organization who is knowledgeable of the details of the request is required to attend the Student Organization Committee meeting at which the organization’s request for funds is agendized.  The representative will present the organization’s proposal and answer questions directed to him/her from the Student Organization Committee members.

D. Should there be no representative present; the item will be held over to the next Student Organization Committee meeting, unless it is the last Student Organization Committee meeting of the academic quarter.

E. Should no representative be available for the meeting following the meeting the item was first proposed on the agenda, then the item will drop off the Student Organization Committee Agenda. To be placed back on the agenda the organization must resubmit its request to the ASI Student Organization Committee Chair, for the next regular meeting of the Student Organization Committee.

F. If an organization’s representative fails to make a presentation on an item agendized for the last meeting of an academic quarter, then that item will have to be re-agendized by submitting the organization’s request to the Student Organization Committee Chair for the next regular meeting of the Student Organization Committee in the following quarter.

G. The Student Organization Committee will evaluate funding requests based on club account balances.  No more then 10% of the Student Organization budget can be allocated at any given time.

VI. Receiving Funds

A. Distribution of funds are administered by the ASI Business office.  ASI distributes funds through the use of Request for Funding Forms. Requests for Funding Forms must always accompany original receipts, invoices, quotes or any supporting documentation used for the specified transaction.  The Associated Students, Inc. Board of Directors, Administrative Assistant will forward the Request for Funding Form and all supporting documentation for final approval to the ASI Chair, Vice Chair, and the Executive Director for Associated Students, Inc.   Once final funding is approved, a check will be generated and mailed directly to the vendor.  If the Request for funding Form is not accompanied by original receipts, original quotes or appropriate documentation then no funds will be disbursed.

B.  The officer indicated on the Funding Request form shall be charged with the responsibility of obtaining checks from the Associated Students Business Office. Checks must be picked up within ten (10) business days of notification of check disbursement. 
C. ASI does not give money directly to an organization, but rather pays the actual bill from the Student Organization Committee sponsored event up to the designated amount.   

D. Absolutely no reimbursement of past expenditures are allowed as previously stated in Student Organization Committee Policy and Procedures.
Revised by the ASI Board of Directors on June 7, 2006. 
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