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ARIZONA STATE UNIVERSITY




Organization Name: ____________________________

Hearing Date: __________________________________

Hearing Time: __________________________________

The Associated Students of Arizona State University

Undergraduate Student Government Senate 

(Tempe Campus)
Seventh Legislature

Tempe Campus Clubs and Organizations Appropriations Application

Winter 2009-2010 
Appropriations Funding Cycle

**This funding cycle will only be for events and programs that will take place over Winter Break and during the first TWO weeks of the Spring semester.**   The Funding Cycle for the entire Spring semester will take place during the first two weeks of the Spring semester.
Dates and Deadlines for the Winter Packet

Tuesday, November 24th 2009 (Decisions will be sent out by December 5th
All the applications need to be turned into the 3rd floor of the M.U. in the ASASU Business Office room 310C by 5:00pm.
***The online sign-up sheet for all club leaders to pick an appropriation hearing time will be available on November 20, and the link will be sent out via email.***
Inside, you will find all of the information your organization will need to apply for appropriations.  Please make sure that you completely understand the rules and regulations of the Appropriations cycle.  If you have any questions, please contact Senate President Sharvil Kapadia at sharvil.kapadia@asu.edu or Appropriations Chair James Seidman at jlseidma@asu.edu 
When filling out the information about your planned activity, the date must be filled in.  If you believe you have a good reason for not filling in a date for your activity contact Sharvil Kapadia at sharvil.kapadia@asu.edu or James Seidman at jlseidma@asu.edu.  

Make sure to bring a budget or detailed outline of how your club plans on allocating the appropriated funds. This will not only help facilitate timely hearings, it may aid your club in maximizing its potential funding amount.  Generally speaking, the more concisely and fully you can demonstrate your need for funds and how you will use the funds, the better your chances of getting the money you requested.
POLICIES AND PROCEDURES:

Please review this notice BEFORE spending any money.

1. Your first step in spending any funds should be to contact the ASASU Business Office for consultation 14 days prior to the event.  Many times we can pay for your expenses directly – avoiding a time consuming reimbursement.  The ASASU Business Office is located in MU 310C.  Jean Bettis should be your primary contact.  Niesha Whitman, Angela William and Dan Ashlock can also help you.

2. Please make sure all the proper documentation for your expenses is submitted with the RFF: 

a. All requests must have a completely filled out RFF (Request for ASASU Funds).  In the case of a reimbursement, the RFF must have the person or group that actually paid for the expense listed as the one being reimbursed. 

b. Any request involving food must include a completed Business Meals form and a list of attendees of the event.  Any food purchased must have an itemized receipt.  If you are using Aramark, ASASU can pay this expense directly for you. 

c. If your group is being reimbursed and they have never been paid before in the Accounts Payable system, we will need a Substitute W-9 in order to add this group to the Vendor Tables. 

d. If a speaker or performer is being paid, we will need a DPSO form (Departmental Professional Services Order).  Per accounting policy, we must pay the speaker or performer directly.  A student or group is not allowed to pay for their honorarium/expenses and then be reimbursed.  We will also need a W-9 for the speaker or performer. 

3. Per ASU FIN policy 420-01, any reimbursement to a faculty, staff, student or student group in excess of $1000 is strongly discouraged.  When you discuss your situation with the ASASU Business Office, we can identify methods for payment that will not violate this policy. 

4. Any groups receiving funds toward travel expenses also need to work with the ASASU Business Office before they make any travel arrangements so that proper procedures can be followed and it can be determined which expenses can be paid directly. 

5. Student organizations may use an ASASU Purchasing Card (P-Card) for certain purchases.  To use a P-Card, please make a reservation with the ASASU Business Office 24 hours in advance.  You will need to have all your paperwork completed and signed by an USG officer before you are allowed to check out the P-Card.  The P-Card cannot be kept overnight. 

6. Please review the list of prohibitive expenses for the University at http://www.asu.edu/aad/manuals/fin/fin401-03.html.  An ASASU staff member can help you understand any potential prohibitive expenses.  Regardless of what has been appropriated, the University cannot pay for certain items.  Requests that have been common from student organizations include:  flowers and live plants; gifts and/or gift certificates; charitable organization donations and their events; and, parking fines.

7. All requests for reimbursement must have a proof of payment included. 

8. Please ask an ASASU Business Office staff member to review your paperwork when you bring it in for processing to make sure you have all the proper forms and receipts.  This will avoid delays in processing. 

Ultimately, our goal is to assist student organizations with utilization of their appropriated funding in a timely manner.  If you should have any questions about accessing your appropriations or other funding issues, please let one of the ASASU staff members know.

The Student Organization Resource Center, also located on the third floor of the MU, can assist your organization in many ways including officer transition, student risk management, promoting your organization, best practices and workshops and more!  Visit www.asu.edu/clubs for more resources.

Please read this page carefully. It is a condensed version of Title VII in our Bylaws giving rules and regulations for funding.  Sign on the line acknowledging that you have read and understand the information.  If you wish to obtain a copy of the USG Bylaws please see the USG Office Specialist Senior or the USG Website.

Rules and Regulations Set forth by the USG Bylaws
The following are general provisions for requesting funding through USG:

· The organization must be a member of the SORC and have at least three (3) active members.

· No money can be funded for an event before final approval. 

The following criteria shall be considered in determining funding:

· Number of students benefited, inside and outside the organization.

· Quantity of students participating in the event or activity.

· The organizations previous use of ASASU funds.

· Efforts by the organization to generate funds or provide services for students.

The following are not eligible for funding through USG:

· Activities that subsidize University administrative services.

· Activities restricted only to the organization’s members.

· Activities that discriminate on the basis of race, religion, sex or sexual orientation.

· Salaries or wages; scholarships or cash awards; communication services, tolls or charges; office supplies or postage, gift cards.
· Cash honorarium for speakers.
· Sports activities covered by the club sports account (Student Recreation Center).

· Activities that pose a substantial risk of death or serious injury.

· Capital goods.

· Charitable Events.

Purchases totaling that are more than $1000.00 cannot be reimbursed, they must be paid directly through the ASASU Business Office.

The Appropriations Committee reserves the right to make decisions regarding appropriate club spending in funding clubs and organizations, but attempts to do so in a fair and non-biased manner. 

Funding for convention or conference travel, lodging or registration will only be given if:

· The organization demonstrates a clear need for funds.

· The conference/convention will provide information that will benefit the organization and the University in the future.
When funding becomes available for an organization, they must abide by the following guidelines:

· Funding through USG for an organization’s activity must be made obvious by affixing the following to all non-permanent publicity materials:  “Funded in full (or in part) by the Undergraduate Student Government, Associated Students of Arizona State University.”

· Funding does not constitute co-sponsorship and organizations assume risk and responsibility for liabilities and insurance.

The above is a condensed version of Title VII of the USG Bylaws.  If you have any questions or concerns about funding for your organization please speak with the Appropriations Chairman.
James Seidman, Chair of Committee on Appropriations
jlseidma@asu.edu
Sharvil Kapadia, President of the Senate
Sharvil.kapadia@asu.edu

EXPECTATIONS
What to expect when you/your club or organization representative comes in for an Appropriations Hearing:

· What is the most important item in your budget without which you would not be able to hold that particular event?

· How will this benefit the ASU/college/Tempe community?

· What fundraising have you done so far?

· Specifics about each and every event you are requesting funding for?
SENATOR CONTACT INFORMATION

	Senator
	Email
	Office Hours

	James Seidman, Chair
	jlseidma@asu.edu
	Mon/Wed 3:15-4:15, 
Tu 1 :15-3:15, 
Th 10:15-11:40

	Cody Bannon
	cody.bannon@asu.edu
	W 11-1 :00 (Dean’s Patio) Th 4 :00-6 :00

	Madeline Grade
	madeline.grade@asu.edu
	Please email

	Kumuda Pradhan
	kkpradhan@asu.edu
	M : 9-11:45, 2-4:45. 
W : 3-4:45

	Christopher Hoopes
	christopher.hoopes@asu.edu
	Tu/Th 12-2:00, Fri 10-12:00

	Gregorio Montesdeoca
	gregorio.montesdeoca@asu.edu
	Wed/Fri 12-3:00


All office hours are held on the third floor couches near the USG offices unless otherwise noted.

Undergraduate Student Government

Associated Students of Arizona State University

Funding Application for Appropriations

Winter 2009 Funding Cycle
Organization Name (no acronyms): 







Hearing Date: __________________________________

Hearing Time: __________________________________

Faculty Advisor’s Name: 










Person Making Request: 












Title: 










Email: 










Phone: 







Org. Mailing Address: 







Is your organization currently registered with a College Council? 

Yes / No / Not Sure

If yes, which College Council?
____________________________________________

Please answer the following questions:

1.
Is this organization currently registered/updated with the SORC?
Yes  /   No

2.  
Does your organization collect dues from its members?

Yes  /   No


If so, how much? 







3.  
Has this organization received funds from any other ASU Body?
Yes  /   No


(PAB, College Council, etc.)

If so, how much?







4.  
Has this organization attempted to raise its own funds?

Yes  /   No


If so, how? 










5.  
Has the organization received funds from ASASU before?

Yes  /   No

6.
What is the number of active members in your organization? 




7.       What is the purpose, or overall goal of your organization? 




































8. Please attach sheets of paper that separately details each event or project that you would like funding for.  Be sure to include a budget for that event or project.  You must include the date that the event or project will take place.  Also, include justification for each event or project that you are applying for.

By signing below, you acknowledge that you are the designated budget/financial leader from your organization. You also acknowledge that your group will abide by all University and USG funding rules and procedures.
Signature




Print Name



Date
Applications are due as follows: 

Tuesday, November 24th 2009 (Decisions will be sent out by December 5th

Applications are due by 5pm to the ASASU Business Offices on the 3rd floor of the Memorial Union


ASASU Business Office Staff

Hearing Date:





 Time:



Room:
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