University of Maine at Farmington

UMF Student Club/Organizations

Financial Policies and Procedures
(Revised December 13, 2006)
Article I: Purpose 

A. 
These policies and procedures are designed to provide a closer relationship between the Student Senate and student clubs/organizations.  It should also bring further collaboration between all groups and Administrative Systems of the University of Maine at Farmington.  The main purpose for these procedures is to provide adequate controls and audit trails for all financial transactions of any student organization or other organization or person with a courtesy account. 
Article II: Student Activity Fee 
Section 1: Student Activity Fee Usage 

A. 
All student clubs/organizations Student Activity Fee (SAF) account and fundraising accounts are under the jurisdiction of the Student Senate. 


B. 
All clubs/organizations must expend funds and/or raise funds in a manner 



consistent with local, state, and federal laws and not be in conflict with any 



University policy. 


C.
Every student club/organization must have its funds on deposit at the Business Office.  It is inappropriate to have a separate account at a banking institution.  Funds in any bank account at this time should immediately be closed and brought to the Business Office to be deposited in an organizational account.  This is done to enable a smooth transition of officers without extra paperwork for finances normally required by banking institutions, and to ensure integrity and accountability in handling of the organization's funds. 


E. 
The SAF may be used to fund political or religious groups. It may not be utilized, directly or indirectly, to sponsor partisan political activities or denominational religious activities, including but not limited to, paying guest speakers to speak on their political platform or religious beliefs, buying books based on the ideas of the party or denomination, and/or buying materials that are affiliated with the party or denomination. 


F. 
No part of the SAF shall be used to fund salaries for advisors, coaches and/or 

referees. Referees may only be funded if required by league membership. Funds for membership/entrance/ or registration for sporting events may only be granted up to $40 per person per event.   


G.  
No SAF funds shall be allocated to departments within the University of Maine at Farmington or to supplement departments through student clubs/organizations to the benefit of the department.  However this does not include collaborations between departments and clubs/organizations for specific events. It will be at the discretion of the Student Senate whether funds may or may not be granted.


H. 
Student Senate encourages a diverse amount of groups to become registered 

clubs/organizations, however, in order to protect and ensure the best use of the SAF, Student Senate shall avoid funding duplicate clubs/organizations or events.  To be considered a duplicate club/organization, clubs/organizations may have similar purposes, similar programs, or similar missions. When encountered with duplicate clubs/organizations the club/organization founded first shall receive funding. When Student Senate is encountered with two recognized clubs/organizations producing duplicate events, the club/organization that has been planning a particular event longer shall receive funding. 


I.
The spending of SAF funds will be limited to the officers of the club.  In the event of extreme emergency an advisor may be permitted to get Purchase Orders or Check Requests.  This will be at the OFA’s, Officer of Financial Affairs, discretion. 

Section 2:  Media Fund 

A. 
The Student Media Fund (SMF) allows clubs/organizations, who deal with 



student media, more control over their financial transactions. To receive a full 

budget from the SMF, the clubs/organization’s main purpose and function is to communicate with students by mass media, whether it is written or spoken. The Student Senate and/or the Media Fund will decide on qualification of a 



club/organization for SMF status. 


B. 
The amount of the media fund will be determined by the Annual Budget 

Committee and will be submitted to the Student Senate with the Annual Budget for final Student Senate approval. Members of the Media Fund may choose to meet and distribute the allocated media funds among themselves. Should there be a disagreement about dispersing the funds then the Student Senate Annual Budget Committee and the Student Senate shall assume control and make the final decision on how funds are to be distributed. Any money that is not appropriated during budget requests from the SMF will be placed into a SMF reserve account. 


C. 
The SMF funded clubs will have rollover budgets and may make check requests throughout the year. SMF clubs/organizations can change their line item budgets without prior approval. The OFA still has the power to deny signing a check request. 


D. 
SMF funded clubs’/organizations’ secretaries and treasurers must meet as a 

group, in a Media Fund Secretary/Treasurer’s meeting, with the OFA during the beginning of the fall semester to go over Financial Policies and Procedures and other guidelines. If for some reason the secretary or treasurer cannot attend this meeting, a proxy from the club must be sent.  

1.  A week's advance notice of the Media Fund Secretary/Treasurer’s meeting will be given to all clubs/organizations. 




2.  All Media Funded clubs/organizations must turn in the Authorization 

form, at the beginning of the fall semester, to the Administrative Systems before their accounts will be accessible. 

3. Failure to send a representative or proxy will result in the Media Funded club/organization's funds being frozen until the treasurer meets with the OFA to go over these policies and procedures. If a new treasurer is appointed during the year, the treasurer must meet with the OFA. 

Article III: The Annual Budget 
Section 1: Budget Request Forms  

A. 
Clubs/Organizations wishing to receive SAF funding must submit an annual 



budget request form to the OFA in February of each year in order to secure 



funding for activities for the following academic year.  


B. 
The OFA shall make available the annual budget request forms no later than the last weekend of January. 


C. 
The budget request forms will be due back in the Student Senate office at least two weeks prior to the scheduled budget hearings. The dates for this will be determined and posted by the OFA.  


D. 
Failure to submit the completed budget request form by the deadline, as stated by the OFA, will result in the following. 

1.  The club/organization shall not receive funding for the fall semester of the following year.  

2. The club/organization shall be de-activated club as outlined in Article VII, and will have to follow the steps outlined in Article VIII to receive a budget.  
Section 2: Budget Hearings  


A. 
After reviewing all of the budget requests and drafting the final draft of the 



Annual Budget, the Annual Budget Committee shall meet with 



clubs/organizations and review the final numbers during a budget hearing. 


B. 
By the deadline of budget requests, each club/organization is responsible for 

signing up for a budget hearings time slot. The location will be specified on the budget request form.  Failure to send at least one representative from the 

club/organization to the club’s scheduled hearing time will result in the Student Senate going over the budget without club/organization representation. 


C. 
If a club/organization cannot make the scheduled dates for budget hearings, the club/organization is responsible for contacting the OFA to set up an alternate time. 


D.  
Any money left unallocated at the end of the budget hearings will be deposited into the Student Senate Reserve Account.  

Section 3: Adoption of Annual Budget 

A.  
Budget Requests, and funds allocated to other Student Senate accounts are a part of the Annual Budget. 


B. 
The Student Senate has final authority on all budget requests, and the Student 

Senate must pass a roll-call in favor or against the Annual Budget. The Annual Budget Committee only recommends the proposed Annual Budget to Student Senate General Assembly. 




1.  Student Senate General Assembly may choose to amend the Annual 




Budget. 

2.  Student Senate General Assembly must pass an Annual Budget for the next academic year before the completion of the spring semester.  


C. 
Upon approval of the Annual Budget, the OFA will provide the Business Office with a copy of the Annual Budget. 


D. 
The approved Annual Budget, passed by the Student Senate General Assembly, 
shall be distributed to each club/organization as well as a copy of their own line item budget. 


E. 
Any club/organization may appeal a budget allotment allocated by the Annual 

Budget Committee. Appeals must take place no later than three (3) weeks after the end of budget hearings. The appeal must be made in writing and submitted to the Club Rights and Affairs Committee (CRAC), who shall look over the appeal and review it before it is brought to the Student Senate General Assembly at the following Student Senate General Assembly meeting. At least one (1) representative from the club/organization must come to the following Student Senate General Assembly meeting to plead their case. If no representative of the club attends the appeal hearing, the appeal will be considered void.  Student Senate General Assembly will make a decision whether to accept or to deny the appeal. Accepted appeals will be treated as an amendment to the Annual Budget. 

Section 4:  Restrictions 

A.  
The Annual Budget Committee shall submit the Annual Budget at least six (6) weeks before the end of the Spring Semester.   


B. 
No money shall be allocated/promised/ or committed by any senator or officer for any purpose, either during the annual budget process or budget appeals.  Any senator or officer may be reprimanded by the Student Senate Cabinet for allocating/promising/ or committing funds for a club/organization without Student Senate’s approval. Student Senate makes the final decision on the Annual Budget and any budget appeals, no decision is final or may be guaranteed until voted and passed by the Student Senate General Assembly.  


C.  
If a line item within a budget request has been stricken by the Annual Budget 

Committee no money may be allocated at any time during the fiscal year for the stricken item. If the amount of zero has been indicated by the Annual Budget Committee on a given line item within a budget other funds may be shifted within the budget upon the approval of the OFA.  


D. 
SAF funded clubs/organizations must follow their annual line item budget as 



approved by the Student Senate. Clubs/Organizations wishing to change line 



items must have the OFA’s approval to make changes to the annual line item 



budget. 
Article IV: Student Senate Accounts for Additional Funds 

Section 1: New Appropriations Account 


A. 
The New Appropriations account is established annually for the use of recognized clubs/organizations in need of additional funds for equipment, events on the UMF campus, or when a surge in club/organization membership puts a strain on the recognized clubs/organizations operating account.  


B.  
New Appropriations may also be used to give new clubs/organizations, which 

have passed their provisional status of twelve (12) academic weeks in the fall or spring semester, a budget.  


C.  
Requests made by clubs/organizations which have not passed their provisional status, individual students, faculty, and other groups not recognized by the Student Senate shall not receive funding from the New Appropriations account.  


D.  
Funds may not be granted from the New Appropriations account to pay for 

equipment, events, or other bills made by a recognized club/organization after the occurring event. Student Senate wants to be involved in the decision making process before the fact and not forced to pay for club/organization outstanding bills.  
Section 2: Conference Account 


A. 
The Conference account is established annually for the use of recognized 



clubs/organizations, and individual UMF students who wish to partake in 



conferences and events outside of the UMF campus.   


B. 
Professional conference attendance by representatives of student 

clubs/organizations is recognized by the Student Senate and the University as a valuable educational experience.  However, due to a shortage of funds, the 

Student Senate may limit the funding provided for such conferences (i.e., field trips, travel to conferences, registration fees, entry fees, etc) 

1. Recognized UMF clubs/organizations, wishing to partake in an event off campus, may submit a proposal requesting funds for travel and registration. Student Senate shall review the proposal and attempt to provide funds when possible.  

2. Individual UMF students, wishing to partake in an event off campus, may submit a proposal requesting funds for travel and registration. Student Senate shall review the proposal and attempt to provide funds when possible. Student Senate shall not allocate more then $150.00 for registration and $150.00 for travel. Student Senate may only provide funding for one UMF student attending an event off campus when not attending with a recognized club/organization  

3.  The maximum SAF funds that may be used by clubs/organizations from the conference account is $150 for travel and $150 for registration per individual permitted by the Student Senate.


C.  
Students are encouraged to participate in student clubs/organizations and their 

activities. However Student Senate is authorized to fund individuals if it is within the Student Senate’s constitution, By-laws, and policies. Individual students wishing to attend an event, which a club/organization previously received funding from Student Senate for, must be sent to the club/organization which received the funds for the event. Funding for the event was granted once and additional funding should only be granted in cases of extreme circumstances. The reason Student Senate shall send the individual to the club/organization is that Student Senate is not authorized to appoint people for an event, it is the club/organization’s responsibility to vote and decide which members may participate.  


D. 
SAF funds must not be appropriated for lodging, meals and other expenses which are not included in the registration fee or travel.  Clubs/Organizations are recommended to take advantage of the most economic means for travel.  Early- bird registrations are highly recommended whenever possible. 


E. 
In order for a club/organization requesting funds to receive money, they must 

come to the Financial Affairs Committee (FAC) at least two (2) weeks prior to the registration deadline of the conference. Clubs/Organizations must bring all registration materials with them. 


F. 
For summer or early fall conferences requests, individuals and clubs/organizations must come to Student Senate by the last Student Senate meeting of the spring semester. 


G.  
Funds may not be granted from the Conference account to pay for events, or other bills made by a UMF student or recognized club/organization after the occurring event. Student Senate wants to be involved in the decision making process before the fact and not forced to pay for an individual or club/organization’s outstanding bills.  
Section 3: Reserve Account 


A. 
The Reserve account is established for the use of refurbishing diminishing 



Student Senate accounts, providing funds to clubs/organizations with 



emergencies, to pay for outstanding bills, donations, etc.   


B. 
The Reserve account should only be used minimally. Clubs/Organizations, and individuals are generally discouraged from requesting funds from the Reserve account.  


C.  
When funds are requested from the Reserve account for donations Student Senate may choose to allocate funds. The Student Activity Fee was established for students at the University of Maine at Farmington. Donations from the Reserve account should only be made when it has a direct effect on the students of the UMF campus.  

Section 4: Media Fund Reserve Account 


A. 
The Media Fund Reserve account is established for the use of refurbishing 



diminishing Media Funded Club/organization accounts, providing funds for 



emergencies, and assisting with financial requests made for media purposes. 


B.  
The Media Fund Reserve account shall be managed by clubs/organizations of the Media Fund. Individuals and recognized clubs/organizations who wish to request funds from the Media Fund reserve must request a meeting of the Media Fund clubs/organizations, who shall look over all proposals.  


C. 
The Student Senate reserves the right to have final decision on funds within the Media Fund.  

Section 5: Restrictions 


A. 
Clubs/Organizations requesting funds from a Student Senate account must write a proposal and submit it by email to UMFStudentSenate@yahoo.com at least 48 hours in advance.

1. The proposal must have a date, club/organization name, purpose of the request, and the amount requested.  




2. The completed proposal must be viewed by the FAC and/or the OFA 

before going before the Student Senate so that the proposal may be edited, changed, or improved. The FAC is an exploratory committee for the Student Senate and recommends changes for each club/organization 




proposal; however Student Senate has the final authority and will make 




the final decision on the proposal. 




3. Failure to bring a proposal to the FAC and/or the OFA may result in 




Student Senate tabling the proposal until it has had the opportunity to be 




reviewed by the FAC and/or the OFA. 


B. 
Clubs/Organizations may only receive additional funds from Student Senate 



Accounts once a semester. In the case that more funds are needed permission 

must be granted by both the Financial Affairs Committee(FAC) and the Club Rights and Affairs Committee(CRAC) to come before the full Student Senate with a proposal to request additional funds. Only in extreme circumstances are clubs/organizations permitted to come before the Student Senate for a second time during a semester.  If the proposal is denied by either the CRAC or the FAC then the proposal shall not go before Student Senate General Assembly.
1. In the event that either the FAC and/or the CRAC does not allow a club/organization to come before the Student Senate General Assembly an appeal may be submitted to the Student Senate Executive Board. The Student Senate Executive Board will review the appeal and decide whether or not to accept or deny the appeal to come before the Student Senate General Assembly. 


C. 
Students, and/or clubs/organizations that are participating in an event that is 

receiving an academic credit from the University, or attendance has been mandated by an academic course,  the club/organization may not ask for funds from the Student Activity Fee.  This will be at the discretion of the OFA in cases where the club has no control over the staff involved.

D. 
Funding for lodging may not be granted from a Student Senate account. Lodging is an expense that Student Senate expects clubs/organizations to fundraise for. 


E. 
When a club/organization or individual requests funds for an activity in which the UMF name will not be used or is not permitted to be used, funds shall not be granted.  


F. 
Students are not permitted to come before the Student Senate to request 

reimbursement of the Student Activity Fee. The Student Activity Fee is non-refundable.  


G. 
Individual students, requesting funds from Student Senate, must have a petition with fifty (50) signatures of support.  
Article V: Funds Availability and Paying Bills 
Section 1: Club/Organization’s SAF Account 


A. 
The Annual Budget allocations for SAF funded organizations are divided equally between the Fall and Spring semesters. Fifty percent (50%) of the total budget approved by the Student Senate for the club/organization will be deposited in their account by the first day of classes each semester unless a special request is made to the OFA. 

B. 
Other club/organization/groups not recognized by Student Senate, may not be 



granted funds from a club/organization SAF account. This is viewed as a 

backdoor way of receiving SAF funds. Clubs/Organizations/Groups wishing to receive SAF funds must be registered and recognized by Student Senate. 


C. 
SAF funds are not to be used to pay fundraising bills. 


D.  
At the end of the academic year, all SAF accounts will be closed and funds 



transferred to the Student Senate Reserve account. Exceptions include the 



Fundraising accounts, clubs/organizations that have approval for summer 



Spending.

1. SAF accounts for clubs/organizations, who have approval for summer spending, will be closed and transferred to the Student Senate Reserve account by August 15th , unless the club/organization is granted an extension by the OFA. 

2.  Accounts funded by the SMF that have approval for summer spending will be closed and transferred to the Student Senate Reserve account by October 15th unless the club/organization is granted an extension by the OFA.   
Section 2: Club/Organization’s Fundraising Account  


A.  
All funds earned by the club/organization should be deposited into a separate 

account (called the fundraising account) in the Administrative Systems. These can be spent at the discretion of the club/organization and its advisor and must be in compliance with University standards. The OFA must sign all clubs’/organizations’ fundraising check requests. 


B. 
Cash or checks collected or received by any club/organization should be 



deposited immediately in the club’s/organization's account(s) at the Business 

Office using a deposit form. In no instance should a bill be paid directly from cash or checks received as revenue. All revenues must be deposited at the Administrative Systems Office, and then a check request form submitted to pay the bills. 

C. 
Donations to worthy causes are seen by Student Senate as important contributions to our community. However donations may only be made from fundraising accounts and may not be budgeted in club/organization SAF accounts.  
Section 3: Check Request Forms 

A.  
Clubs/Organizations, with accounts through the Administrative Systems Office, must pay all bills by attaching a properly filled out check request.  


B. 
The student submitting the check request must be listed with the Administrative Systems Office as an officer of the club/organization with authorization. 


C. 
The check request form must have an invoice, bill, receipt, contract, and/or 



purchase order form with proof of appropriate expenditure; all attached 



information must be the original copy. 


D. 
Check requests for line-items in the club/organization's approved annual budget must not exceed the remaining dollar amount in that line-item, unless prior approval has been received from the OFA. 


E. 
The OFA will not approve check requests for items for which the 

club/organization was not allocated, nor will the OFA approve check requests for the transferring of funds from one budget line-item to another line-item. 



Transferring funds can be done only with prior approval of the OFA. 
Section 4: Travel Reimbursement Forms 


A. 
University-owned motor vehicles may be used by student clubs/organizations and is encouraged for any travel needs.  In order to secure a UMF vehicle, contact the Facilities Management Office about available dates and rental rates. A travel reimbursement form does not need to be completed to use University-owned motor vehicles.  


B. 
Personal cars used for club/organization trips may be reimbursed for gas at the discretion of the club’s/organization's officers and the availability of funds in the budget. In order to receive reimbursement the club/organization must submit a travel reimbursement form to the Administrative Systems.  


C. 
The travel reimbursement form must have approval from an authorized member, mileage reimbursement figures given by the University and a description of the trip.  


D. 
Travel reimbursement for line-items in the club/organization's approved annual budget must not exceed the remaining dollar amount in that line-item, unless prior approval has been received from the OFA. 


E. 
The OFA will not approve travel reimbursement for travel for which the 



club/organization was not allocated. 
Section 5: Cash Advance Forms 

A.  
Clubs/Organizations, with accounts through the Administrative Systems, in need of petty cash must submit a cash advance form to the Administrative Systems requesting petty cash.  


B. 
The student submitting the cash advance form, requesting petty cash, must be 

listed with the Administrative Systems as an officer of the club/organization with authorization.  


C. 
Petty cash, requested through a cash advance form, must have the date the petty cash was taken out, the date the petty cash will be returned will, approval from an authorized member, and a description of the petty cash use. Petty cash may only be withdrawn up to $75. A club/organization in need of more than $75, in petty cash, must have the higher amount approved by the OFA.  

D. 
The Business Office will not approve cash advance forms for clubs/organizations wanting to use petty cash for anything other then a cash box at an event. 
Section 6: Purchase Orders 


A. 
In most instances, purchases can be made through the issuing of a purchase order.  Student Senate funded clubs/organizations may obtain Student Senate purchase order forms only through the Administrative Systems.  


B. 
Clubs/Organizations must go to the Administrative Systems to receive a purchase order.  All purchase orders will be numbered and logged in the Administrative Systems. 


C. 
The student requesting the purchase order must be listed with the Business Office as a current member of the club/organization who is authorized to request a purchase order.  


D. 
In obtaining the purchase order, the student must identify the club/organization and nature of the purchase order request. Purchase orders will have an expiration date of one week following the date of issue. 


E. 
Clubs/Organizations will be permitted to have no more than five (5) outstanding purchase orders at a given time. Clubs/Organizations must return purchase orders with a confirmation of payment pending the receipt of an invoice. Exceptions may be made at the request of the OFA. All purchase orders, if not used, must be returned to the Administrative Systems. 


F. 
Any club/organization not following the procedures may be sanctioned by the 



OFA or Student Senate. Sanctions will be made in writing to the 



club/organization and a copy sent to the advisor. 


G. 
The OFA will work in conjunction with the Administrative Systems to track down outstanding purchase orders when necessary.  
Section 7: Restrictions 

A. 
Expenses may not be incurred, nor events held during vacations, semester break, or summer unless approved during the Annual Budget process or if the 



club/organization is a Student Media Funded club/organization. 

Clubs/Organizations must state where equipment will be safely stored to receive SAF funding for equipment. SAF funds may only be used to furnish office supplies for Student Senate distributed office space.  


B. 
UMF clubs/organizations cannot make orders over the phone or online that 



exceeds $500.  If an organization wishes to make purchases that exceed $500, 

they must obtain a contract for services, or an original order form, or a description of the item and/or cost of the item(s), or an advertisement of the items, etc. These documents must be presented to the Administrative Systems or OFA with the normal check request procedure being followed.  After the check has been written, the club/organization can mail the check with the order form, contract, etc. for the product or service they wish to receive. 


C. 
Clubs/Organizations are not permitted to overdraw an account. If a check request, travel reimbursement form, or purchase order is submitted for an amount which will overdraw that account, the check request, travel reimbursement form, or purchase order will not be approved until sufficient funds are in the account. If a club/organization overdraws from their account then there will be a charge of fifteen percent (15%) of the overdrawn amount assessed to their account (with a minimum fine of $50). This money will go into the Student Senate Reserve account. 




1. If the fee is assessed during the fall semester the assessed charge will 




come out of the allotted monies for the spring. 

2. If the fee is assessed during the spring semester and there are no funds available to cover the assessed charge, then the money will come from the club's/organization’s fundraising account. 

3.  Clubs/Organizations that overdraw their account may be brought before the Audit Committee for review. 


D. 
 A club/organization is not permitted to transfer funds from a SAF account to a Fundraising account without approval from the OFA. Transferring funds from one recognized club/organization SAF account to another recognized 

clubs/organizations SAF account must be done, with the approval of the OFA.  

Article VI: Financial Accountability 
Section 1: Secretary/Treasurer’s Meeting 

A. 
All student organization treasurers, are required to attend one of the mandatory Secretary/Treasurer’s meeting at the beginning of the fall semester to go over the Financial Policies and Procedures with the OFA. The OFA and the Officer of Club Rights and Affairs(OCA) may hold a Secretary/Treasurer’s meeting at the beginning of the Spring semester, if there has been a significant change in officers among club membership or if there is a request for such a meeting.  


B. 
A week's advance notice of the Secretary/Treasurer’s meeting will be given to all clubs/organizations. If the student club/organization treasurer cannot attend this meeting, the club/organization must set up a time to meet with the OFA.   


C. 
Failure to send a representative will result in the club/organization's funds being frozen until the treasurer meets with the OFA to go over these policies and procedures. All clubs/organizations must turn in the Authorization form in to the Business Office before their accounts will be accessible. 


D. 
If a new treasurer is appointed during the year, the treasurer must meet with the OFA. Sanctions may be imposed on clubs/organizations who fail to have a new treasurer meet with the OFA. 

Section 2:  Minutes and Accountabilities 


A. 
Every club/organization is responsible for having an officer act as treasurer and keep a set of books for recording financial transactions.  The treasurer should coordinate his/her books with the online Administrative Systems records using their advisor to find inconsistencies before getting assistance from the OFA.  The club/organization's financial books should allow quick reference for a balance available and to help prevent duplicate payment of bills.  In addition to the club/organization’s financial books, the Administrative Systems keeps official historical records of activity in each account, as well as the OFA of the Student Senate. 


B. 
All clubs/organizations funded by the Student Activity Fee are required to submit acceptable minutes and accountabilities into Student Senate by 5:00pm on or before the first Friday of every month during the Fall and Spring Semesters.  In cases of extenuating circumstances, the OFA must be notified prior to the deadline. Any questions should be directed to the OFA. 


C. 
The OFA shall determine what constitutes acceptable accountabilities and 

whether accountabilities may be submitted by email. The OCA shall determine what constitutes acceptable minutes and whether minutes may be submitted by email. Samples of acceptable minutes and accountabilities shall be provided by the OCA and OFA and presented to all clubs/organizations at the Secretary/Treasurer’s meeting.  


D. 
Accountabilities cannot be the transaction detail from the Administrative Systems. They must be copies of the treasurer’s books. If no financial transactions took place, this fact must be written in a letter and submitted to the OFA in place of accountabilities by the first Friday of every month. Should such a letter be submitted when there were financial transactions, the club/organization in question shall be fined for submitting faulty accountabilities and may be audited and sanctioned.  


E. 
Recognized clubs/organizations will be fined $30.00 for each unacceptable or 



missing set of minutes or accountabilities. Any recognized club/organization 

failing to turn in acceptable minutes or accountabilities once in a semester will be notified of the audit procedures which will take place after the second set of unacceptable or missing minutes or
accountabilities. 

1. After a club/organization has received a fine for failing to turn in minutes or accountabilities, the missing set of minutes or accountabilities must be turned in within twenty (20) days, or an additional fine of $30.00 shall be imposed. The OFA or OCA may choose further sanctions, at such a time in order to receive a copy of the missing set of minutes or accountabilities.  


F. 
After failing to turn in a second set of unacceptable or missing set of minutes or accountabilities, the club/organization shall be fined an additional $100.00 and shall face review and sanction from the appropriate committee.  

1. When the recognized club/organization misses two sets of accountabilities the OFA shall request to review and audit the club/organization in question before the Financial Affairs Committee. This may result in the loss of this club/organization's remaining Student Activity Fee funds for the semester, or year. These funds will be put into the Student Senate Reserve account. 

2. When the recognized club/organization misses two sets of minutes the OCA shall request to review the club/organization in question before the Club Rights and Affairs Committee. This may result in sanctions imposed by the Club Rights and Affairs Committee. All financial sanctions must be approved by the OFA and/or the Student Senate. These funds will be put into the Student Senate Reserve account. 


G. 
The club/organization will be notified in writing by campus mail to the 

club’s/organization's mailbox of any sanction affecting their club/organization.  A club/organization will be considered notified 24 hours after the mailing of a letter or violation and sanctions form.  Penalties will also be stated in the Student Senate minutes. 

Section 3:  Audit Committee 

A.  
The FAC shall act as the Audit Committee and shall be responsible for auditing any club/organization that they, along with the OFA, deem necessary.  The Audit Committee shall be formed to investigate the club/organization in question.  Findings and sanctions will be presented to the full Student Senate. 

1.   Sanctions may include, but are not limited to, fines, club probation, or defunct status.   


B. 
Upon receiving a letter of notification stating that his/her club/organization is 

being audited, a club President is encouraged to have a representative present at the following Senate meetings. Official notification of the final sanction(s) will be on a violation and sanctions form and sent through campus mail to the 



Club/Organization president and advisor. The sanction(s) will be considered 



received after 24 hours. 


C. 
The club/organization in question shall refrain from incurring any expenses from its Student Activity Fee account during the entire auditing period, starting upon notification.  


D. 
If a club does accumulate or create bills during the auditing period, these bills will be defrayed by the fundraising account of that student organization. If the amount in the fundraising account is insufficient to defray said bills, then the officers of the club will bear full responsibility for paying the remainder of the costs incurred by those bills.  The Student Senate will not allow such bills to be paid out of the budgets of student clubs/organizations.  


E. 
Investigation findings must be presented to the Student Senate at the meeting 
following the Audit Committee’s investigation. The Senate may decide to impose further sanctions, amend Audit Committee sanctions, adopt Audit Committee recommendations, or determine more time is needed to further investigate the matter. 
Section 4: Financial Sanctions  

A. 
The OFA reserves the right to impose financial sanctions, as he or she deems 



necessary, in regards to Student Senate and/or University policies. A 

club/organization will be considered notified 24 hours after the mailing of a letter or violation and sanctions form.  Sanctions should be reported during the OFA report at each Student Senate meeting.  


B. 
During an audit of a club/organization account, the Audit Committee reserves the right to impose financial sanctions, by way of majority vote among the 



membership, in regards to Student Senate and/or University policies. A 

club/organization will be considered notified 24 hours after the mailing of a letter or violation and sanctions form.  Sanctions should be reported during the Committees report at each Student Senate meeting.  


C.  
In the event that the OFA or a majority of the Student Senate believes that funds are being misappropriated, accounts will be frozen and the Student Conduct Code Officer will be contacted. Should the need arise the club/organization in question may be brought before the Audit Committee. 


D. 
Only Student Senate, the OFA, and/or the Audit Committee are authorized to fine the SAF account of a club/organization. No outside individuals or organizations are authorized to seize SAF funds for themselves. Student Senate has final authority over all Student Activity Funds and shall be responsible for applying any financial sanctions, should the need arise.  


E. 
All Policy measures are effective on a semester basis. Each organization therefore automatically starts with a “clean” record at the beginning of each semester. 
Section 5: Appeals 

A. 
Any club/organization may appeal sanction(s). Appeals must take place no later than three (3) weeks after a sanction has been given. The appeal must be made in writing and submitted to the CRAC, who shall look over the appeal and review it before it is brought to the entire Student Senate at the following Student Senate meeting.   


B. 
At the designated time during the meeting, the club’s/organization's 



representatives may present their case to Student Senate. 


C. 
Student Senate will make a decision whether to accept or deny the appeal. 

Article VII: De-Activation and Defunct 

Section 1: De-Activation 

A. 
Any group that has no budget and/or is found inactive for one semester will be de- activated.   


B. 
All de-activated clubs will have to abide by the Financial Policies and Procedures and be treated as a newly created club/organization having to wait twelve (12) academic weeks before being eligible to apply for Student Senate funding. The OFA will be responsible for reporting to the Student Senate the de-activation of a club/organization.  


C. 
De-activated clubs/organizations lose Recognition Status under the Student 



Senate thus losing Student Senate funding. A de-activated club becomes a 



registered student club/organization under Student Senate. 

Section 2: Defunct 

A. 
If there is not sufficient membership and/or participation the club/organization may be considered defunct by Student Senate.  

1. The OFA and/or OCA shall send a letter, a week in advance, to the club/organization in question, stating that the Student Senate General Assembly will be determining if the student club/organization is defunct, at the next Student Senate General Assembly meeting.  

2. Upon receiving the letter the student club/organization may contact the OFA and/or OCA and prove the student club/organization’s viability.  




3. If the OFA and/or OCA still believe that the membership and/or 




participation is not sufficient each still reserve the right to bring the 




student club/organization for review in front of the Student Senate.  

4. Failure of a club/organization to submit a recognition/registration form by October 15th will result in automatic defunct status. 


B. 
When a student club/organization is declared defunct by Student Senate its 

University accounts will be closed, and the funds shall be under the jurisdiction of Student Senate. 


C. 
Once given defunct status a club’s/organization’s remaining legally elected officers may choose to transfer the balance of their fundraising account to another UMF student club/organization. If fundraising funds are not transferred by any remaining officer, or if any remaining officer fails to contact the OFA to express interest in transferring funds, within 30 days of defunct status, then the fundraising account is seized by the Student Senate.  


D.
Clubs/Organizations will have 30 days to appeal the defunct status.  Appeals of defunct status will have to be brought before the Club Rights and Affairs Committee.  The appeal will then be brought before the Student Senate General Assembly for a final decision on whether or not to grant the appeal.


E. 
Defunct student clubs/organizations must go through the Registration Process in order to be able to have all the benefits of being a registered club/organization. 

Article VIII: New Groups/Re-Formed Groups 
Section 1: Club/Organization Formation 

A. 
All student clubs/organizations must become registered through the Student 

Senate. This gives a club/organization the right to use the UMF name and campus resources.  


B. 
During any given year, new clubs/organizations may be formed, or defunct or de- activated clubs/organizations re-formed. Such student clubs/organizations must have a constitution accepted by the Student Senate (whether funds are requested or not). These groups immediately become subject to all Financial Policies and Procedures described in this document.  


C. 
It is the responsibility of the OFA to immediately get a copy of this document to the club/organization's treasurer upon approval of the constitution, if not done 
previously. 

Section 2: Funding 

A. 
In order to receive funding from the Student Senate as a new club/organization or a re-formed club/organization, upon acceptance of its constitution, the club/organization will be under a provisional status. The provisional status is a minimum of twelve (12) weeks during the academic year, while school is in session, excluding the summer and must show evidence of its viability.  After that time, the organization shall be given an account through the Universities Business Office and may submit a budget request to the FAC, who shall review the budget request before it is presented to the Student Senate.  


B. 
The Student Senate General Assembly shall decide whether to grant a budget or not and shall also determine the amount. Any Appeals of the allotment adopted by the Student Senate will follow the same process as budget appeals.  


C.
 The OFA is responsible for providing the Administrative Systems with a copy of the approved budget.  No funds will be transferred to the club’s/organization's account(s) until the approved budget is on file at the Administrative Systems. 
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