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Terms of Agreement
· In order to receive funding, an organization must remain in good standing with the University (as verified by the Office of Student Life) and with the Student Senate Finance Committee (as verified by the Student Senate).  To remain in good standing with the Student Senate and remain eligible for current and future funding, the organization must actively participate throughout the year in its assigned Campus Life Board as run by the Student Senate Finance Committee.  The organization must also keep current officer and advisor contact information on file through the online roster system provided by the Office of Student Life.
· The organization must designate a Financial Representative to work on behalf of the organization with the Office of Student Life to disburse allocated funds (paying invoices, obtaining reimbursements, arranging for contracts, etc.).  If the designated representative changes during the fiscal year, a new Appropriations Contract must be submitted and placed on file.
· The organization is to follow procedures for expending appropriated funds as proscribed by the Student Senate and the Office of Student Life.  University Purchasing policies and procedures must be followed.

· The organization will keep accurate records of the expenditures by Account Code (“line item”) in accordance with the University accounting system and Student Senate guidelines.  Periodic reports of these expenses must be submitted upon request of the Student Senate.

· All arrangements for invoice payment must be made with the Office of Student Life at least two weeks in advance of payment due date.  Receipts for reimbursements must be submitted no later than 3 weeks after the expense is incurred or the receipt will not be reimbursed.  Student organizations must have permission from the Office of Student Life to incur expenses from April 5 through June 30.  No funds will be disbursed after the end of the current fiscal year (ending June 30).

· All income generated from an activity that is funded by the Student Life Fund will be returned to the Student Life Fund account.  Organizations charging admission to an activity will keep an accurate accounting of admission income, preferably by using numbered tickets provided by the Office of Student Life.

· If an organization wishes to change allocation of line items in its established budget, a Request for Reallocation of Student Life Funds form must be submitted and at least 7 business days prior to the expense being incurred.

· If an organization’s expenses exceed the established budget, the organization’s account privileges will be suspended until acceptable arrangements are made to reimburse the account.

· All advertising material, including broadcast advertising, must state that the activity is funded (in part or in total) by the Student Life Fund as allocated by Student Senate.  A sign at the entrance of the activity must state the activity is funded (in part or in total) by the Student Life Fund as allocated by Student Senate.
· Funded campus events must comply with the Americans with Disabilities Act.  All advertising for events must give a contact deadline and information for persons who need special accommodations.  (For example, “Persons needing special accommodations to attend this event must contact the Disability Support Services Office at 331-2490 within 7 days of the event.”)
· Any organization that is allocated funds for equipment must follow inventory procedures established by the Office of Student Life.

· If funds are allocated for travel, Travel Waiver Forms must be submitted for all funded participants prior to the trip.
· Allocated funds that are not used by the organization will be returned to the Student Life Fund at the close of the fiscal year. 

________________________________________________________________________
____________________

Financial Representative (print and sign)








Date

Last updated September 4, 2007
                     cc: RSO President, RSO Advisor, Student Senate VP of Finance, Office of Student Life

