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FINANCIAL INFORMATION 

&

BUDGET REQUEST PACKET
2011 – 2012 Academic Year

Upcoming Important Dates 2011-2012

SBA Treasurer Training
Wednesday, September 7, 2011 (3:35-4:55 pm in Room 108, or 9:15-10:45pm in Room 108) 

Budget Request Forms due
Wednesday, September 14, 2011 by 5:00 pm in the box outside the SBA office (10 three-hole punched copies are required); (Friday, September 16, 2011 by 5:00 pm for 1D class only in the event of a run-off election)

SBA Budget Meeting
Sunday, September 18, 2011 (sign up for 10 minute time slot on sheet on SBA office door available Thursday, September 15, 8:30 am until Saturday, September 17, 5:00pm)

Approval of SBA Budget
Sunday, September 25, 2011 – 6:00pm
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Introduction

Dear Student Leaders,

This budget packet contains important information that your organization will need throughout the entire academic school year and during the Student Bar Association (SBA) budget request process.  This packet contains key definitions and terms that will assist you in understanding the SBA’s fund disbursement policies and the SBA’s management of your organization funds. 

The SBA is funded entirely from the fees collected from each student’s tuition.  To help protect those funds, it is very important that the financial policies and procedures outlined in this packet are followed by all members of your organization.  The SBA’s goal is to help ensure the smooth facilitation of student activities and to protect student organization funds from misappropriation, so your adherence to these polices will greatly aid these goals.

This year, the SBA has been allocated $32,000 for the 2011-2012 academic year, amounting to $16,000 for each semester.  Each year, the SBA reserves a small portion of the allocation in order to provide supplemental funding to groups who identify an event following the budget process.  This reserve should not be used as a fallback, as the reserve is minor and will be used in emergency situations only.

By attending the OSA Leadership Meeting and the SBA Treasurer Training, you agree to familiarize yourself with the important terms and concepts that explain your role and your organization’s role as recognized student organizations.  These meetings also demonstrate the SBA’s role as the distributor and manager of the funds.  

We recognize that the purpose of student fees is to fund student activities; therefore, if your organization’s funding needs to be changed throughout the year, please communicate those changes as soon as possible so that we can make every effort to assist your organization.

Have a wonderful and productive year!

Sincerely,

Fahim Hemani

SBA Executive Board Treasurer

Treasury Policies and Procedures

The following policies and procedures explain how the SBA treasury functions – you should refer to them throughout the year.  These are not instructions for completing your budget request.

1. Generally.   The SBA will budget for the entire 2011-2012 academic school year for all student groups during the September budget process.  During this process, groups should request funding for both the Fall and Spring semesters.  An additional opportunity will be provided to request additional Spring funding through the Spring Supplemental Budget Process. 

2. For-Credit Activities.  The SBA shares responsibility of funding co-curricular activities (activities for which students receive academic credit for participation) with the Administration of the Law School.

a. Outside Activities. The Administration funds “outside” activities (i.e., activities requiring travel, such as competitions or conferences) for credit-bearing groups.  

b. Inside Activities. The SBA maintains an account for each credit-bearing group.  Any fundraising money deposited by the group may be accessed at any time by the same process used for SBA groups. All other requests must be explicitly approved in writing by Dean Cobb or Andreas Ortmeyer before the SBA will process the request.

3. Class Operating Funds.  Each year, the SBA Budget Committee will determine the amount that each class shall receive.  The SBA will use numbers provided by the Office of Registration and Enrollment to determine the number of students in each class.  Class size will be determined on the first day of each fall semester. 

4. Student Group Operating Funds.  Each student group shall fall into one of three funding categories (General Student Groups, Limited Student Groups, and Inactive Student Groups) in order to achieve three primary goals: 

a. To more efficiently and better utilize student fees in promoting the students and the University of Maryland School of Law; 

b. To create budgetary incentives for cooperative programming between student organizations; and 

c. To promote the self-sufficient development of student organizations.  

The SBA Budget Committee shall determine which category each student group falls into by considering each student group’s past record and proposed plan. 

5. Student Group Categories.

a. General Student Groups (GSGs).  GSGs shall be comprised of all those groups not expressly designated as Limited Student Groups (LSG).  GSG organizations must adhere to the requirements listed below in order to receive operating funds and to be eligible for restricted funds.  If the SBA Budget Committee believes a GSG organization has satisfied such requirements and approves funding for that student organization, that GSG shall automatically receive a fixed amount of “Operating Funds.” Operating funds are determined by the SBA Budget Committee in September and will be announced once the final budget has been approved by the SBA.  
Requirements for GSG Organizations.  If the SBA Budget Committee does not believe the following requirements have been adequately satisfied by a GSG organization, the organization will be placed on probation (causing it to be categorized as a LSG organization).  Each GSG organization must:

(i) Comply with the provisions of Article X(E) of the SBA Constitution.

(ii) Be required to send a representative to the Office of Student Affairs Leadership Transition Meeting each Spring and other meetings deemed necessary and appropriate by the SBA President and Treasurer.

(iii) Maintain and keep a stated goal or purpose, a Constitution and a current list of members on file with the Student Bar Association and the Office of Student Affairs.

(iv) Be open to all students of the University of Maryland School of Law.

(v) Be required to hold at least one fundraiser per semester, raising a minimum of $50 per semester.  Fundraising activities shall not conflict with class fundraising efforts.  Student organizations receiving greater than $500 in restricted funds per year are required to fundraise not less than 20% of the restricted funds allocated by the SBA each semester.  The 20% requirement shall include all restricted allocated funds, regardless of whether the funds are reverted at the end of the semester. 

(vi) Be required to organize or assist in the organization of at least one inter or intra law school activity to better promote and/or expose the students of the University of Maryland School of Law per school semester.  Please note:

(A) The activity must be social or academic in nature and must be directly related to the stated mission of the organization (unless specifically approved by the SBA President and Treasurer);

(B) The activity must be open to all students of the University of Maryland School of Law;

(C) The activity must provide a choice to all law students as to whether to attend the event (i.e. not offensive or coercive in nature) unless otherwise approved by the SBA President and Treasurer;

(D) The activity must be advertised on the calendar of events maintained by the Office of Student Affairs;

(E) The activity must be posted on the student-org listserv. The activity may also be advertised to all law students either through email, mailbox stuffing or fliers posted in the designated areas. Student organizations are prohibited from sending emails to the law-all listserv without explicit written permission from the Office of Student Affairs, or at least one member of the SBA Executive Board;

(F) If the event is recurring in nature, the student organization must advertise according to this section prior to each and every occurrence; and

(G) With regard to cosponsored events (as defined herein), the Budget Committee may make any inquiries it finds necessary in order to determine a student group’s satisfaction of this requirement.  (As used herein, the phrase “cosponsored events” shall mean an event jointly organized and executed by two or more student organizations which (a) a member of the executive board of each sponsoring organization along with members of the general body of each sponsor actively participates in the planning, organization and implementation, (b) each sponsoring organization actively promotes to its members, and (c) each sponsoring organization shares in the costs and profits therefrom, the division of which may be determined by said sponsors.  For clarification, simply donating money to another organization does not satisfy this requirement.) 

(vii) Satisfy one of the following with regards to each event (including general body meetings):  1) The event must be announced at least 2 weeks in advance, or 2) two sessions of the event must be scheduled, one of which must be in the evening, typically from 5-6:15pm.

(viii) Each student group shall be required to submit a report (the GSG Report) to the SBA Treasurer by the last day of classes for each semester.  It is the responsibility of the current president of the student organization to submit the GSG Report.  Each report will be kept on file by the SBA.  The GSG Report shall include: 

(A) All the activities that semester in which the organization organized, developed, conducted or participated in any way.

(B) If an event was planned, but for whatever reason was cancelled, the reasons for the cancellation.

(C) With regard to cosponsored events, each student organization shall include a statement as to the level of participation in the activity.

(D) A copy of all advertisements for each event that was funded by the SBA.

(ix) Each Student Organization Treasurer and President must sign an Acknowledgement of SBA Treasury Policy and return it to the SBA Treasurer at or before the fall Budget Committee Meeting.

b. Limited Student Groups (LSGs).  LSGs shall include those student organizations deemed to receive the SBA’s special scrutiny.  Student organizations are classified as LSGs because their mission cannot fulfill the requirements of a GSG organization, or they were not able to satisfy the requirements of a GSG organization.  LSG organizations are not entitled to operating or restricted funds.  They will only be allocated the funds the SBA Budget Committee deems necessary and appropriate based on their individual needs or special circumstances once they have gone through the budget process.

c. Inactive Student Groups (ISG’s). ISG’s shall include those groups which have been on LSG status for three consecutive semesters. ISG’s may have any remaining fundraising funds removed from their accounts at the discretion of the Budget Committee. ISG’s are not considered to be SBA-recognized groups.

d. New Groups.  A “New Group” is any group that was not officially recognized by the SBA during the 2010-2011 academic year, in accordance with SBA constitutional provisions governing the recognition of new groups.  New Groups remain on probation for at least one full semester.  Groups that are on probation are entitled to operating funds only.  New Groups are recommended by the Budget Committee pursuant to the SBA Constitution, Article X(E)(3).  The Budget Committee shall consider the following:

(i) The utility of the New Group;

(ii) The number of organizing members;

(iii) Proposed and future budget;

(iv) Future planned activities;

(v) Similarities and possible duplication of efforts with existing groups; and 

(vi) A petition signed by the lesser of 10% of the law school population or 100 students stating that the proposed new group would enrich the law school community.

6. Types of Funds.  An organization can have or receive three types of funds each academic year.

a. Operating Funds.  Operating Funds will only be granted to organizations that are considered General Student Groups and who complete a timely and accurate budget request during the Fall Budget process.  Operating Funds are general funds to be used for food/beverages, supplies, photocopies, and honoraria.  If the organization does not use the funds by the end of the academic semester, then those funds will revert back to the SBA.  

b. Restricted Funds. Restricted Funds will only be granted to groups who complete a timely and accurate budget request during the Fall Budget Process. These funds may only be used for the activity for which the SBA Budget Committee authorizes their use.  If the funds are not used for the intended activity by the end of the academic semester, then those funds will revert back to the SBA.  Restricted funds shall not be allocated to fund any of the following:

(i) Fundraising activities (if an event is a combination of a fundraiser and an authorized activity, then restricted funds may be granted on a discretionary basis by the SBA Budget Committee);

(ii) The purchase of materials for distribution to the student body (except for pre-approved advertising expenses); or

(iii) Activities sponsored by academic departments on campus (i.e. mock exams, resume workshops or outlining sessions).

c. Fundraising Funds.  Fundraising funds are monies that the organization has raised through fundraising activities, donations or dues.  These funds are available for the organization to use at any time.  These funds will never revert back to the SBA so long as the student organization retains either GSG or LSG status, and these funds are available as long as the group exists.  

7. Travel Expenses.   Restricted Funds can be used for the travel expenses of guest speakers brought to the school.  The mileage rate, as determined by the University of Maryland Baltimore, is 50cents per mile.  Travel expenses include the transportation, lodging, and meals for the guest speaker.  Original receipts must be presented for reimbursement, except for mileage.  No funds may be used for travel expenses of student members without explicit documented approval by the SBA Treasurer in advance of the anticipated travel. 

Please see http://www.fincsvc.umaryland.edu/travel/mileage.cfm for the mileage distances used for mileage reimbursement.  

8. Gift Cards. 
Any group using gift cards or prizes, must get prior permission from the SBA Treasurer. Upon reimbursement for the purchased gift cards or prizes, the name of the recipient must be provided.
9. Probation.  Probation serves two functions: (1) to assist the SBA in evaluating the utility and necessity of a new student organization; and (2) to assist the SBA in sanctioning student groups that fail to adhere to the minimum requirements of the SBA Constitution and Budget Rules. 

a. Actions that will receive automatic probation include, but are not limited to:

(i) Failure to return a signed SBA Treasury Policy Acknowledgement Form;

(ii) Failure to hold an intra/inter school activity any semester;

(iii) Failure to satisfy fundraising requirements;

(iv) Failure to attend either OSA or SBA Treasurer Training; and

(v) Failure to properly advertise SBA funded activities.

b. Organizations will remain on probation until the SBA Budget Committee reevaluates the organization during the following semester’s budget meeting.  

c. Organizations may be placed on probation if the organization does not comply with the two week notice policy pursuant to 5.a.(vii) above.

d. No student organization may spend more than two semesters on probation.  After that time, the SBA Budget Committee may choose to withdraw all financial support of the organization indefinitely. After three consecutive semesters on probation, the SBA Budget Committee may choose to designate the organization as an ISG.  

e. In order for a probationary organization or LSG to be restored to full GSG status, the organization must have satisfied all the GSG requirements the prior semester, and must have plans to continue satisfying those requirements.

10. Non-Funded Activities.  Generally, the SBA will not fund:

a. transportation costs (except where Restricted Funds have been specifically allocated for a convention or explicit documented permission has been granted in advance of the anticipated travel.);

b. membership dues or fees;

c. long distance phone calls;

d. purchase of paper products provided by the SBA (plates, cups, napkins, and flatware). If there is an insufficient amount remaining for your group’s needs, please send an email to the Treasurer ASAP notifying of the situation and requesting an exemption;

e. payments to individuals for services rendered in any amount exceeding $600.

11. Non-Compliance with Budget Procedures.  The SBA reserves the right to deny funding to any group that fails to submit a timely and accurate Budget Request.  Before the group is eligible to participate in the budget process, at least one group officer must (a) attend OSA Leadership Training and SBA Treasurer Training and (b) complete an SBA Treasury Acknowledgement Form.  If a student organization changes leadership mid-semester, or mid-year, a new officer must contact both OSA and the SBA Treasurer to schedule both training sessions.  The SBA Treasurer has a video of the Treasurer Training on file for those who have missed it.  If your group has not been represented at OSA Leadership Training, if you don’t know whether anyone from your group has attended, or if you wish to attend the Fall 2011 session, please contact Kathleen Schotto, Student Affairs Coordinator at kschotto@law.umaryland.edu.
a. A group’s failure to file a timely budget request or to meet any other GSG requirement shall place that student organization last in priority for budget allocation of Restricted Funds.

b. If no Restricted Funds have been requested by any other groups for that semester, the SBA Budget Committee may deduct 30% of Restricted Funds previously allocated to the non-compliant group as a sanction.

12. Reversion of Funds.  At the end of the Fall semester, groups will forfeit all unspent funds in Operating and/or Restricted allocations and those funds will revert to the SBA general fund for re-allocation during the Spring Supplemental Budget Process.  Groups are permitted to perpetually carry forward all funds in their fundraising account for so long as they retain GSG or LSG status.

13. Spring Supplemental Budget.  In January 2012, groups will be permitted to submit supplemental budget requests for the Spring semester.  The SBA Budget Committee will consider these requests when re-allocating reverted Fall funds.

14. Transfers Between Groups.  Groups may transfer Operating Funds or Restricted Funds to other groups only with the approval of the SBA Budget Committee, via request to SBA Treasurer or Comptroller.    Groups may transfer fundraising funds to other groups at their discretion. This request should be made using a standard Reimbursement & Check Request Form in which you will identify the recipient organization as the ‘payee.’

15. Requests for Supplemental Funds.  At any time during the year, groups may request supplemental funding from the SBA at its regularly scheduled general body meetings.  Groups must submit a written supplemental budget proposal to both the SBA Secretary and the SBA Treasurer no later than one week before the SBA meeting.

16. Spending Prior to Fall Allocation.  The SBA will not reimburse expenses incurred prior to SBA approval of the final budget unless prior express approval is obtained from the SBA Treasurer.  Expenses approved prior to final budget approval may only be used to hold organizational, planning, or recruiting events and may not exceed $175 in total.  Expenses reimbursed prior to final budget approval will be deducted from the group’s Fall Operating Funds.  Only GSGs that are not currently on probation (i.e., groups that anticipate having a $175 operating account for the Fall semester) may request reimbursement prior to SBA approval of the final budget.

17. Bank Accounts.  Student groups are strictly prohibited from maintaining bank accounts without the prior express approval of the Dean.

18. Fundraising.  Groups are required to fundraise.  Since fundraising often involves cash, group officers must be sensitive to the proper handling of cash.  Students are strictly prohibited from commingling personal cash with group cash. All checks collected during a fundraiser should be made payable to “Student Bar Association”.  Groups are encouraged to seek the assistance of the SBA Treasurer or Comptroller with financial planning for fundraisers. The SBA will not accept any fundraising deposit containing coins unless the coins are counted and rolled in appropriately designated coin rolls. Coin rolls are readily available for any student group in the SBA office. 

19. Philanthropy.  Groups are not permitted to use funds received from the SBA (i.e., Operating or Restricted Funds) to make charitable donations.  A group is permitted to use SBA received funds to host an event or participate in a charitable/philanthropic action (i.e. Habitat for Humanity, sponsorship of a community event, or similar activity) if members are physically present and actively participating in the planning and/or facilitation of the event.  Any questions regarding the classification of an event should be posed to the SBA Treasurer via email.

20. End of Year Carryforward and Reversion.  At year-end, groups are permitted to carry unspent funds earned through fundraising forward to the next academic year.  Unspent funds from SBA budget allocations revert to the SBA general fund.

21. Petty Cash.
Student groups may not maintain a petty cash fund. Deposits must be made within two to three business days of a fundraising that generates cash. 

22. Tax-Exempt Policy. The SBA and all student groups are exempt from paying Maryland state sales tax.  The SBA and all student groups are required to use the tax-exempt card for purchases over $100.  The tax-exempt certificate is available on the Student Leadership Blackboard page.  If a group or student fails to use the tax exempt card for a purchase over $100, and thus pays Maryland state sales tax, the group or student will not be reimbursed the amount of the sales tax. No exceptions.
23. Payments to Outside Vendors. Any group which incurs an expense to an outside vendor must submit an invoice and check request form to the SBA Treasurer within fourteen (14) days after the conclusion of the relevant event. Any group that fails to comply with this policy will have the payment taken out of their Fundraising Funds and be subjected to the loss of any remaining Operating and Restricted Funds in their account for the remainder of that academic year.

24. Checks over Three Months Old.  Any check issued by the SBA that is not presented to a bank for payment within three months after the date of the check will not be paid.  The amount of the check will be forfeited by the payee and will revert to the SBA general fund.  Replacement checks will not be issued for checks that are forfeited because of failure to make a timely presentation for payment.

25. Stop Payment Orders.  In the event of a lost or stolen check, the SBA must be notified of the loss or theft within three months after the date of check issuance, or a replacement check will not be issued.  In the event that a check must be reissued (due to loss, theft, etc.), a stop payment order on the original check will be made to the bank, and the payee of the check will bear the responsibility for any fees imposed by the bank in connection with the stop payment order.  

26. Use of SBA Supplies by Non-SBA Groups. Use of SBA supplies by non-SBA groups including, but not limited to, Trial Team, Moot Court, and Journals will be allowed at the following rates:
a. Large Plates: Five for $1
b. Small Plates: Ten for $1
c. Cups: Ten for $1
d. Utensil: Ten pieces (any variety) for $1
e. Napkins: Twenty-five for $1
27. Public Records.  The financial records of the SBA are located in the SBA Office and are open for inspection by any student at any reasonable time.

28. Appeals Process.  Groups who wish to contest their student group classification or their proposed allocation must do so in writing and within the time allotted. Specifically, student groups are notified of their allocation within two (2) business days of the conclusion of the SBA budget approval. All appeals must be filed within ten (10) calendar days after the conclusion of the SBA Budget Committee Meeting. Timely filing is accomplished only by personal delivery or by sending an email to both the SBA President and the SBA Treasurer. Once an appeal is received, the SBA President will place it as an item on the next agenda of the SBA Executive Council. The representative of the group who filed the appeal will be notified of the time, date and location of the Executive Council meeting and must ensure that a representative appears at the meeting. Failure to do so will result in dismissal of the appeal. The group representative will be able to present the reasons for the appeal and must be available to answer questions from the Executive Council.  A majority rule will be in effect in deciding the appeal. The decision of the Council will be communicated to the group representative within two business days of the meeting. The vote of the Executive Council may not be appealed.

29. Potential Conflicts of Interest.  For purposes of exploring potential conflicts of interest only, the SBA Secretary shall compile and make available to any University of Maryland School of Law student by written or emailed request a list of all School of Law organizations that SBA Executive Council members currently claim membership in and/or serve as officers of, or have claimed membership in and/or served as officers of during their time at the University of Maryland School of Law, another law school, or during enrollment in another institute of graduate or undergraduate education.  Membership in groups at other non-law graduate or undergraduate institutions of similar mission or persuasion to groups at the University of Maryland School of Law need not be disclosed unless those organizations are directly affiliated with groups at the University of Maryland School of Law through ties to a national, regional, or state office and/or there exists a direct financial relationship between them. This list shall be updated by the SBA Secretary by the beginning of the third week of the semester or before the semester Budget Committee meeting, whichever comes first.

30. USGA Funding:  The University Student Government Association (USGA) makes available funding to student groups to sponsor or co-sponsor events of interest to the various graduate and undergraduate schools on campus.  This funding far exceeds that available from the SBA and thus should be explored whenever a group is considering an event of appeal to the UMB campus at large.  In recent years, the USGA has granted awards to individual School of Law groups in excess of $1000 to plan and facilitate events.  For example, the USGA has provided funds for the First Year Holiday Party for Homeless Families, the SBA Thurgood Marshall Lecture and the annual Spring Margins Symposium.  Do NOT overlook this funding.  During the first part of 2011-12, information regarding USGA funding can be obtained from Anais Taboas, current Treasurer of the USGA.  She can be reached via email at USGATreasurer@umaryland.edu.  You may be required to attend one of the USGA Funding Meetings (to cover the process, expectations and how to fill out the form), or make alternate arrangements with Tom via email.  More information about USGA funding can be obtained from their website at http://www.umaryland.edu/usga/current/funding.  Further, every day and evening class at the School of Law has elected representatives to the USGA who can assist Law School student groups in securing USGA funding by advising them on applications for funding, supporting their proposals during USGA budget meetings, and by ultimately voting to support funding of School of Law programs during USGA Senate meetings.  Please note that when the SBA Budget Committee determines that an event with a proposed total cost of over $500 (for which a Law School student group is seeking any funding from the SBA) is likely to receive consideration by the USGA for funding, failure to make a good faith effort to secure USGA funding, without good cause as determined by the SBA Budget Committee, may result in a denial or revocation of awarded funds from the SBA.  Further, no group that has been granted USGA funds, but did not receive or spend them due to non-compliance with the USGA Constitution, budget rules or by-laws, shall seek funding for the event from the SBA to supplement or take the place of said USGA funding without approval from the SBA Budget Committee.  Any SBA sanction received for a failure to seek USGA funding for events or failure to comply with the USGA Constitution, budget rules or by-laws is appealable to the SBA Executive Council. 

a. For USGA Budget Requests:

(i) Packet due 9/13/11

(A) http://www.umaryland.edu/usga/current/funding
(ii) Presentation Meeting is on 9/20/11

(iii) Voting Meeting to decide allocation is on 9/27/11
31. Annual Fund.  The School of Law recognizes that student organizations may wish to pursue a law-related activity or sponsor an event but are unable to do so without funds or resources over and above those appropriated through the SBA budget process.  Through generous gifts from alumni and friends to the Law School Annual Fund, resources may become available for those student-initiated law-related endeavors that advance the School of Law’s mission to educate future lawyers and leaders, and benefit not only those students who initiate the activity, but the larger School community.  With this in mind, the School has established a process by which a student or student organization may apply for supplemental funds or other resources in support of a law-related event or activity.  The Annual Fund Grant Application, requirements and selection criteria are available on Blackboard on the Office of Student Affairs page under Resources.  Applications should be submitted to Dean Cobb in accordance with the following deadlines: October 1; February 15; June 15; OR no later than four weeks before the proposed activity.  Funds are limited and students are strongly encouraged to plan ahead and apply early.  A law student organization applying for a grant MUST NOT enter into any type of financial commitment that involves the use of the pending requested funds prior to approval.  If you have any questions, please contact Dean Cobb at dcobb@law.umaryland.edu.

32. Student Organization Manual. All student organizations must be familiar with and adhere to the policies and procedures in the Student Organization Manual posted on the Blackboard student Leadership Page.
33. Contact Information.  Questions should be addressed to:

Fahim hemani

SBA Treasurer

Fhema001@umaryland.edu

Reimbursement & Deposit Policies and Procedures

Reimbursements

As a general rule, the SBA works on a reimbursement basis – students incur expenses on their own and then request a reimbursement from the SBA.  In recognition of the fact that students live on very tight budgets, the SBA strives to return reimbursement checks within 7-10 business days.  Properly submitted reimbursement requests are processed within 7 business days; checks are then submitted for final review, approval and signature by the Law School administration.  The SBA Treasurer will send end-of-semester deadlines for the final submission of reimbursement requests for that semester. Students submitting reimbursement requests submit within the last week of classes should expect processing to take as long as 14 business days.

Reimbursement requests must be submitted on a “Check and Reimbursement Request” form.  Request forms and support documents may be submitted in the envelope on the SBA office door. Blank forms will be available on the SBA Bulletin Board located down the hall from the SBA office (Room #181), will also be available on the SBA Website, and may be revised from time to time.  It is recommended that you create one as a “master” and make copies for your group, but you should verify that you are using the most recent version of the form.  Although complete instructions are printed on the form, keep the following points in mind:

 Do not use cash to pay organization expenses!  Request for Reimbursement forms must be accompanied by original receipts, credit card statements or cancelled checks, not photocopies.  Where receipts are supplied as documentation, they must indicate that the vendor has been paid.
 The SBA can pay vendors directly from an original invoice. Any group which incurs an expense to an outside vendor must be submit an invoice and check request form to the SBA Treasurer within fourteen (14) days after the conclusion of the relevant event. Any group that fails to comply with this policy will have the payment taken out of their Fundraising Funds and be subjected to the loss of any remaining Operating and Restricted Funds in their account for the remainder of that academic year.
 Request for Reimbursement forms must identify whether the expense should be reimbursed from operating, restricted funds or fundraising funds.
 Request for Reimbursement forms must be signed by a group officer who may not be the payee of the reimbursement check.

 All student reimbursement checks will be delivered to the payee’s mailbox.  An email will be sent to the payee and the group’s treasurer when the check has been delivered.

Non-Compliance with Reimbursement Procedures.  Failure to submit a properly completed Request for Reimbursement form with proper documentation attached will result in the request being returned to the submitter.  Improper reimbursement requests may be corrected and resubmitted.  The SBA will make a reasonable effort to process resubmitted requests within 7 days after the date of resubmission.

Denial of Reimbursements due to Insufficient Funds.  Reimbursement requests may be denied if the group has exhausted the allocation from which the reimbursement should be paid.  If a group has requested that the reimbursement come from operating or restricted funds, and that group has exhausted both allocations, the reimbursements will automatically be deducted from the group’s fundraising account.  If payment from the funds remaining in a group’s account would create an overdraft, the reimbursement will be partially paid for the amount of the funds remaining in the group account.  Reimbursement requests are processed on a FIFO (first-in, first-out) basis.

Students are encouraged to inquire about the amount of funds remaining in their group’s account before incurring large expenses.  

Andreas Ortmeyer. Andreas is the Director of Finance for the law school and he must sign and approve every reimbursement check. He is a member of the school’s administration and has primary responsibility for overseeing the financial operations of the SBA.  Andreas is available to assist student groups with financial questions, especially those questions that are particularly complex.

Advance Checks.  As a general rule, checks will not be issued in advance of an expense being incurred.  In limited circumstances (e.g., a vendor requires a deposit, or an expense is so large that it is impractical to ask a student to “float” it) advance check requests will be considered.  Substantial documentation will be required.

Deposits 

To make a deposit, groups should place funds in an envelope marked with the group name on the front and deliver the envelope to the SBA Office.  The deposit must be given to the Comptroller or the Treasurer, preferably during their office hours (which will be posted outside the SBA Office), and you will receive an electronic receipt for each deposit.

DO NOT slide deposits under the SBA office door, tape them to the outside of the SBA office door, or place them in the mailbox of the SBA or of any SBA officer.  The SBA will not accept any coin deposits unless the coins are counted and rolled in appropriately designated coin rolls. Coin rolls are available in the SBA office upon request. The SBA will not be held responsible for any deposits that are not delivered in the proper manner as explicated above.  In extenuating circumstances only, deposits may be given to Andreas Ortmeyer (Director of Finance); his office is located on the 2nd floor in the Dean’s Office.

SBA Budget Request Packet

The following forms are provided in this packet:

 Budget Request Instructions

 2011-2012 SBA Budget Request Form

 Itemized Request Form (Fall)

 Itemized Request Form (Spring)

Make copies of the Itemized Request Forms if you need more.

Dates to Remember 2011-2012

SBA Treasurer Training
Wednesday, September 7, 2011 (3:35-4:55 pm in Room 108, or 9:15-10:45 pm in Room 108) 

Budget Request Forms due
Wednesday, September 14, 2011 by 5:00 pm in the box outside the SBA office (10 three-hole punched copies are required); (Friday, September 16, 2011 by 5:00 pm for 1D class only in the event of a run-off election)

SBA Budget Meeting
Sunday, September 18, 2011 (sign up for 10 minute time slot on sheet on SBA office door available Thursday, September 15, 8:30am until Saturday, September 17, 5:00pm)

Approval of SBA Budget
Sunday, September 25, 2011 – 6:00pm

Budget Request Instructions

Remember: If you are reasonable in your request, you can expect reasonable treatment by the Budget Committee.  Budget requests that are obviously padded or grossly overestimated will be looked upon with disfavor.  Asking for double what you need, based on the assumption that the Budget Committee will give you half of what you ask for, is not the correct way to approach this process.  

The forms referred to in these instructions are included in this packet.  Computerized versions of the forms are available upon request.

Step 1

Read the “Treasury Policies and Procedures” section of this packet first.

Step 2

Determine your group’s needs for the entire 2011-2012 academic school year.  Make a list of all your planned activities, and estimate the cost of each activity, itemizing each component of the activity.

Step 3

Based on the “Treasury Policies and Procedures,” is there anything on the list you made in Step 2 that the SBA explicitly does not fund?  If so, remove it from the list.

Step 4

Divide the remaining list into two categories:  Activities that can be paid for with Operating Funds (e.g., routine group meetings), and activities that require Restricted Funds (e.g., a big event).   If your group isn’t planning any activities that require Restricted Funds (you only need Operating Funds), skip to Step 7.

Step 5

List all the activities for which you are requesting Restricted Funds on the Itemized Request Forms in order of priority.  Use the Fall Itemized Request Form for Fall activities, and use the Spring Itemized Request Form for Spring Activities.  In the “Item Number” column of the form, number the items sequentially.

Where an activity has several components (e.g., you’re planning a year end party which requires food, renting tables and chairs, and hiring entertainment), you should list each component as a separate item.  This benefits you – since money is limited, it allows the Budget Committee to fund part of an activity, as opposed to denying funding for the entire activity.

Put the amount you’re requesting for the item in the “Amount Requested” column.  Do not put anything in the “Amount Allocated” column.

Feel free to attach additional documentation explaining or supporting your request, including descriptions of events or assumptions used in estimating costs.  Additional documentation is not required – supply it at your own discretion (for big requests, this is your chance to prove that you are not padding your budget).

If you need more than one Itemized Request Form, make copies.  You should total each page individually, and make sure the totals on the Budget Request Form represent the grand total of all Itemized Request Forms.

**Keep in mind that the SBA will not allocate any restricted funds for General Body Meetings**

Step 6

Add up the “Amount Requested” column on each form and put the total in the “Total” box at the bottom of the form.  Then put the total from each Itemized Request Form on the line next to “Total Fall Request” and “Total Spring Request” on the 2011-2012 SBA Budget Request Form.  Add the “Total Fall Request” and “Total Spring Request” and put the total on the line next to “Total Annual Request” on the Budget Request Form.

Step 7

Complete the Budget Request Form.  (If you are only requesting Operating Funds, you can skip the “Budget Request Summary” section, but you must check the box that says “Check here if your group is only requesting operating funds”.)

Be sure to attach the following to your Budget Request: 

1. A list of group members;

2. The group’s constitution;

3. 3-5 sentences stating the group’s purpose/mission/goals; and 

4. The group’s by-laws (if they exist).

Step 8

This is important:  If your group receives, or expects to receive, funding from any other source for any activity, you must include a statement with your request disclosing the source, amount, and purpose of the funding.  This includes credit-bearing activities that are requesting funding from the law school administration (contact Dean Cobb for more information).

Step 9

Prepare your packet.  Make sure to include each of the following, as appropriate:

Checklist

 2011-2012 Budget Request Form

 Fall Itemized Request Form(s) (for groups requesting Restricted Funds)

 Spring Itemized Request Form(s) (for groups requesting Restricted Funds)

 Additional documentation supporting Itemized Request Forms (optional)

 Disclosure of funding from outside sources (if appropriate)

 List of group members

 Group constitution

 3-5 sentence description of group mission/purpose/goals

 Group by-laws (if they exist)

Step 10

Make 10 three-hole punched copies of the entire packet.  Turn them in to the SBA mailbox by 5:00 PM on Wednesday, September 14, 2011.  Please put them in a large envelope or use a binder clip – something to make sure they stay together.

Step 11

Sign up for an optional, but highly recommended 10-minute oral argument slot at the Sunday, September 18, 2011 Budget Committee Meeting.  At this meeting, every member of the budget committee will be present; therefore, it is a great opportunity to explain the importance of your group’s events as well as answer any questions members might have regarding your group’s request.  Also, make sure at least one officer from your group has attended OSA Leadership Training and SBA Treasurer Training – this is a prerequisite to receiving funding.

2011-2012 SBA BUDGET REQUEST FORM

DATE:  

GROUP NAME: 

COMPLETED BY:                                                           

TITLE:  

NUMBER OF ITEMIZED REQUEST FORMS ATTACHED:                                                      

CHECK HERE IF YOUR GROUP IS ONLY REQUESTING 

OPERATING FUNDS

DOES YOUR GROUP RECEIVE, OR EXPECT TO RECEIVE, FUNDING FROM ANY OUTSIDE SOURCE?  If so, you must include a statement disclosing the source, amount, and purpose of this funding.





Y             N  

	
	
	
	
	
	

	ORGANIZATIONAL INFORMATION

	
	
	
	
	
	

	NAMES, TITLES & E-MAIL ADDRESSES OF OFFICERS

	
	
	
	
	
	

	Title
	Name
	E-Mail Address

	
	
	

	
	
	

	
	
	

	
	
	


1. Please provide the name and phone number of an officer who can be contacted during the budget meeting on Sunday, September 18, 2011 in case the budget committee has any pressing questions.


________________________________________________________________________

2. Does your group have a mailbox?  If yes, what is the mailbox number?

Yes              No

3. Does your group have a bank account?

a. If yes, where?              

b. Current balance?             
1. Who will represent your group in the SBA budget process?

a. E-mail address:      

1. How many members does your group have?   

      Please attach a list of your members.   

2. How many members typically attend meetings?   ___________________________________

3. Has your group submitted its Constitution to the SBA?

Please attach a copy of your group’s Constitution, a 3-5 sentence description of your group’s purpose/mission/goals, and your group’s by-laws or rules (if applicable.

	BUDGET REQUEST SUMMARY

	
	
	
	
	
	

	TOTAL FALL REQUEST
	$
	(from attached Fall Itemized Request form)

	
	
	
	
	
	

	TOTAL SPRING REQUEST
	$
	(from attached Spring Itemized Request form)

	
	
	
	
	
	

	TOTAL ANNUAL REQUEST
	$
	(Fall + Spring)
	
	
	


	ITEMIZED REQUEST FORM

	FALL 2011 SEMESTER



	
	GROUP NAME:
	
	

	
	
	
	
	
	This column for SBA use only

	ITEM NUMBER
	DESCRIPTION
	AMOUNT REQUESTED
	AMOUNT ALLOCATED

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL FALL REQUEST
	
	


	ITEMIZED REQUEST FORM

	SPRING 2012 SEMESTER

	
	GROUP NAME:
	
	

	
	
	
	
	
	This column for SBA use only

	ITEM NUMBER
	DESCRIPTION
	AMOUNT REQUESTED
	AMOUNT ALLOCATED

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL SPRING REQUEST
	
	























NOTE: This packet contains information relating to SBA Treasury Policies and Procedures, the Budget Process and Reimbursements.  Failure to read and follow the policies outlined in this packet may result in denials of budget requests, 
delays in reimbursements and probation or suspension of student groups.
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