ASM FINANCIAL POLICIES & PROCEDURES

(As required by Section 3.07 (A)(I)(1) of the ASM Bylaws)

(112905 Chair Knox)
Part A: Committee Policies and Procedures

1 Attendance Policy
1.1 A committee member may be excused from a Finance Committee (FC) meeting for the following reasons:

a) Class commitments during the time of the meeting

b) Religious observances

c) Illness or death of family member

d) Work conflicts which cannot be resolved

e) Previous commitments to other organizations

f) Other ASM duties which must be performed at time of meeting

g) Emergencies excused by Chair

1.2 To be excused from a meeting, a committee member must write (e-mail is acceptable) the Chair twelve hours before the meeting.  If a member has a reoccurring time conflict, class, etc. a standing excuse is permissible.
1.3 The Chair may only excuse a member for up to four meetings a semester, not including summer meetings.  Any absence after the four allotted excused absences will be considered unexcused.
1.4 Point System

a) Each committee member will start out with seven points.

b) For each meeting that a member is present for both First Roll Call and Last Roll Call, they gain one point.

c) If a member is excused for any portion of the meeting, they cannot gain a point for that meeting

d) If a member misses a meeting with no excuse, they lose 3 points

e) At zero or fewer attendance points, a member may be removed from FC by a two-thirds vote of the FC.

Part B: Accounting Practices

Part C: Accountability of Student Organizations

Part D: Operations Grant Policies and Procedures

1 Mission Statement
1.1 Recognizing that student organizations play a significant role in the education of the UW-Madison students, the Associated Students of Madison have established the Operations Grant fund.  This fund provides resources for the recruitment and routine operations needs of student organizations.  The Operations fund primarily supports the printing, postage and office supply needs of organizations.  However, other areas of support are available.

2 Eligibility

2.1 Only student organizations registered with the Student Organization Office may apply for Operating grant funding.

3 Use of Operations Grant Funding

3.1 The following categories will be funded by the operations grant and listed on the operations grant application:

a) Printing

b) Postage

c) Graphics/Web Design

d) Equipment Rental

e) Office Supplies

f) Dues to other organizations

g) Subscriptions

h) Advertisement/Promotion

i) Other

3.2 The operations grant will not be used to fund:

a) Salaries, stipends, or wages.

b) Event oriented funding

c) GSSF Recipient Organizations

d) Grants, gifts or prizes 

e) Major Equipment Purchases

f) Elections

3.3 All organizations must also adhere to the following rules:

a) An ASM disclaimer must be included on all publicly distributed materials.

b) All printing must be done at StudentPrint.  If StudentPrint cannot do the job, it must be done by another University print shop.

4 Timeline

4.1 The FC shall establish a timeline for the Operations Grants process prior to the end of the Fall Semester, which shall include the application due date, potential hearing times, initial release of recommendations, and the appeals deadline.

4.2 Applications will be available before the end of the Fall Semester.

5 Application Process
5.1 The FC shall be responsible for the upkeep and maintenance of Operation Grant forms, applications, and files.

5.2 Applications will be available via is the ASM website at www.asm.wisc.edu.  All applications must be submitted via this website.

5.3  Applications turned in late will not be considered unless there are extenuating circumstances.

5.4  Workshops on filing out applications correctly will be given.

5.5 Applications should meet the following criteria:

a) Filled out correctly

b) Contain accurate, reasonable, and correctly added funding amounts that are within state limits.

c) Clearly describe expenses

d) Clearly explain how the funding will aid the organization in accomplishing their goals

e) Clearly delineate a publicity/promotion/recruitment plan

f) Show that the organization has sought other funding support

g) If office space is requested, show that the group has pursued many options and chosen the least expensive one that meets their needs

h) If travel is requested, show that travel is necessary in order to attain one of the primary goals of the organization.

5.6 The Financial Specialist and Finance Chair will check for mistakes, incomplete applications, rule violations, submission deadline violations, etc before submitting applications to the FC for a hearing.

6 Hearing Process

6.1 Each organization must send a representative to attend a hearing before the FC to present their grant and to reasonably answer the questions of the committee.
6.2 Hearing times shall be determined on a first come, first served basis.  Special exceptions, as determined by the FC Chair, may be made.

6.3 Hearing time slots will be strictly enforced, and student groups will only be allowed to speak for the allotted time unless a motion of the FC extends time.

6.4 Three FC members shall constitute quorum for the purposes of a hearing.

6.5 Hearings shall be audio recorded.

6.6 FC members shall not ask questions that could be used to discriminate based on the protected classes listed in the non-discrimination clause in the ASM Constitution.

6.7 All operation grant decisions must occur in a viewpoint neutral manner.

6.8 When making funding decisions, FC shall take into consideration the amount of money it has to dispense.

7 Recommendations

7.1 No group may receive a recommendation exceeding 2% of the Operations grant fund without a ¾ vote of the FC.

7.2 The FC cannot award an amount lower than the Open Fund maximum unless it is for categories not allowable in the Open Fund

7.3 The FC can award an amount equal to the Open Fund maximum

7.4 Initial recommendations will be available in the ASM office and ASM Financial Specialist office.

7.5 The ASM Council will meet to consider the FC’s operation grant recommendations as scheduled within the operation grant timeline.

7.6 All applicants will be notified in writing (e-mail is acceptable) of the ASM Council’s decisions.

8 Appeals Process

8.1 Appeals will be granted by a majority vote of the FC if there is new or additional information that was not presented to the Finance Committee that may have significantly affected the committee’s decision.

8.2 Appeal forms will be available at the ASM Financial Specialist office.

8.3 Appeal forms must be submitted to the ASM Financial Specialist office by the date indicated within the Operating Grant timeline.

8.4 Appeal decisions will be available on the date indicated within the Operating grant timeline.

9 Accessing Funding

9.1 Student organizations must meet with the Financial Staff to activate their grant prior to the last day of classes in the fall semester.  Failure to do so shall result in revocation of operation grant funding for the year and may prevent reallocation for the spring semester.

9.2 All groups must, in writing, agree to the operations grant policies and procedures outlined above.

9.3 ASM will not be responsible for expenses that exceed the approved allocation.

10 Transferring Funding
10.1 The Finance Committee may approve any transfer that meets the following criteria:

a) The RSO only seeks to transfer funds within the approved line items of its original allocation.

b) The RSO’s overall allocation does not increase or decrease.

c) The RSO does not seek to transfer funds to Event or Travel grants.

d) The RSO is requesting a transfer of less than 2% of the Operations fund.

e) The RSO has not cumulatively requested transfers totaling 2% of the Operations fund.

10.2 Any other transfer upon the recommendation of the FC may be submitted to SC for approval.

10.3 Requests for transfers are due by noon on the Friday of each week for consideration at the FC meeting for the following week

10.4 All transfers must be submitted by February 15.

11 ASM Open Fund

11.1 The Associated Students of Madison Open Fund is a program to make the process for using small amounts of funding from ASM easier for student organizations by eliminating the hearing process, simplifying the application, and making the funding available throughout the year. 

11.2 Only student organizations registered with the Student Organization Office may apply for the Open Fund.

11.3 No group is eligible for the Open Fund if the group is either:

a) a GSSF recipient organization

b) a current Operations Grant Recipient or

c) intending on using the Open Fund as a supplement resource for events that have already received event grant funds

11.4 The Open Fund cannot be used to fund:

a) Fundraisers

b) Food and beverages

c) Gifts, donations, contributions

d) Financial Aid

e) Legal Services

f) Expenses incurred prior to ASM approval

g) Wages, Salaries, Stipends

h) Non-university printing services

i) Elections

11.5 The Open Fund Guidelines must be reviewed and approved annually by the Finance Committee.  The Open Fund Guidelines must include:

a) Maximum funding per group

b) Categories the Open Fund will fund (and their maximums)

c) Further instructions and clarifications

11.6 The FC Chair shall, at any time, be able to request an update on the Open Fund, from the Financial Specialist.

11.7 No organization is eligible to receive over the set overall maximum.

Part E: Event Grant Policies & Procedures

1 Mission Statement
1.1 Recognizing that Student Organizations play an important role in the education of UW-Madison students, and that on-campus events enrich the campus community, the Associated Students of Madison have established an Event Grant Fund.  The Event Grant Fund shall be used to support the on-campus event programming needs of Student Organizations.

2 Eligibility

2.1 Only student organizations registered with the Student Organization Office may apply for Event Grants.

2.2 The RSO has not been declared ineligible for funds pursuant to rules established in the ASM constitution or bylaws.

3 Use of Event Grant Funding

3.1 The following categories will be funded by the event grant and listed on the event grant application:

a) Honoraria/Fees

b) Travel

c) Lodging

d) Printing

e) Advertising

f) Space/Equipment Rental

g) Program Supplies

h) Other

3.2 The event grant will not be used to fund:

a) Fund-raisers

b) Food and beverages

c) Gifts

d) Donations/contributions

e) Expenses incurred prior to approval

f) Financial aid

g) Legal services

h) Elections

3.3 All organizations must also adhere to the following rules:

a) An ASM disclaimer must be included on all publicly distributed materials.

b) All printing must be done at StudentPrint.  If StudentPrint cannot do the job, it must be done by another University print shop.

c) In the event that airfare or other travel arrangements purchased by the ASM Event Grant Fund are not used, the grant recipient(s) are responsible for reimbursing the Event Grant Fund.  Appeals to this policy may be made to the FC.  The FC may grant a waiver with a 2/3 vote.

4 General Event Guidelines

4.1 The following criteria shall be used to guide FC in allocating event grant funds:

a) The honoraria requested is in range of similar speakers/performers

b) The facility for event suits size of intended audience and type of event

c) The travel expenses are reasonable for type of event

d) The event does not duplicate event already held in current semester or proper justification provided to explain need for similar event

e) The event is open to all students

f) The location is in the Madison campus area

g) Does not duplicate events/programs provided by other University departments or programs.

5 Revenue Producing Event Guidelines

5.1 The intent of permitting the “funding” of Revenue Producing events is that in many cases student organizations may have projects that could produce revenue, but do not have the resources to meet the start up costs of the event.

5.2 A Revenue Producing Event is any event where money is collected either through ticket sales, monetary contributions, admission fees or donations

5.3 All dollars allocated must be for specific expenditures; outright donations are prohibited.

5.4 Event Grants for Revenue Producing Events are more similar to loans when financing revenue producing events.

5.5 Revenue Rules

a) If an ASM Grant is approved for the event, the revenue collected must first offset the actual expenses paid by the ASM grant.

b) If the amount of the revenue collected is equal to or exceeds the amount of expenses paid for by the ASM grant, the grant must be paid back in full.

c) If the amount of revenue collected is less than the amount of expenses paid by the ASM grant, the amount collected must still be deposited with the ASM Financial Specialist, 513 Memorial Union

d) The distribution of revenue in excess of total event expenses is to be negotiated by the ASM FC and the student organization prior to the event.

5.6 Tickets must be sold by a University Box Office.

5.7 Within the week after the event, the organization must submit a report detailing the total collected revenue and copies of all invoices/receipts for all expenses.

5.8 The check for any revenue payable to ASM should be sent to 

University of Wisconsin-Madison

ASM c/o ASM Financial Specialist

513 Memorial Union

The funds from all such checks shall be deposited into the Segregated Fee account with the exception of the negotiated placement of surplus revenue.

5.9 Any group in violation of this Rule shall be ineligible for any ASM grant until such time as the group comes into compliance.  The FC may suspend any other ASM grants to such an organization until such a time as the group comes into compliance.  A group may lose its status as a registered student organization for failure to comply with these procedures.

6 Application Process
6.1 The FC shall be responsible for the upkeep and maintenance of Event Grant forms, applications, and files.

6.2 The FC shall prepare a schedule of meetings and due dates for each semester.

6.3 Applications will be available via is the ASM website at www.asm.wisc.edu.  All applications must be submitted via this website.

6.4 Organizations may seek assistance with their applications from the Finance Chair and/or Financial Specialist

6.5 Applications must be filled out in accordance with application instructions and turned in by the due date.  The due date shall be:

a) If under two percent (2%) of the event grant fund: four weeks prior to the event.

b) If over two percent (2%) of the event grant fund: six weeks prior to the event.

6.6 Late applications may be accepted at the discretion of the FC up to one week past the stated deadline, if the applicant demonstrates that unavoidable extenuating circumstances prevented timely submission.

6.7 Applications must meet the following guidelines:

a) Filled out correctly

b) Contain accurate, reasonable, and correctly added funding amounts that are within state limits.

c) Shows that inexpensive alternatives have been explored.

d) Clearly describe expenses

e) Clearly describe the event, its goals and how the event accomplishes the goals of the organization.

f) Clearly delineate a publicity/promotion/recruitment plan

g) Show that the organization has sought other funding support, when reasonable.

h) Include relevant bios and cost estimates

6.8 The Financial Specialist and Finance Chair will check for mistakes, incomplete applications, rule violations, submission deadline violations, etc before submitting applications to the FC for a hearing.

7 Hearing Process

7.1 Each organization must send a representative to attend a hearing before the FC to present their grant and to reasonably answer the questions of the committee.
7.2 Applications received by noon two business days prior to an FC meeting shall be placed on the agenda for the meeting of the following week.

7.3 Exceptions to 7.2 may be made if:

a) The applicant requests a postponement and the next FC meeting is at least six weeks prior to the event date, or

b) The FC chair determines such a postponement to be necessary, the next FC meeting is at least six weeks prior to the event date, and no monetary penalty will be incurred by such a postponement.

7.4 During the hearing, the FC will check for mistakes, incomplete applications, rule violations, etc. and evaluate the proposal

7.5 Hearings shall be audio recorded.

7.6 All event grant decisions must occur in a viewpoint neutral manner.

7.7 When making funding decisions, FC shall take into consideration the amount of money it has to dispense over the course of the year.

8 Recommendations & Grant Decisions

8.1 If an application is under two percent (2%) of the Event Grant Budget:

a) The decision of the FC will be posted outside the ASM office and on the ASM website at www.asm.wisc.edu.

8.2 If an application is over two percent (2%) of the Event Grant Budget:

a) Initial recommendations will be available in the ASM office and ASM Financial Specialist office.

b) FC Chair will notify organizations regarding pending council action.

c) The Council shall consider the request at its next scheduled meeting unless a special meeting is called explicitly for that purpose.

d) The Council may amend, ratify, or reject the proposal by a 2/3 vote.

e) If Council has ratified the proposal, once the meeting at which it was ratified has adjourned, the request may not be considered again, except pursuant to the rules outlined in the viewpoint neutrality appeals process in the ASM bylaws.

8.3 All applicants will be notified in writing (e-mail is acceptable) of the ASM Council’s decisions.

9 Accessing Funding

9.1 All organizations must meet with the Financial Specialist after their hearing to process paperwork.

9.2 Any changes in the time or location of an event must be approved by the Chair of the FC.  All approved changes must be reported back to the FC.  FC may overrule the Chair with a majority vote.

9.3 All invoices and bills must be submitted within 30 days of the event or ASM may not be responsible for payment.

9.4 ASM will not be responsible for expenses that exceed the approved allocation.

9.5 After the event, organizations must fill out and turn in an evaluation of the event within two (2) weeks of the event date.

Part F: Travel Grants

1 Mission Statement
1.1 Recognizing that Student Organizations play an important role in the campus community and in the education of UW-Madison students, the Associated Students of Madison have established a Travel Grant Fund.  Traveling to conferences, trainings, competitions and other off-campus events helps train student leaders and enriches the resources available to Student Organizations.  Consequently, the Travel Grant Fund shall be used for travel that directly aids Student Organizations in achieving their goals.

2 Eligibility

2.1 Only student organizations registered with the Student Organization Office may apply for Travel Grants.

2.2 GSSF funded groups are ineligible to receive travel grant funds

2.3 The RSO has not been declared ineligible for funds pursuant to rules established in the ASM constitution or bylaws.

3 Use of Travel Grant Funding

3.1 The following categories will be funded by the travel grant and listed on the travel grant application:

a) Registration Fees

b) Travel expenses

c) Lodging

d) Other

3.2 The travel grant will not be used to fund:

a) Fund-raisers

b) Food and beverages

c) Gifts

d) Donations/contributions

e) Expenses incurred prior to approval

f) Financial aid

g) Legal services

h) Elections

i) Any travel resulting in academic credit, at this institution or another, or travel required by an academic program`

3.3 All organizations must also adhere to the following rules:

a) In the event that airfare or other travel arrangements purchased by the ASM Travel Grant Fund are not used, the grant recipient(s) are responsible for reimbursing the Travel Grant Fund.  Appeals to this policy may be made to the FC.  The FC may grant a waiver with a 2/3 vote.

4 General Travel Guidelines

4.1 The following criteria shall be used to guide FC in allocating travel grant funds:

a) Travel requested must be central to the purpose of the RSO

b) The travel is not prohibited by any university rule or regulation.

c) The amounts requested are reasonable for type of travel.

d) The events/programs does not duplicate a events/programs already attended in current semester or proper justification provided to explain need for similar events/programs.

e) The event/program does not duplicate events/programs provided by other University departments or programs.

5 Application Process
5.1 The FC shall be responsible for the upkeep and maintenance of Travel Grant forms, applications, and files.

5.2 The FC shall prepare a schedule of meetings and due dates for each semester.

5.3 Applications will be available via is the ASM website at www.asm.wisc.edu.  All applications must be submitted via this website.

5.4 Organizations may seek assistance with their applications from the Finance Chair and/or Financial Specialist

5.5 Applications must be filled out in accordance with application instructions and turned in by the due date four weeks prior to the departure date.

a) Late applications may be accepted at the discretion of the FC up to one week past the stated deadline, if the applicant demonstrates that unavoidable extenuating circumstances prevented timely submission.

5.6 Applications must meet the following guidelines:

a) Filled out correctly

b) Contain accurate, reasonable, and correctly added funding amounts that are within state limits.

c) Show that the organization has sought other funding support, when reasonable and explored inexpensive alternatives.

d) Clearly describe expenses

e) Clearly describe the travel request, the goals of the trip, and how the trip accomplishes these goals.

f) Clearly describe how the trip is central to the purpose of the RSO and how the trip helps the RSO accomplish its goals.

g) The travel will substantially benefit students other than the traveler.

h) Include itineraries/conference forms.  Additional material detailing the travel destination is encouraged but not required.

5.7 The Financial Specialist and Finance Chair will check for mistakes, incomplete applications, rule violations, submission deadline violations, etc before submitting applications to the FC for a hearing.

6 Hearing Process

6.1 Each organization must send a representative to attend a hearing before the FC to present their grant and to reasonably answer the questions of the committee.
6.2 Applications received by noon two business days prior to an FC meeting shall be placed on the agenda for the meeting of the following week.

6.3 Exceptions to 6.2 may be made if:

a) The applicant requests a postponement and the next FC meeting is at least four weeks prior to the departure date, or

b) The FC chair determines such a postponement to be necessary, the next FC meeting is at least four weeks prior to the departure date, and no monetary penalty will be incurred by such a postponement.

6.4 During the hearing, the FC will check for mistakes, incomplete applications, rule violations, etc. and evaluate the proposal

6.5 Hearings shall be audio recorded.

6.6 All travel grant decisions must occur in a viewpoint neutral manner.

6.7 When making funding decisions, FC shall take into consideration the amount of money it has to dispense over the course of the year.

7 Recommendations & Grant Decisions

7.1 If an application is under five percent (5%) of the Travel Grant budget:

a) The decision of the FC will be posted outside the ASM office and on the ASM website at www.asm.wisc.edu.

7.2 If an application is over five percent (5%) of the Travel Grant Budget:

a) Initial recommendations will be available in the ASM office and ASM Financial Specialist office.

b) FC Chair will notify organizations regarding pending council action.

c) The Student Council shall consider the request at its next scheduled meeting unless a special meeting is called explicitly for that purpose.

d) The SC may amend, ratify, or reject the proposal by a 2/3rds vote.

e) If SC has ratified the proposal, once the meeting at which it was ratified has adjourned, the request may not be considered again, except pursuant to the rules outlined in the viewpoint neutrality appeals process in the ASM bylaws.

7.3 All applicants will be notified in writing (e-mail is acceptable) of the ASM Council’s decisions.

8 Accessing Funding

8.1 All organizations must meet with the Financial Specialist after their hearing to process paperwork.

8.2 Any changes in the departure or return date and time must be approved by the Chair of the FC.  All approved changes must be reported back to the FC.  FC may overrule the Chair with a majority vote.

8.3 All invoices and bills must be submitted within 30 days of the return date if the trip or ASM may not be responsible for payment.

8.4 ASM will not be responsible for expenses that exceed the approved allocation.

8.5 After the trip, organizations must fill out and turn in an evaluation of the trip within two (2) weeks of the return date.
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