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MISSION

The Student Budget Board is a standing subcommittee of the Commission on Student Affairs.  The role of the Board is to recommend allocation of student activity fees to officially recognized University Chartered Student Organizations (UCSO’s) for their programs and activities.  The Board is guided by a formal constitution and administers the allocation process under established funding policies and procedures.

The Registered Student Organization Budget Board is a committee of undergraduate and graduate students reporting to the Student Budget Board.  The RSO Budget Board hears requests from officially recognized Registered Student Organizations.  
The target audience for use of the Student Activity Fee funds is currently enrolled students.
Each Board is responsible to understand the mission and purposes of each organization that petitions for funding.  Realizing that not every Board member can be knowledgeable about every organization, it becomes the organization's responsibility to familiarize the Board sufficiently with its purpose and operations to render the Board able to reach equitable and well-judged funding decisions.

Petitioning organizations are responsible to prepare realistic and objective budget requests that are in compliance with general and specific policies and procedures set forth by the Board.  The Board reserves the option to make exceptions to the policies and procedures if an organization can demonstrate the need for an exception.  Any exception must be well justified from a programmatic viewpoint.  Organizations must be able to explain and justify both orally and in writing all budget requests.

ORGANIZATION

The Student Budget Board (SBB) is directly responsible to recommend allocations for student organizations that are classified as University Student Life Programs (USLPs) and University Chartered Student Organizations (UCSOs).  The Student Budget Board will provide funding to Registered Student Organizations (URSOs and GRSOs) by allocating single grants each to the Registered Student Organization Budget Board (RSO BB).

The Registered Student Organization Budget Board (RSO BB) will in turn allocate funds to individual RSOs for their programs and activities.  

The Student Government Association (SGA) and the Graduate Student Assembly (GSA) Presidents are responsible for recruiting the Board members to serve on this Board. The SGA and GSA Presidents will work with the Assistant Director of Student Organizations related to recruiting members.  The mission of the RSO Budget Board will be to review requests and allocate funds to RSOs. The RSO Budget Board will maintain a constitution stating purpose, membership, officers, and operating policies and procedures.  These constitutions and changes thereto, must be approved by the Student Budget Board.  Constitutional changes must be approved unanimously by the board members and approved by the Student Budget Board.       

The RSO Budget Board must adhere to these policies and procedures when establishing allocations for RSOs. The Board may establish additional policies and procedures to meet specific needs.  The Board will have the same latitude as the Student Budget Board to make exceptions to policies and procedures if there is a demonstrated need for the exception.  All instances of imposing additional policies and procedures or departure from existing policies and procedures will be reported to the Student Budget Board.

All unused funds remaining from the grants will be retained by the RSO Budget Board at the end of each fiscal year.

The Student Budget Board will review the performance of the RSO Board continually throughout the year.  
Each Board must, at a minimum, produce minutes of its meetings and notify RSOs in writing of actions taken on funding requests.

TYPES AND DEFINITIONS OF AVAILABLE FUNDING PROGRAMS

The Student Budget Board will fund USLPs and UCSOs under one of three funding programs.

The Registered Student Budget Board will fund RSO’s under one of three funding programs.

Small Grant

A program of small grant funding is available to those organizations, which normally have a limited membership, or a special focus to their activities and programs.  Small grant awards are limited to a maximum of $1500 per year per organization.  The Student Budget Board schedules small grant hearings on an as needed basis, and organizations are encouraged to submit small grant requests at least thirty days prior to the scheduled event in order to allow adequate review time.  Fourteen-day exceptions may be made on a case by case basis.  The request must be in the format prescribed by the Student Budget Board.  Organizations may not receive small grant funding and annual funding in the same fiscal year, which runs from July 1 to June 30. All organizations’ small grant funds will be maintained in the Student Organization Accounting Office.

Annual Funding
A program of annual funding is available to those organizations whose programs and activities are widely varied and recur over the course of the entire fiscal year. The Student Budget Board conducts annual hearings in the spring semester for annual funding requests for the following fiscal year.  Organizations must submit budget requests in the format prescribed by the Budget Board by the designated deadline.  Requests submitted after the deadline will not be considered for annual funding for the following fiscal year. However, organizations missing the annual funding deadline are not prohibited from petitioning for small grant funding. Organizations may not receive annual funding and small grant funding in the same fiscal year, which runs from July 1 to June 30.  Annual funding of USLPs will be maintained in host department accounting systems with separate account identification to allow USLP funds to be tracked separately from department funds.  Annual funding of UCSOs and RSO’s will be maintained in the Student Organization Accounting Office of University Unions and Student Activities.  The UCSO organizations receiving annual funding must conduct all financial activity through the Student Organization Accounting Office.  Due to limited financial resources, organization budget requests may not be funded in full.

Contingency Funding

A program of contingency funding is available to those organizations that received annual funding.  The contingency funding program is designed to address unforeseen needs relating to existing or new programs arising in the course of the fiscal year.  The Budget Boards schedule contingency funding hearings on an as-needed basis.  Organizations are encouraged to submit realistic and objective requests at least thirty days prior to the scheduled event in order to allow adequate review time.  Exceptions to this may be made on a case by case basis.  The request must be submitted in the format prescribed by the Board.  Organizations’ contingency funds will be maintained in the Student Organization Accounting Office of University Unions and Student Activities for all UCSOs and by the sponsoring department for all USLPs. 

Check requests for all funding programs must be submitted to the Student Organization Accounting Office no later than ten (10) business days before the date the check is needed.

CRITERIA

General Criteria
The Board will use several general criteria in the evaluation of budget requests, whether they are for small grant, contingency, or annual funding. Among the most important are:

1.
The success and effectiveness of the organization in planning and executing past programs.  Newly established organizations would not be judged by this criteria.

2.
The ability of the organization to be self-supporting through the generation of revenue from other sources.  The Board attempts to direct funds to organizations, which demonstrate the greatest need.  However, care is taken not to penalize success by refusing funding to organizations, which are able to generate significant funding internally.

3. 
The quality of the written and oral presentations. Organizations are responsible to ensure budget             presentations are arithmetically correct and properly formatted. 

Specific Criteria
1.
 Small Grant Funding
All organizations' requests for small grant funding will be evaluated on the basis of whether the request provides diverse social, cultural, recreational, and educational opportunities that contribute to the overall quality of student life.  An organization requesting small grant funding must be registered with the Student Activities Office in 319 Squires.  Retroactive funding is prohibited.  This includes funding costs that have already been paid, by the time of the hearing, or events that have already occurred. The board may make exceptions on cases by case basis. 

2.
 Annual Funding
All organizations' requests for annual funding will be evaluated on the basis of whether the request provides diverse social, cultural, recreational, and educational opportunities that contribute to the overall quality of student life.  An organization is eligible for annual funding if it was registered with the Student Activities Office in 319 Squires on or before the fourth Friday after the first day of classes of the fall semester.  Retroactive funding is prohibited. This includes funding costs that have already been paid, by the time of the hearing, or events that have already occurred.  The board may make exceptions on cases by case basis.

3. 
Contingency Funding 

All organizations’ requests for contingency funding will be evaluated on the basis of whether the request provides diverse social, cultural, recreational, and educational opportunities that contribute to the overall quality of student life. Contingency funding is available to those organizations that received annual funding for the current year and are registered with the Student Activities Office in 319 Squires on or before the fourth Friday after the first day of classes of the fall semester.  Retroactive funding is prohibited.  This includes funding costs that have already been paid, by the time of the hearing, or events that have already occurred.

Exceptions may be made by the board on cases by case basis. The contingency funding program is designed to address unforeseen needs relating to existing or new programs arising in the course of the fiscal year.  There may be some cases where due to lack of funds available during annual funding, an organization will be encouraged by the Budget Board to come back for specific requests through contingency funding.

GENERAL FUNDING 

POLICIES AND PROCEDURES
The Budget Board endeavors to support programs providing diverse social, cultural, recreational, and educational opportunities for students.  Funding is provided based on relative merit of programs and total funding available to the Board.

1.
The Board will normally place the highest priority on campus programs that have the widest appeal and balance for the student body.  Balance is achieved by recognizing the diversity of the student body.  The Board endeavors to avoid inappropriate concentration by type of program or group interest.

2.
High priority will be given to programs and activities of organizations that are representative within the University's governance structure.  This priority will be achieved in part by affording these organizations separately identified budget hearing dates at the outset of the hearing process.  Reasonable operating expenses of these organizations will be recognized through responsible funding.  
3.  
Priority will also be given to organizations that represent Virginia Tech both on campus and at other locations in competitive, conference, or collaborative activities that are significant to the student body.  Priority will be given to events held on campus.  When facilities are unavailable on campus or prove inadequate for the event, the Boards may fund events held off campus in venues where alcohol is not allowed.  In such cases, organizations must demonstrate the ability of all students to reach the event with minimal inconvenience.

4.
The Board will recognize and protect the opportunity to support on a restricted basis those organizations of limited scope and focus whose programs are oriented to a relatively select student population.  This priority is supported under the small grant program.

5. The Board will hold in an uncommitted status a reasonable amount of funds to deal with unforeseen needs related to existing or new programs arising in the course of the budget year.  This priority is administered under the contingency program.

6. The amounts of unspent and uncommitted (non-contracted) funds remaining in organization accounts at year-end will be returned to the prospective board for redistribution.  Funds carried over from year to year are expected to remain at 10% or less of the budgeted amount. 

7.
All student organizations receiving budget board funds must be registered in the Student Activities Office on or before the fourth Friday after the first day of classes of the fall semester of every academic year or before expending any budget board funds.  Those organizations that fail to register will have their budget board funds frozen in the Student Organization Accounting Office. 

Organizations receiving funds are expected to expend those funds in accordance with the way in which they were allocated.  However, in recognition of the need for organizations to manage funds under dynamic conditions, organizations are permitted to reprogram funds within a program among various elements of expense as long as the Board's funding guidelines and any previously issued restrictions are not violated.  Additionally, organizations are permitted to reprogram funds from existing program to existing program under the same line items. Organizations are required to seek approval to redirect funds to a newly created line item or program.

Failure to follow these instructions may jeopardize the opportunity for the organization to receive future funding.

SPECIFIC FUNDING

POLICIES AND PROCEDURES
Eligibility
To be eligible to petition the Student Budget Board or the Registered Student Organization Budget Board for funding, the organization should meet the following guidelines:

1.
To be eligible for small grant funding, an organization must be registered with the Student Activities Office in 319 Squires.  To be eligible for annual funding and contingency, the organization must be registered with Student Activities Office on or before the fourth Friday after the first day of classes of the fall semester.

2
Application for organizational membership must be open to the entire student body.  Organizations with restrictive membership must show a reporting requirement by a National or Regional governing body.  However, umbrella organizations will be considered for funding of programs that are geared toward the benefit of the general student body.

3. Organizations that receive annual funding are not eligible for further funding under the small grant program.  Also, organizations that receive small grant funding are not eligible for annual funding for the year in which the small grant was received.

4. Organizations must be registered in the Student Activities Office in 319 Squires before expending any Budget Board funds.  Failure to comply will result in organization’s funds frozen in the Student Organization Accounting Office.

Summer Leadership Program

A program for payment of wages to selected student leaders during summer months has been established by the Commission on Student Affairs.  The Board is authorized to approve summer wages for student leaders of organizations classified as USLPs or UCSOs and who are not financially compensated in any other way for their service to their organizations.  Detailed information on application procedures and policies are available upon request from the Assistant Director of Leadership Development.
Jointly Sponsored Programs
Co-sponsorship of programs and activities is encouraged but is not required.  Under conditions of joint sponsorship, each organization involved will include in its budget information regarding the nature of involvement and amounts of funds contributed by others. Umbrella organizations are encouraged to coordinate, when appropriate, the requests for programs jointly sponsored by member groups.  Umbrella organizations must present evidence of member group support when requesting funding for member organizations.

Academic and Administrative Programs
Those programs and activities of student organizations that would normally be considered under the University's academic and/or administrative budget will not be considered for funding.  Organizations whose members receive academic credit for participating in organizational activity are prohibited from petitioning for funds.  The board will not fund for a speaker to teach individual classes for academic credit.

Political Programs and Activity
Organizations will not be provided funding to support in whole or part the campaign of an individual candidate for political office. Elements of politically oriented programs that are educational and balanced in nature will be considered by the Board.

Religious Programs and Activity

Organizations will not be provided funding to support religious worship or religious proselytizing.  Elements of religiously oriented programs that are educational and balanced in nature will be considered by the Board.

Equipment
Requests for funding of equipment will be closely scrutinized.  Requests must be well-developed and supported by the following documentation:

1.
Needs justification, which states a convincing argument for the purchase.

2.
Complete specification of item(s) of equipment.

3.
Price quotations by at least three (3) vendors.

4.
Cost-benefit analysis, which would reflect savings to be achieved by the purchase.

5.
Attempts to secure funding from other sources.

6.
Methods of providing upkeep/maintenance services and supplies consumed in the use of the equipment.

7.
Evidence of an official on-campus office for all office equipment requests.  

The Board recognizes technological and pricing changes may occur between the award of funds and the actual purchase date for certain types of equipment.  A purchase of upgraded equipment that does not exceed the original funding proposal does not require any further action from the organization.  However, a letter of justification and prior Board approval are required for the purchase of upgraded equipment which results in a cost overrun if Budget Board funds are part of the funding mix.

Employment
Costs of employment will not generally be funded.  This policy recognizes the voluntary nature of student organizations in which services are expected to be donated.  As an exception, organizations, which maintain an office, may request wages for secretarial services.  These services will be established at the minimum level in terms of wage rate and hours employed.  Requests must be well justified and establish beyond reasonable doubt that lack of the service would severely cripple the operations of the organization. 

Food and Beverages
Food and beverages, such as that associated with banquets, receptions, and ceremonies, consumed by students will not be funded.  On a case by case basis, exceptions may be allowed, particularly as follows:

1. The board will fund for food and non-alcoholic beverage consumed by a visiting lecturer, entertainer, or guest of an organization at up to $28.00 per individual on the day of the event.


2. Food and grocery (excluding beverage) that may be an integral part of a program, such as that intended to provide cultural orientation.  Only small portions or samplings would be served, the food would not be meant to be a meal.  Funding requests for cultural food samplings will be closely scrutinized and must include a detailed list of food items to be served.  Funds may not be reallocated to food line items with the exception of food service supplies without prior Board approval.

3.
Food and beverage that is an integral element of a registration fee, such as a banquet at a conference during which the keynote speech is delivered.

Travel and Lodging
1.
Expenses incurred by students engaged in off campus travel will normally be limited to costs of transportation, limited lodging, and fees for registration for a collaborative or competitive activity. Attendees at conferences will normally be limited to the four members of the organization.  Costs of meals will not be funded.

   A. 
Costs of transportation will normally be computed based on ground transportation and day rates reviewed and established annually by the Board.  The use of private vehicles may be reimbursed at $.15 per mile.  Alternative methods of transportation will be considered if ground transportation is not the least costly method.  Airfare may be funded at up to $200 per student for a maximum of four students.  Airfare cost will not exceed $800 per organization per year.  Parking/shuttle may be funded at up to $20 per day.

   B. 
Generally, lodging for student travel will be funded for approved projects at $40 per night per student for a maximum of four students.  This cost will not be funded in excess of $160 per night for any project.  Additionally, lodging requests per organization must not exceed a maximum of six nights during the fiscal year.  Organizations are encouraged to make reasonable requests based on comparative lodging costs or alternative lodging options.  The Board reserves the right to limit or deny these requests if it feels that the cost may be unreasonably stated.

   C.      International Travel is not funded.

2.
A visiting lecturer, entertainer, or guest of an organization may be funded at $500.00 per guest for air-travel.  Gas mileage may be reimbursed at $.15 per mile.  Lodging will be funded at $75.00 per guest on the night of the event. 

3.
Expenses incurred by faculty/staff for travel, meals, and lodging will not be funded.

Publicity and Advertising

In recognition of the overall diversity of programming, the Board will consider within the total program context the percent of costs that relate to printing, publicity, and advertising.  Those elements of expense should be realistically developed within the nature and size of the program.  Generally, no more than twenty percent (20%) of an overall program cost will be awarded for publicity and advertising.  The board will only fund television advertisement for VTTV.  Printing of program material specific to the event, is not considered publicity or advertising.

Telephones
Only those organizations that maintain an office on-campus will normally be funded for telephone expenses.  Only minimum essential service will be considered.  Only one phone line will be funded per organization.

Alcohol and Alcohol Licenses
Alcoholic beverages and beverage licenses for events involving alcohol will not be funded.

Financial Aid and Scholarships
Tuition assistance in the form of financial aid, scholarships, assistantships, internships, and similar assistance models will not be funded.  Tutoring expenses will not be funded.

Philanthropies, Benefits, and Charities
The board will not fund for contributions to philanthropies, benefits, charities, and similar fund raising events will not be funded.

Awards, Plaques, Certificates, Trophies, and Prizes
Awards, plaques, certificates, trophies, and prizes will not be funded.

Yearbook Pages, Photo Albums, and Memorabilia
Yearbook pages, photo albums, and similar memorabilia will not be funded. Electronic versions will also not be funded. This policy recognizes the very exclusive appeal of such items to a limited number of students.  
Retreats and Workshops
The Board recognizes that retreats and workshops conducted by a single organization often tend to assume a social atmosphere and costs of the event should be more properly assumed by individual participants.  However, if retreats and workshops are consolidated, the Board would consider a petition for funds presented by a duly appointed representative (student or staff) instead of a single organization.  Initial organizing workshops by newly formed groups will be considered on a case by case basis.

Wearing Apparel
Items of wearing apparel will be funded on a case by case basis. If wearing apparel is funded, the following conditions apply:

1.
All items funded must remain with the organization, may not become the property of 
individuals and must be stored on campus. 

2.
All items funded must be used in organizational programs and activity and not used for private wear.

3.
Wearing apparel intended for purposes of advertising, such as T-shirts, will normally not be funded.

4.
Rentals will be encouraged for wearing apparel which use is anticipated for one or two times a year.

Fund Raising Events
Fund raising events will not be funded.  Organizations can host events that may result in generated money provided that generated money goes to additional events hosted or co-sponsored by that organization.

Personal Financial Gain
Organizations will not be funded for programs and activities that result in personal financial gain for individual members.

Installment Funding
The Board will not normally enter a funding scenario that would incrementally set aside funds over several consecutive years to fund a single program.  On occasion, the Board may allocate amounts for temporary purposes, such as security deposits or refundable charges, which will be returned to the Board when the purpose of the allocation has been satisfied.

Redistribution of Funds
The redistribution of Board funds from one organization to another, except as payment for the proportional share of expenses from jointly sponsored programs or as payment for services rendered, is prohibited, unless approved by the Board.

Fines and Penalties
Costs incurred from violations of or failure to comply with federal, state, local, or foreign laws and obligations will not be funded.  Fines and penalties incurred by late payments or other acts of non-compliance with contractors and others will not be funded.

APPEALS OF ALLOCATION DECISIONS

All appeals shall be filed in accordance with the following appeal criteria only.  Appeals shall be presented to the appropriate Board in the form of written statements.  The statements should outline the specific funding decision being appealed and the reason for the appeal.  Appeals may only be based on the following criteria:

 1.
Established policies and procedures were not followed.

 2.
The organization was denied the opportunity to present significant evidence at the time of the hearing.

 3.
The funding decision was arbitrary and capricious.

The fact that a Board did not fund an item at the requested level does not constitute grounds for appeal.
USLPs and UCSOs may appeal Student Budget Board allocation decisions to the Commission on Student Affairs.  A standing subcommittee will review the organization's written appeal to determine if it meets the criteria outlined in the Student Budget Board Policy and Procedures.  If the appeals criteria are met, the Appeals Subcommittee recommends a full Commission hearing.  If the Appeals Subcommittee determines that the appeals criteria have not been met, then the appeal will be rejected.  The Commission on Student Affairs will act on such appeals and record its decisions in official minutes.

RSOs may appeal the RSO Budget Board’s  allocation decisions to the Student Budget Board.  The Student Budget Board will act on such appeals and record its decisions in official minutes.  

All appeals must be submitted in writing to the Department of Student Activities, 319 Squires,  no later than 14 days of the date on the award letter.  The envelop should have the name of the organization on the front and indicate that it is an appeal.  The appeal will be delivered to the appropriate person to begin the appeal process as indicated above.
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