ASSOCIATED STUDENTS UCLA
UNDERGRADUATE STUDENTS ASSOCIATION
GUIDELINES FOR ALLOCATION OF THE 

STUDENT ORGANIZATIONS OPERATIONAL FUND
I.
Definitions

A.
The Undergraduate Students Association (USA) Student Organizations Operational Fund (SOOF) is the total amount of money supplied to the Fund for the purpose of subsidizing the operational costs of officially registered student organizations that have registered through the Center for Student Programming (CSP) and have signed the Statement of Non-Discrimination.  

B. Operational Funds are line items that include, but are not limited to, Assistance, Retreats/Conferences, Advertising, Graphics, and Supplies that are not used for specific programs.

C.
A fiscal year, as determined by Student Government Accounting, is the period that spans from August 1 to July 31.

II.
Determination of Allocable Funds

A.
The funding source for the USA Student Organizations Operational Fund is the money as allocated through the Membership Fees for the Undergraduate Students Organization.  Approximately eighty percent (80%) of all Net Budgetable Funds is directed to the USA Student Organizations Operational Fund.


B.
The USA Budget Review Committee shall, at its first meeting of the year, determine the exact amount to be allocated for each funding phase.  The committee shall also set any caps associated to specific line items funded through the USA Student Organizations Operational Fund.

III.
Composition of the USA Budget Review Committee

A.
The USA Budget Review Committee shall consist of:



1.
The USAC Budget Review Director.



2.
The USAC Assistant Budget Review Director, who is relegated the tasks of the Budget Review Director in his or her absence.



3.
The USAC Finance Committee Chair.



4.
Three members selected from the USAC by the USA President during a USAC meeting and approved by a majority vote of USAC.


 B.
The Budget Review Director or, in his or her absence, the Assistant Budget Review Director, shall serve as the Chair of the Committee.


C.
All members of the Committee shall have the right to vote.


D.
Three members of the Committee shall constitute a quorum.


E.
The USA Budget Review Committee shall be appointed no later than June 15 by the new Undergraduate Students Association Council.

IV.
Responsibilities of the USA Budget Review Committee
A.
The USA Budget Review Committee shall allocate the USA Student Organizations Operational Fund in accordance with Article VI.C.2-6. of the USA Bylaws.

B.
The Committee Chair shall propose a calendar of the Student Organizations Operational Fund process for the year as well as the fund allotment to each process, subject to Committee approval, at the Committee’s first meeting which shall be held no later than June 30 of each year.
C.
The Committee shall update any documents of the Student Organizations Operational Fund process.  The Committee will also review recommendations of the previous year’s Budget Review Committee and will implement appropriate changes.

D.
It shall be the responsibility of the Committee Chair to ascertain that all officially registered Undergraduate Student Organizations are notified of the approved calendar and the amount of funds available for allocation from the USA Student Organizations Operational Fund.  Such notification is to conform to the process delineated in Article VI.C.3. of the USA Bylaws.   
E.
The Committee shall set the caps for each line item that may be funded through the USA Student Organizations Operational Fund. This amount may then be allocated to all officially registered undergraduate student organizations regardless of the size of the organization or the budget of the organization.

F.
The Committee Chair shall be responsible for compiling and distributing a packet of all funding proposals to each Committee member at least three (3) days before each Committee hearing.
G.
The Committee shall grant a hearing for every organization whose proposal fulfills the minimum requirements.  This will ensure that all organizations have the opportunity for equal representation before the Committee.

H.
It shall be the responsibility of the Budget Review Director to confirm the hearing date, time, and location with every organization that has signed up for a hearing.  Each organization shall be informed about the hearing format.

I.
The Committee shall oversee that the budgets are prepared in accordance with the correct line item accounts and that the addition of all the figures is correct.  In addition, the Committee shall determine that all budgets are sufficiently documented to permit the Committee to arrive at an informed recommendation.

J.
The USA Budget Review Committee shall ascertain that the budgets are in accordance with all University, ASUCLA, and USA Financial Guidelines.

K.
The USA Budget Review Committee Chair shall be responsible for ensuring that a record is kept of Committee proceedings and decisions, in compliance with Article VI.C.5. of the USA Bylaws.

L.
The Committee shall make recommendations on each of the student organizations’ budgets and forward those recommendations to the Undergraduate Students Association Council (USAC.) for its review and approval.  These recommendations can refer to the entire student organization’s budget or any portion thereof.  

M.
Following approval by USAC, it shall be the responsibility of the USA Budget Review Committee to give notification of the allocation to each applicant at a mandatory allocation meeting.

N.
It shall be the responsibility of the USA Budget Review Committee to design a funding evaluation form to be submitted by student organizations before the end of the fiscal year.

O.
The Committee shall provide an evaluation of the Student Organizations Operational Fund process when the two funding phases are completed.  The Committee may also make recommendations to the incoming Undergraduate Students Association Council.

V.
Eligible Organizations

A.
Any officially registered student organization as defined in Article VI.C.2. of the USAC Bylaws shall be eligible to apply for funding from the USA Student Organizations Operational Fund.


B.     Registration status shall be determined by the Center for Student Programming, a department of UCLA Student Affairs.


C.  
Any organization seeking funds from the USA Student Organizations Operational Fund may be denied funding for failure to comply with these Guidelines.

VI.
Funding Calendar


A.
The Student Organizations Operational Fund process shall occur two (2) times during the regular academic year.  Eligible organizations shall apply only once for operational funding for the duration of the entire year.

1. The majority of the allocable funds, as determined by the Budget Review Committee, shall be available for organizations that submit an application in the first process, referred to as Main SOOF.

2. Any remaining funds shall be available in the second process, referred to as Second SOOF, for organizations that were unable to submit an application for the first process (Main SOOF.)   

3. Eligible organizations may apply only one time.

4. All organizations that submit an application which is received after the deadline for either of the two funding periods will not be granted any funding from the Student Organizations Operational Fund.

VII.
Criteria


A. 
Uniform, objective, content, and viewpoint neutral criteria will be used in the allocation of the USA Student Organizations Operational Fund.  These standardized criteria may be found in Article VI.C.4. (Criteria) of the USA Bylaws.

VIII.
Allocation Procedures

A.
To apply for funding from the USA Student Organizations Operational Fund, organizations must submit a proposal as outlined in Article VI.C.4.c.(2)(a) of the USAC Bylaws.  All proposals must contain all elements listed below (1 through 10).  Any proposal which does not contain this information will be automatically rejected by the Committee and will be reconsidered only upon the organization’s compliance.



1.
Organization name  



2.
Organization representatives (at least 3)



3.
Projected membership population in organization



4.
Organization description



5.
Statement of campus values     



6.
Statement of purpose and objectives



7.
Proposed program schedule



8.
Itemized budget with justifications



9.
Supporting documentations for expenses (if applicable)



10.
Organization’s Center for Student Programming (CSP) Advisor’s Signature (signifying that the proposal has been reviewed)


B.
Organization representatives shall be required to meet with a CSP advisor at least three (3) school days prior to proposal submission deadline.


C. 
Proposals shall be submitted to the Budget Review Director at the two (2) designated deadlines set by the Budget Review Committee.  The funding deadlines shall be at least three (3) school days prior to the first scheduled hearings.

D.
When each organization turns in its proposal, its representative must sign up for a hearing in which the Budget Review Committee will ask additional questions about their organization. This will ensure that all applicants have the opportunity for equal representation before the Budget Review Committee.

1.
Each funding proposal that fulfills the minimum requirements shall automatically be entitled to a hearing before the Committee, except as provided for by these guidelines. 


E.
The funding allocations recommended by the Budget Review Committee must be approved by the Undergraduate Students Association Council (USAC) by a majority vote before they become official.

    
F. 
Organizations shall be notified of their allocations at a mandatory allocation meeting as set forth on the Student Organizations Operational Fund calendar.  This meeting shall be co-hosted by Student Government Accounting (SGA) in order to ensure the organization’s capability in managing its allocations.
IX.
Distribution of Allocated Funds

A.
Funds from the USA Student Organizations Operational Fund are to be allocated only to officially registered student organizations that have registered through the Center for Student Programming and have signed the Statement of Non-Discrimination.


B.
In accepting any USA Student Organizations Operational Funds, the student organization accepts the responsibility to spend the allocated money in good faith and in accordance with USAC guiding documents.


C.
A requisition must be completed before any funds are committed or spent.  The requisition must contain the signatures of the following persons:  the official representative of the organization receiving funds, the Finance Committee (FiCom) Chair or his or her signatory, and the Student Government Accounting Manager.


D.
Items that may not be purchased with Student Fees include food; trophies; charms; cameras; flowers and plants; candles; decorations; picture frames; personal gifts; compact discs (including DVDs); IM Sports Fees; plaques and engraving; parking citations; and personal reimbursements of Honorarium payments made to [an] individual(s).  All organizations should seek the advice of their CSP Advisor and/or the Student Government Accounting Manager before committing to any of these expenditures. 




1. T-shirts may not be purchased to advertise specific events or programs; T-shirts can only be purchased as advertisement for an organization as a whole. 




 
a. No more than thirty percent (30%) of the total approved allocation from the Student Organizations Operational Fund shall be used for T-shirts. 


E.
All funds shall be expended in the least expensive manner possible and shall be in compliance with USAC guiding documents.


F.
The Assistance (Stipend) line items shall have the following stipulations:

1.
No more than sixty percent (60%) of the total approved allocations from the Student Organizations Operational Fund shall be used for stipends.

2. No more than ten (10) members of each organization shall receive a stipend.



3.
Each stipended officer shall receive a minimum of $25 quarterly.


G.
Student Government Accounting shall be informed of any allocations by the Budget Review Committee and shall be responsible for all accounting for allocations.  The Student Government Accounting Manager will also assist the Budget Review Director in preparing periodic and year‑end financial reports.


I.
The last day to submit any Student Organizations Operational Fund requisitions to Student Government Accounting shall be 5 p.m. on the Friday of week 9 of the quarter that the expenses pertain to. If the expense is for supplies needed for Fall quarter, the req is due by the latest, week 9 of Fall quarter and so on. 

X.
Evaluation Report

A.
It shall be the responsibility of the USA Budget Review Committee to design, review, and update as necessary an evaluation form to be used throughout the fiscal year.

B.
In accepting funds from the USA Student Organizations Operational Fund, the student organization agrees to submit an evaluation to the USA Budget Review Director prior to June 30 as stated in Article VI.D.14.a.(4) of the USA Bylaws.

C.
The evaluation shall contain the following information:

1.
Name of the officially registered student organization

2.
Name(s) and position(s) of the evaluator(s)

3.
Student Organization Operational Funds received

4.
Detailed list of funds spent

5.
Overall strengths and weaknesses of the organization

6.
Leadership structure, outreach, planning, and methodology of the organization

7.
Suggested changes and recommendation for incoming leadership of the same organization

8.
Suggested changes and recommendation for the Student Organizations Operational Fund process

D.
Failure by any student organization to submit an evaluation in a proper manner may make them ineligible for future funding from the USA Student Organizations Operational Fund.  
XI.
Appeals

A.
Organizations that feel they were not treated fairly or did not receive due process for their funding proposal may appeal any funding decision to the Undergraduate Students Association Council (USAC). In hearing appeals, USAC will not consider the merit or quality of the organization in question; USAC will instead investigate to ensure that the application was treated fairly by the Committee and received its proper due process.


B.
Grounds for appeal to USAC, procedures for appeal to USAC, and procedures for appeal to the USA Judicial Board may be found in Article VI.C.6. (Appeals) of the USA Bylaws.

XII.
Fund Misuse

A.
The Committee reserves the right to freeze allocated funds of any student organization if the Committee determines that the organization is not expending the funds in accordance with the original proposal that was approved by the Committee.  In the event of such a case, the Budget Review Director or the Student Government Accounting Manager shall contact the organization’s official representatives in writing and notify them of the USA Budget Review Committee's decision to freeze funds.  Any freezing of funds shall remain in effect until the Committee makes a decision regarding the status of the affected organization. 


B.
The student organization representatives shall have the opportunity to appear before the Committee before a final decision is rendered regarding the frozen funds. They may appeal these proceedings to the USAC, following the appropriate appeals procedure as outlined in Article VI.C.6. (Appeals) of the USA Bylaws.  Depending upon the severity of the misuse of USA Student Organizations Operational Funds, the Committee may consider further action it deems appropriate up to and including returning the allocation to the USA Student Organizations Operational Fund or USA Surplus, and barring the student organization from applying for USA funds for the remainder of the fiscal year.

XIII.
Adoption and Amendment

Following its adoption, this document shall not be changed except at the end of each fiscal year, at the beginning of the fiscal year, or prior to the hearing of any proposals so that each registered student organization is accorded the same rights and privileges by the Committee.

APPROVED:  May 30, 2006

Revised March 26, 2009
Revised March 26, 2009




