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Financial Mission Statement 
 

We strive to responsibly allocate funds to students and student organizations for 

the benefit of the student body and improvement in campus life.  We strive to 

uphold all of the following rules and regulations. 
 

Overview of Financial Handbook 

 

The purpose of this handbook is to: 

 Facilitate the Senate in funding decisions by providing reasonable and 

consistent standards for fund allocations.   

 Provide awareness to students and student organizations regarding their 

financial obligations. 

 Guide students and student organizations in the process of requesting 

funds. 

 Guide student organizations in the annual budgeting process. 

The policies set forth in this document apply to students who pay the student 

activities fee. The policies can be suspended and modified by a two-thirds 

majority vote of the Senate. 

 

Background  
Where We Get Our Money & How It Is Spent 

 

The College of St. Scholastica Student Senate receives the Student Activity Fee.  

This activity fee is approximately 0.56% of students’ tuition fee. These numbers 

are verified by the College Controller, the Senate Advisor and the Senate 

Financial Vice President.  

 

After the numbers have been verified, the Senate Financial Vice President then 

transfers the funds from the College into the specific organizational accounts. 

The Financial Vice President oversees all of these organizational accounts. 

 

Also, the Financial Vice President manages the four Student Senate Accounts.  

The four accounts are the: General Fund, Project Fund, Senate Operating Fund, 

and Stipend Fund. 

 

 

 

 

 



Page 3 
 

Student Senate Regulated Funds                            

 
The General Fund is the account that Student Senate uses to debit funds for 

approved unbudgeted organizational requests.  This account is used to allocate 

funds to clubs for expenses that were not budgeted for during the previous year.  

Note: Any unused funds (excluding fundraising/donated revenue) remaining in 

any student organizational accounts are rolled over to this account at the end 

of the academic year. 

 

The Project Fund contains funds that are budgeted for by student organizations.  

This account is only used when organizations request budgeted funds from the 

Senate. If there are excess funds in this account, they will be rolled over to the 

General Fund at the end of each semester. 

Note: Student organizational accounts, with the exception of maintenance 

organizations, request for the budgeted allocations to be placed into their 

account.  The money will not be added to the club account until requested and 

processed.  Any unrequested and unspent budgeted fall semester money will 

be rolled back into the General Fund at the end of the fall semester. 

 

The Senate Operating Fund is Senate’s organizational fund.  These funds are 

placed in this account at the beginning of each semester. Senate also deposits 

any fundraising revenue in this account.  This account is used for Senate’s daily 

operations. 

 

The Stipend Fund is supplied with funds to reimburse organizational leaders for 

their work.  The only organization to receives stipend funds to reimburse their 

leaders is Student Senate. 
 

 

Fund Request Procedure 

 

Money Request Forms 
If your organization needs to request funds, please come to the Senate office (T-

81) to do this; any of the Executives or Senator can help you with requesting 

funds.  The following is a list of forms available: 

o Unbudgeted Money Request (white) – Used to request funds for 

unbudgeted expenses. 

 The entire form needs to be completed, if not completed, it 

will be returned to you and will not be considered for that 

week’s meeting.  Please be as detailed as possible, and 

itemize all expenses.  
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 The following must be included with unbudgeted money 

requests  

 Official documentation supporting all expenses. 

 An itinerary for all retreats and conferences. 

 A representative from your club is encouraged to attend a 

meeting with the Financial Vice President to answer all 

questions concerning the unbudgeted request.   

 It is mandatory that at least one representative from the club 

attend the General Student Senate meeting to represent the 

unbudgeted request, or the request is automatically tabled 

until the following meeting unless otherwise notified. 

 Unbudgeted requests are due on Wednesdays at 3:30 pm. 

Note: Requests will be tabled until the next Senate meeting unless 

these requirements are met. 

 

o Student Expense Reimbursement Report (pink) – Used to request 

reimbursement funds for money previously spent on an event.  All receipts 

must be included. Forms must have student and club advisor’s signature 

before reimbursement will be dispersed. 

o Travel Advance – Please contact Nora Brannan at nbrannan@css.edu. 

 

Your organization’s advisor must approve the student reimbursement. Bring the 

completed forms previously mentioned to the Senate office for processing.  

Important note:  for your account to be correctly handled, the FVP must sign the 

completed request before it is routed to the St. Scholastica Financial 

Department.  

 If the request is for budgeted funds, you will be notified by 

email if there is a problem with the request.  

 If the request is for unbudgeted funds, the Financial Vice 

President must review it prior to making a motion to the full 

Senate. 

(NOTE: the Financial Vice President/Senate is not obligated to 

fulfill any unbudgeted requests, and may recommend zero 

dollars for any request). 
 

Claim for Personal Services Rendered 
o This form is not available in the Senate office, but is outside of Ann Gersich’s 

office.  This form is used for IRS purposes to itemize any expenses for work 

performed.  Please be sure to check with Ann Gersich (T2106) if you believe 

your expense should be included on the Personal Services Rendered form. 
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Fund Allocation Policies & Guidelines 
Policies to Note   

o All requests must be submitted and approved prior to the funds being 

spent or the event taking place. 

o The Senate is not obligated to fund any event or item.  All applicable 

policies in this handbook state “Senate may recommend up to …” 

o The Senate will not fund any event that directly contradicts the mission 

and core values of The College of St. Scholastica. 

o The Senate will not fund any gifts to departing members of the 

organization. 

o The Senate will not transfer unused funds from previous fiscal year’s 

budgets to a subsequent fiscal year, or vice versa.   

o The Senate will not consider reimbursement funding for any unbudgeted 

event which has already taken place or has been paid for (i.e. retro pay).  

o Please note that the Senate may recommend funding for a certain 

number of participants for any event. It is your organization’s responsibility 

to divide the allocated funds among all attendees. 

o Trips during school breaks should be requested during the previous 

semester. 

o To receive Senate funds, a club leader/representative from your 

organization must attend the Organizational Board Review meeting 

hosted by Student Senate Executives and the Activities Chair during the 

fall semester.  

o To receive Senate funds, clubs/student organizations must be in 

accordance with all guidelines published in the Student Senate Financial 

Handbook. (See Appendix B). 

o A club/student organization requesting funds (budgeted or unbudgeted) 

greater than $500 must have a treasurer prior to the Org/Board Review 

meeting. 

The Senate Financial Vice President (FVP) is the first individual to review each 

request for funds, whether budgeted or unbudgeted.  The FVP also reviews 

budgeted requests against the actual organizational budget, to ensure that the 

organization is not over-spending.   

The Financial Vice President also reviews unbudgeted money requests.  As 

indicated earlier in this handbook, these are the official financial policies of the 

Senate. In order for the FVP to override these rules and/or to allocate money 

over and above the policies, the Senate would have to vote (two-thirds 

majority) to suspend the policies of the Financial Handbook. 

 

The FVP will review unbudgeted requests according to the financial policies and 

present his/her recommendation to the full Senate at each meeting. A club 

representative is encouraged to speak to the FVP about the request and 

required to attend the General Student Senate meeting to support your request. 
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Only club members and student senators may attend finance meetings. 

Decisions will be approved by the full Senate, through voting (i.e. iClickers, hand 

raise, roll call, e-mail, etc.). 

 

Please note that the following list of definitions and discussion are provided 

simply because they result in the most disputes among the Senate. 

 

Definitions 
 

o Banquet - an event for active members of an organization. Senate does not fund. 

o Club Item - An article of clothing/object that is intended to be kept by the 

club member. Senate does not fund. 

o Fundraising – currency obtained specifically for your organization through 

initiatives or club activities. May be paid out of pocket by club members. 

o Group Bonding Event - an event for active members of an organization 

that actively portrays the Benedictine value of Community.  

o Registration – or “entry fee” that is essential to grant access to an event, 

non-profit organization or conference deemed beneficial to The College 

of St. Scholastica by the Senate. 

o Speaker - an event open to CSS (which could include outside community 

members) that involves a keynote, motivational or other type of speaker 

for academic or personal enrichment. Speakers will be processed by 

Senate via unbudgeted request. 

o Study Abroad Experience - an academic learning opportunity for a 

student to spend time in a community other than CSS while receiving 

college credit. 

o Senate will not consider funding for study abroad opportunities.  

Also, Senate will not consider refunding the Student Activity Fee for 

the time the student is physically absent from CSS. 

o Trip - A venture that involves academic enrichment.  This may include (but 

is not limited to) conferences, social justice or community service based 

activities that can be attended by both CSS and/or non-CSS community 

members. Only CSS students can be budgeted for and will receive 

reimbursement. 

o Senate will not fund individual trips, unless they benefit the entire 

CSS community. 
 
 

Budgeted Funds Policies 
The Organizational Budgeting Process will be carried out a semester in advance 

(see budget section). The items listed below are the only items which an 

organization may budget for. 
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 Activities Fair – organizations may request up to $25.00 during fall semester 

for the activities fair. 

 Advertising – promotional materials such as poster, flyers, etc., used to 

promote events. $25 per semester can be allocated to clubs. 

o Trip – organizations may budget for registration costs for up to two trips per 

semester. The funding shall not exceed the appropriate amount for your 

group size according to the allocation table on page 9.  (Take note: 

travel/lodging/meal expenses are to be requested as unbudgeted.) 

o Group Bonding Event – organizations may budget for up to one group 

bonding event per semester. Senate may fund up to $6.50 per person not 

to exceed 30 people. This event must be described within the budget in 

order to receive funding. 

o Miscellaneous allocations – additional funding request regulations will be 

at the discretion of the budget committee. 

o Fundraising/Income - Student Senate recommends fundraising 10-25% of 

the organization’s total budget. If a student organization does not plan to 

contribute their own funds for an event/budgeted request, it will be at the 

discretion of the Senate Executive Board to allocate Senate funds. 
Student Senate may allocate a maximum of $50 per semester for fundraising efforts. 

Unbudgeted Funds Policies 
All policies previously discussed in the budgeted funds policies section apply to the 

unbudgeted funds policies section (if organizations find they must request unbudgeted 

funds for unplanned events).  The following are the Senate policies for funding costs 

associated with certain events: 

o Registration for trips– registration costs are allowable in the organizational 

budget.  However, if your organization did not plan for this event, the 

Senate may recommend funding not to exceed the amounts found on 

the allocation table on page 9. 

o Transportation expenses for trips– organizations may request unbudgeted 

funds to cover transportation costs for the above named events.  Senate 

recommends funding up to 50% of the most economically feasible and 

reasonable mode of transportation with provided evidence, not to 

exceed the amounts found on the allocation table on page 9.  

 When calculating expenses for gas, please use the following 

equation: Number of miles (one way) divided by miles per 

gallon of the vehicle, multiplied by the price of gas per 

gallon, multiplied by the number of vehicles going. 

 

miles (one-way)   x   cost per gallon  x   # of cars. 

mpg 

 

 Early airline tickets: If a club plans on purchasing group airline 

tickets early in order to solidify a price, it must get the 

approval of the Senate Financial Vice President. An 
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unbudgeted request must be submitted within one week of 

the purchase. 

 Note: Student Senate is not required to fund any tickets 

purchased before funding is allocated.  Clubs should 

be aware of the risk of purchasing tickets early. 

o Lodging expenses for trips– organizations may request unbudgeted funds 

to cover lodging costs for the above named events.  Senate may 

recommend funding for up to the maximums that are listed on the 

allocation table (see page 8).  

o Meal expenses for trips– organizations may request unbudgeted funds to 

cover meal/board costs for the above named events.  Senate may 

recommend funding for up to the maximums that are listed on the 

allocation table (see page 8). 

o Awareness-promoting events – organizations may request funds from 

Senate to sponsor an event which promotes awareness of the 

organization. 

 Note: this event must be open to all CSS community members 

to be eligible for consideration for funding. Charged 

admission to CSS students for a Senate funded event is not 

allowed.  

o Promotional events – organizations may NOT request funds from Senate to 

sponsor an event which promotes any part of the organization which 

Senate deems more appropriate for the Institutional Department to cover 

unless funds have already been previously requested.  It will be the 

organization’s responsibility to request funds from the specific department 

for these types of events. 

o Donations – Senate will not provide monetary/charitable gifts to 

organizations. 
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If you are driving 

as part of your 

transportation 

please use the 

above equation. 

Allocation Table  

 

*To use the allocation table above, find your group size and follow the cells 

to the right until the numbers correspond to your event.  This is the 

maximum allocation available to your group for that event.  Student 

Senate will not allocate additional funding for more than 30 students, 

lodging for more than four nights and/or food for more than five days. 

*For Spring/Winter break trips, Lodging may be increased to$24 x 7nights, 

and food may be increased to $12 x 8 days. 
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1 50.00 125.00 20.00 10.00

2 100.00 250.00 40.00 20.00

3 150.00 375.00 60.00 30.00

4 200.00 500.00 80.00 40.00

5 250.00 625.00 100.00 50.00

6 300.00 750.00 120.00 60.00

7 350.00 875.00 140.00 70.00

8 400.00 1,000.00 160.00 80.00

9 450.00 1,125.00 180.00 90.00

10 500.00 1,250.00 200.00 100.00

11 550.00 1,375.00 220.00 110.00

12 600.00 1,500.00 240.00 120.00

13 650.00 1,625.00 260.00 130.00

14 700.00 1,750.00 280.00 140.00

15 750.00 1,875.00 300.00 150.00

16 800.00 2,000.00 320.00 160.00

17 850.00 2,125.00 340.00 170.00

18 900.00 2,250.00 360.00 180.00

19 950.00 2,375.00 380.00 190.00

20 1,000.00 2,500.00 400.00 200.00

21 1,050.00 2,625.00 420.00 210.00

22 1,100.00 2,750.00 440.00 220.00

23 1,150.00 2,875.00 460.00 230.00

24 1,200.00 3,000.00 480.00 240.00

25 1,250.00 3,125.00 500.00 250.00

26 1300.00 3250.00 520.00 260.00

27 1,350.00 3,375.00 540.00 270.00

28 1,400.00 3,500.00 560.00 280.00

29 1,450.00 3,625.00 580.00 290.00

30 1,500.00 3,750.00 600.00 300.00
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Account Maintenance 

 

Rollback Process/Policies 
The annual fiscal “rollback” process occurs in August of each year.  The fiscal 

year ends June 30th of each year for the Senate so, starting in August, a group of 

Senate Executives and Senators congregate to review the previous year’s 

student organizational account activity.  The general ledger is reviewed, and 

any unused funds (budgeted & unbudgeted) from organizational budgets are 

transferred out of their account and into the Senate General Fund.   

 Note: Any fundraised funds or funds that were donated to the 

organization will not be transferred out of the account.  

 For large scale events that are cancelled or have unused funds, funds will 

automatically be transferred into the Student Senate General Fund. 

Organizational Budgeting Process 
The organizational budgeting process starts in October of each academic year.  

Each organization is required to send a representative to the “Organizational 

Review Board” or Org/Board meetings.   At the Fall Org/Board meeting, the 

Financial Vice President will explain to group representatives the process for 

budgeting.  Each organization will then submit a preliminary budget to the 

Senate Financial Vice President for review in Mid-November and modification.  

The Budget Committee will then modify and approve the next semester’s 

operating budget.  Each organization is required to send representation to the 

Budget Committee meeting to introduce your proposed budget. The budget 

committee will convene during the Fall and Spring semesters to review 

organizational budgets for the following semester.  

 Outgoing financial leader of the club is responsible for explaining the 

budgeted process to the incoming leader, including current account 

balances and account numbers. Senate recommends keeping a binder 

with past budgets and all expenses.   

 

Organizational Debt & Probation 
The Student Senate forbids student organizations from over-spending on their 

organization’s account.  

 

If your organization does happen to over-spend and is in debt, the following 

may occur: 

 Debt balances of $50 or less may be forgiven by the Student Senate.  This 

amount will be absorbed by the Senate during the Rollback process.  

Recurrent over-spending and debt will not be tolerated and may affect 

the status of your organization. 
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 Debt exceeding $50 and deemed substantial by the Financial Vice 

President is subject to review by the Senate Executive Board during the 

upcoming semester. The consequences of the excessive debt will be 

determined on an individual basis. The organization’s reputation, financial 

integrity and other factors will affect the Senate’s decision on 

consequential action. 

 One of the consequences of excessive organizational debt is 

Organizational Probation.  The following section will detail the probation 

process: 

 

A club may be placed on probation for the following reasons: 

 Failure to attend Organizational Review Board meetings, or supply any 

requested information from the Organizational Review Board meetings. 

(Exceptions may be excused in advance.) 

 A debt exceeding $50 and deemed substantial by the Financial Vice 

President. 

 The misuse of funds based on the Executive Board’s guidelines or 

recommendation. 

 Failure of an organization to have a faculty, administrative, or staff 

member as an advisor by October 1st of the school year or five weeks 

after a club is deemed "official" by the Student Senate. 

 Any violation of college policies as stated in the Student Handbook. 

 

 The consequences of probation are as follows: 

 The club will not have access to its budget.  The club must request all 

money by submitting an unbudgeted money request, even if the funding 

was already budgeted. 

 The club must meet with the Student Senate Executive Board Finance 

Committee to correct or resolve the problem(s) which placed the club on 

probation status. 

 The club may be considered defunct after six weeks of being on 

probation if the Student Senate vote is not to take the club off probation 

status. 

 At the discretion of the Student Senate Executive Board and Senate’s 

advisor(s), the club’s debt may be subtracted from their budget request 

for the current academic semester.  

 

Out of Session Funding: 

 During non-session times, the President shall have the authority to make 

expenditures up to $500 with the approval of two Executive Senators and 

the Advisor.  Additional funding may be allocated upon the agreement of 

all Executives, the Chair of the Finance Committee, and the Advisor. 
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Thank you for reading our financial policies and guidelines handbook.  We hope 

that this handbook gives your student organization a better understanding of 

the Senate financial policies and clarifies some of our processes.  If you have 

any questions about any of the material and/or information provided in this 

handbook, please do not hesitate to contact the Student Senate.  Best wishes in 

your organizational endeavors.  We look forward to assisting you! 

 
 

 

 

 

 

 

 

We put the FUN in Funding! 

The College of St. Scholastica Student Senate  

1200 Kenwood Avenue, Box 2280 

Duluth, MN 55811 

 

Phone: (218) 723-6115 

Email:  ssenate@css.edu 

 

URL:   https://www.css.edu/student-affairs/student-life/student-

activities/css-student-senate.html 

   
 

 

Senate Financial Guidelines & Policies Handbook, 12th Ed. 

Last revised: 09/2017 

A. Bailey, Financial Vice President 

Abailey2@css.edu 

mailto:ssenate@css.edu
https://www.css.edu/student-affairs/student-life/student-activities/css-student-senate.html
https://www.css.edu/student-affairs/student-life/student-activities/css-student-senate.html
mailto:Abailey2@css.edu
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Appendix A  
 

 

Student Organizations: Fund 80000 
Organization Name Account Organization Name Account 

56 Nights 29182 Lacrosse 29253 

Accounting Club 29109 Latino Student Union 29254 

Active Minds 29114 Math Club 29228 

All Abilities Equal Opportunity 29123 Mayfest 29230 

Amnesty International 29113 Northern Explorers 29255 

Anime Club 29249 Nursing Pinning Ceremony 29239 

Asian Student Union 29115 OP! (10000-6320) 70270 

ASL/ Deaf Culture Club 29122 PASS/ Psi Chi 29260 

Badmitton Club 29119 Physician's Assistant Club 29285 

Bee's Knees 29220 Pre-Med Club 29275 

Better Together 29125 Pre-Pharmacy Club 29276 

Biochemistry/ Chemistry 29117 PT Club 29280 

Black Student Union  29218 Queer-Straight Alliance (QSA) 29247 

Biology Club 29116 Relay for Life 29566 

Cable 29130 RHA 29290 

CSS Catholic 29360 Rotaract Club 29300 

Campus Activities Board (CAB) 29120 Russian Club 29301 

Campus Ministry L.A. Trip 29362 Rugby Club 29159 

Campus Ministry Mexico 29361 SATS- Saints Athletic Training Society 29565 

Center For Just Living (CJL) 29215 Senior Send-Off 29313 

Cheerleaders (6310) 70315 Social Work Club 29340 

Christian Student Community 29145 Spanish Club 29345 

Circle K 29140 Speak Up 29346 

Collegiate Readership Account 29149 SS Health Interprofessional Program 29431 

Computer Club 29143 Stockfest  29347 

Dance Team (Fund 6310) 70310 Storms Advocates 29430 

Earth Action 29170 Student Allocation Account 29348 

Education Association (CSSEA) 29222 Student Alumni Association (SAA) 29350 

English/ Arts Club 29176 Student HIM Association (SHIMA) 29370 

Fallfest 29180 Student Nursing Association (SNA) 29390 

Fellowship of Christian Athletes 29183 Student OT Association (SOTA) 29395 

Figure Skating Club 29185 Student Senate Endeavor Fund 29402 

Freshwater Review  29250 Student Senate General Fund 29400 

Gamma Omnicron 29189 Student Senate Operating Fund 29310 
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German Club 29182 Student Senate Project Fund 29410 

Golf Club 29192 Student Senate Stipends 29420 

Habitat for Humanity 29187 Students Today Leaders Forever 29368 

History/ Politcs Club 29191 United for Africa 29575 

Indigenous Student Alliance 29110 VITA- Volunteers Involved Thru Action 29440 

InterNational Club 29200 Volleyball Club 29445 

Intervarsity (IV) 29210 Winterfest 29450 

Investment Club 29305 Women's Hockey Club 29451 

Jump Into Science 29216 Student Activities (6310) 70270 

INDICATES MAINTENANCE ORGANIZATION  eSports Club 29223 

 INDICATES SENATE OPERATED ACCOUNTS     Calling All Catholics 29133 
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Appendix B 
 

CSS Club Requirements 2017-2018 
 
Clubs must: 

1. Fill out a Club Registration Form 

2. Have at least 8 active members within the club. If there is less, request and rationale 

may be submitted for approval by the Student Activities Committee and Student 

Senate. 

3. Have at least two contact people.  

4. Have an adviser. 

5. Perform 1 event each semester. (It can be a 56 Night event, community day event, 

community event). 

a. Fill out the event sheet and return to the Student Senate office. 

b. Perform one volunteer event each semester. 

c. Have at least one meeting per month. 

d. Put time, date, and location of the meetings on the Saints Life calendar. 

e. Open to everyone in the CSS community. 

 
Clubs consequences: 

1. If not able to reach requirements, the club will be put on a probationary period and 

will have to set up a meeting with the Student Activities Chair (Erin McKenzie) to 

appeal. 

 
New Club information: 

1. If a new club has a similar mission statement to a current official club, the new club 

will be asked to join the official club, unless approved by Student Activities 

Committee. 

2. A perspective club will hold meetings for a whole semester before having the Student 

Activities Committee vote, after the semester the club will turn in their attendance 

sheets and mission statement to the Student Activities Chair. If the club gets 

approved by the committee, then it will be voted on by the Student Senate at the 

following Sunday meeting.  

Student Activities Contact: 
1. Student Activities Chair: Erin McKenzie 

a. emckenzie@css.edu 

 

 

 

 

mailto:emckenzie@css.edu
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FINANCIAL HANDBOOK CHEAT 

SHEET  
***This sheet is to be used as a tool to facilitate the budgeting process for club leaders.  It is 

not a supplement for the Financial Handbook, as the Handbook should be read in full by 

club advisors, leaders, and members.*** 

1. Clubs/student orgs. are required to attend an Org/Board Meeting (Round Table 

Meeting) in Mid-October 

2. $25 may be requested for the Activities Fair if built into the Fall semester’s budget. 

3. Budgeting Process 

a. Submit Budgets a Semester in advance 

b. Budget committee hears the budgets requests of student organizations 

c. Budget amounts approved/finalized by the budget committee 

4. The only organization to receive stipend funds to reimburse their leaders is Student 

Senate. 

5. Club/student organizations members may only be reimbursed for approved 

budgeted/unbudgeted events. 

6. The Senate will not consider reimbursement funding for any unbudgeted event 
which has already taken place or has been paid for (i.e. retro pay).  

7. To receive Senate funds, clubs/student organizations must be in accordance with 
all guidelines published in the Student Senate Financial Handbook. (See 
Appendix B). 

8. A club/student organization requesting funds (budgeted or unbudgeted) greater 
than $500 must have a treasurer prior to the Org/Board Review meeting. 

 

 


