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Introduction

This Financial Procedures Manual for the Governance of Services and Activities Funds contains policy as established by the Associated Students of Treasure Valley College in cooperation with administration of TVCC. These revenues are collected through student fees and from other sources, such as admission to student programs events, contributions to Student Government, interest earning and other similar sources of revenue. 

The Associated Students fund shall be used for the operation of various student life events, travel (mileage, lodging, registration, transportation, registration, meals), supplies, salaries, honorariums, advertising, capital projects, promotions or giveaways, programs and other projects as determined by the Associated Students and The Director of Student Programs. 

This Financial Procedures Manual has been authorized by the college administration for the governance of all funds of the Associated Students of Treasure Valley College. An annual budget is submitted as a guideline of expenditure of funds to the college administration for review in February.  The Associated Student Government must approve the proposed budget prior to submission to the college administration.
Article I

Purpose

The purpose of the Financial Procedures Manual is to execute the provisions indicated in the preceding introduction. It is provided as means of facilitating and sharing of responsibilities and decision making opportunities among the officially recognized Associated Student Government and ASG approved organizations and the College Administration, who are accountable for the effective administration of all college funds.
Article II

Mission
The mission of the Associated Student Government of Treasure Valley Community College is to develop successful leaders who serve as a liaison between the administration and the student body in order to maximize student opportunities and experiences.  The ASG serves all students by including and integrating student opinion in college governance and decisions that affect student rights, freedoms, and responsibilities.

The Associated Student Government of Treasure Valley Community College values the ongoing development of a comprehensive program that aspires to support student initiatives, opinions, and success through Professionalism, The Democratic Process, Student Involvement, Diversity, Teamwork, Educational Growth, and Community Involvement.  These key elements serve as the core values which guide the Associated Student Government and should be the driving force when expenditures of funds is planned, developed, and executed.  In addition, the development of a successful student life program on campus should be the major component of the annual budget and the Director of Student Programs will ensure that a comprehensive and diverse program is facilitated on an annual basis.
Article III

Funds

Section 1: Use of funds

Accounts under the administration of the Associated Student Government are to be approved by the Director of Student Programs, the appropriate VP(s) and shall finance all student sponsored activities, programs, and events as described in the Introduction of the Financial Procedures manual or approved by the ASG.

The proposed budget will serve as a guideline for the Associated Student Government.  Major deviation or alternate uses of funds from the proposed budget must be approved by the Associated Students per the Constitution of the Associated Students of Treasure Valley Community College.  All funds must be expended in accordance with the established guidelines of the business office or appropriate purchasing process of the college.  Students are given the autonomy (with the guidance of the Director of Student Programs) to select speakers and activities which are within the educational mission of the college and student funds are not discriminatory to the nature of topics or activities selected through the established student process.
It shall be the responsibility of the appropriate VP (Chief Financial Officer) of Treasure Valley Community College to maintain proper recording of financial transactions of all ASG monies and work with the Director of Student Programs to ensure the proper expenditures and accounting of student funds on a regular basis.
Section 2: Deposits and Expenditures

All funds and revenues collected through the student fee shall be deposited with and expended through the Business Office of the College. The official record of all monies for the ASG and its subsidiary units are maintained by the appropriate VP (Chief Financial Officer).

A. If monies are collected as the result of a student activity, they must be accounted for by the Director of Student Programs and a student representative and deposited into the Business Office at the end of the day (if “after hours”/weekend or holiday it must be deposited on the next working day).
B. Funds are to be deposited with the Business Office following the prescribed Business office policies. At this time, a receipt will be issued with the indication of the date, account to which the monies are to be credited, and a description of the funds being deposited. 

Article IV

Expenditures of Funds
Section 1: Expenditure of Funds
The basic aim of activities expenditures includes the planning and execution of events and activities which appeal to the educational, recreational, social and cultural development of students.  Each student activities representative, under the direction of the Director of Student Programs, will manage their respective budget. 
In addition to events and activities, other expenditures of ASG funds may include travel (mileage, lodging, registration, transportation, meals), supplies, capital projects, salaries, honorariums, advertising, promotions or giveaways, programs and other projects as determined by the Associated Students and/or The Director of Student Programs.  The Director of Student Programs, in consultation with the college administration is responsible for the interpretation of the Financial Procedures Manual and expenditures of the Associated Student Government funds.
Section 2: Request of Funds from the Associated Student Government  

Any recognized club/organization (see club/organization procedure manual for definition) or recognized campus department may request funds from the Associated Student Government.  The requests must be in written form and benefit the students of Treasure Valley Community College. Upon approval of funds by majority vote of the ASG, clubs or departments will receive a transfer of funds to their account.  The club/organization or department may also present the Director of Student Programs proper documentation and have the Associated Student Government pay for the expenses directly from their account if appropriate. Funds may only be requested from the ASG contingency account or capital fund.
Article V

Chartered Student Organizations

Section 1: Fiscal Affairs of Clubs/Organizations
All chartered student organizations, approved by the Associated Student Government, will receive an account (established by the Business office) upon their initial charter.  All financial affairs must follow the established budget office guidelines.  All fundraising activities must also comply with Article III, Section 2.  Student organization accounts must be governed by the faculty/staff advisor who is directly responsible for all compliance with club/organization guidelines and fiscal affairs.  All purchases and transactions must be approved by the Director of Student Programs and the appropriate Dean.  

If clubs do not maintain their charter for an 18 month period all funds existing in their account will be assumed by the Associated Student Government and their account will be terminated.  Notification of account closure will be provided in writing by the Director of Student Programs, the appropriate VP, or Chief Financial Officer of the college.
Club/Organization accounts which exist outside of the college are strictly forbidden.  Failure to comply with this fiscal policy will result in indefinite termination of the club charter.
Article VI

Budget

Section 1: Source of funds

ASG funds are derived from student activity fee which is paid in the amount of $7.00 (established 2015).  All funds are to be directly deposited into the Student Fee account and under the general direction of the Associated Student Government and the Director of Student Programs.  Additional funds may be derived from generated revenue at events/activities, contributions to the Associated Student Government, and income generated from fundraising or advertising.
Section 2: Surplus
In the event of an account surplus at the end of the fiscal year, funds can “rollover” to the next year or be transferred to the reserve or capital account.  The reserve account is established to hold funds which would cover the costs of an account which may be over expended during the fiscal year.  In addition, the funds could be expended to fund a major event or capital project by majority approval of the Associated Student Government.  The capital account is established to “save” funds to expend specifically on capital projects.  
Section 3: Revenue Projections and Budget Review
Revenue projections will annually be made by the appropriate VP in order for the Associated Student Government to appropriately budget for the upcoming fiscal year.  The Director of Student Programs will review quarterly with the appropriate VP the budget to ensure that the projected funds are not exceeded.  The budget is based on the fiscal year and therefore deficit spending may occur during the fall and winter quarters due to the projected income being deposited quarterly.
Section 4: Budget Committee, Development, and Approval
The Student Life Budget Committee shall be composed of the ASG President (serving as chairperson), the ASG Vice President, the Secretary/Treasurer, the Administrative Senator, the Student Activities Coordinator, and the Director of Student Programs.  The committee will establish the budget based on the previous year budget and establishing any necessary adjustments.  If necessary, the committee may hear requests from student organizations, the administration, and other entities which are requesting student funds.
The budget is submitted annually in February to the College Administration for review and then adopted by the Executive Team.  The Budget Committee representatives will be afforded the opportunity to meet with the College Administration to review the proposed budget.  

A published budget will be made available with the weekly ASG minutes for any student wishing to review the budget.
Article VII

Expenditure Procedures

Section 1: General

The procedures as set forth in this manual shall be followed in the expenditure of student funds from the account under jurisdiction of the Director of Student Programs and the Associated Student Government.
A. Purchase Requisitions: All requests for purchases are to be made from funds in appropriate student account number and shall be processed though the Business office.  All purchase requests must follow the established college procedures, including the approval process.  Approval by the appropriate Deans must follow the established Financial Procedures manual and college processes.
B. Reimbursement: Since expenditures generally cannot be made without approval prior to purchase, reimbursement for personal funds expended should not be expected until approved by the Director of Student Programs, appropriate VPs and Business office. Due to the nature of Student Programs and work with student organizations, it is understood that many requests will fall under the reimbursement category.  However, reimbursement payments will not be made until all appropriate signatures (approval) have been obtained.  In addition, the items for which the parties are to be reimbursed must be an appropriate expenditure which falls within ASG and college guidelines.
C. Advance Payment: It may be necessary to request funds in advance of the services to be performed. Permission must be obtained from the Director of Student Programs and the appropriate VP. Advance of funds are to be strictly controlled and are not intended to take the place of the regular ordering procedure in the purchase of supplies. Advance payments may be made only in the case of student travel or a request otherwise approved by the Director or Student Programs and the appropriate VP. A request for advance travel funds is made on the Travel Authorization requisition. All receipts must be saved and tuned in to account for the expended advance payment monies. 

D. Per Diem and Mileage: Due to the nature of the travel of the Associated Student Government and its contingencies, it is important that requisitions are processed in advance for per diem.  Students will receive the college approved per diem rates which will be dispersed by the Director of Student Programs.  It is required to keep on record a per diem list which is signed by each recipient documenting their per diem money.  In addition to per diem, students also are responsible for submitting a mileage reimbursement form documenting their mileage to conferences, visits, extension campuses, and other approved college trips.  

E. Meals: Student funds may be expended for meals associated with meetings of the Associated Student Government, committee meetings, staff meetings, staff reviews, travel, projects, performers, event crews, prospective students (recruits), business partners, and any other official college related business.  The annual budget should reflect a designated amount of money (or sub-budget) which is specifically designed for this expenditure.
F. Promotions & Giveaways: Student funds may be expended for promotions, giveaways, prizes, and gifts as long as it is provided for participation in an event, activity, program, or for work performed.
G. Associated Student Government Awards: Student funds may be expended for personal awards to students who participate in activities, clubs/organizations, and the Associated Student Government. Awards may also be given to any person or organization which is selected by the ASG.

H. Credit Card Purchases: Credit Card purchases should be used for all travel related items which are not paid for through a purchase order.  Supply purchases made via credit card should be pre-approved by the appropriate VP and documentation should be submitted to the Business office.
Section 3: College Facilities

Organizations and individuals desiring to use College facilities must contact the appropriate individuals for availability of college facilities. Student organizations are not to be charged for the use of any college facility, but must gain prior approval to utilize the facilities.
Section 4: Contracted Services
The payment for services rendered by speakers/entertainers, services, or businesses from student funds must follow appropriate Business Office procedures. If payment is to be made at the time of the speech of performance, the Business Office must receive a requisition from the Director of Student Programs two weeks prior to the event. Checks will be prepared and may be obtained from the Business Office prior to the day of the event. In the case of weekend events, checks must be obtained from the Business Office prior to 5:00pm on Friday. Appropriate approval is required on all requisitions. 
Article VIII

Admission to Events

Section 1: Issuance of ASG Identification Cards

ASG Identification Cards are issued to each student upon enrollment at Treasure Valley Community College.

Section 2: Use of ASG Identification Cards

ASG Identification Cards entitle the authorization holder to all activities sponsored by the Associated Student Government.  Students must also observe the required admission prices to events if applicable.  ID Cards are non-transferable.  Cards are updated quarterly and replacement cards will be issued upon payment of $5.00.  All replacement card costs should be submitted to the Associated Student Government account.
Article IX
Operational Directives

The ASG recognizes that certain sections of this Financial Procedures Manual may be impractical or impossible to comply with or that emergency situations arise which are not covered by the manual. The Director of Student Programs is authorized to work with the Business Office to resolve any discrepancies or operational directives which conflict with the Constitution, Student Leadership Contract, Financial Procedures Manual, or other document which governs the affairs of the Associated Students.
Article X

Vacation Operations

The Associated Student Government authorizes the Director of Student Programs or their designee to operate the budget in the best interests of the Associated Student during vacation periods.
Article XI
Amendments

Amendments to this document are made by 2/3 approval of the current Associated Student Government in compliance with the college policies.  The amendments are then forwarded to the college administration for their review.  

