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EMPLOYEE INFORMATION 

Employee Information
Payroll and Employment
It is important to understand that if you exercise your right to be paid while working for Student Government (SG) (either as an elected Executive Board Member (EB) or as an appointed Senator) you will be required to become an official University of South Florida employee. You will be paid from Student Government funds (your ‘employer’ and department), but you will be conforming to the part-time (or OPS) employee regulation.
You must coordinate with the Student Government Business Manager to receive all your employment forms and you must then take all of these competed forms, as well as the copies of your identification (usually Social Security card and valid Driver’s License) to the USFSM Human Resources department (B113).
Payroll Forms
For new hire student employees the following forms must be submitted to USFSM HR Department: 
· University of South Florida Employment Application Form (downloadable from the website)
· GEMS New Hire Form
· OPS Employment Application
· I-9 Form (with photocopies of ID, usually a driver’s license and social security card)
· W-4 Form (if the student is claiming exempt status, the need to write ‘EXEMPT’ on line 7)
· Direct Deposit form (this is essential for ALL USF employees)
· Copy of Social Security Card (Payroll needs this if they are not using the card for the I-9 Form)
For students already in GEMS and who was terminated in the last year:
· Appointment Status Form (ASF)


SPECIAL NOTE: All of these forms must be completed and turned in. Until all of the forms are submitted you will not be added to the payroll and will not be paid.

Timesheets
Once you have been entered into the CERTS (USF payroll system) you will receive an Excel spreadsheet file with your timesheets. You will print the timesheets and turn them in based on the schedule provided. As a USF employee you will be paid every two weeks.
If you are an Executive Board Member other than President your timesheet must be approved by the Student Government President. In the President’s absence the timesheet will be approved by the Student Government Vice President.
If you are a Senator, your timesheet must be approved by the Senate Chair.
All timesheets must be completed and approved in sufficient time to be submitted to the SG Business Manager for processing. It is your responsibility to submit your timesheets in a timely manner.
You will only be paid for up to the maximum number of hours allowed by your position. There is no provision for overtime or additional hours for remuneration purposes.
Attendance at meetings (Executive Board or Senate) are not considered to be part of the minimum number of hours to be worked within Student Government.
Office Hour Procedures
Dear Executive Board,
Following our meeting with Kim Whitehead, Christine Uphoff, and Darren Gambrell it has come up that we are not working the hours that are stated on our timesheets. Falsification of timesheets is against the law. It has come to our attention that when filling out our timesheets the hours we say we are working, need to exactly match up with the hours that we are in the office. For instance, if you put that you work 10am-12pm on Monday, you need to be in the office then. Working Monday 12-2pm is not acceptable even if the hours worked are the same. While some of us are working the hours we state at different times, at home, at Publix etc., others are just not working entire days that are on their timesheet. We will need to correct this immediately. 
In order to fix this problem we are now requiring that Executive Board members have weekly posted office hours. These hours will match the hours you put on your timesheet and will be the only hours you are paid for. This is going to be done to hold everyone accountable as well as so students/staff/faculty know when we are each available. 
An office hours sheet is attached that contains each of our names and slots for Monday-Saturday. You are to input the exact hours you will be working for the week. I understand that we all have outside jobs whose hours/days change frequently so you can change your office hours weekly to accommodate your other work/class schedules. 
You will be required to fill in your hours for Monday-Saturday into the Office hours spreadsheet the Friday before the week begins. These hours will then be posted outside our door, and you will be required to work the exact office hours. You are required to have your hours input every Friday by 6:00pm and your timesheets will only be authorized for the hours you input as your office hours. If your hours are not in by Friday at 6:00 you will not be paid for the following week. This is to make sure that we are available to students and are working our hours. You will not be required to answer emails outside of your work hours. 
When you come in you are to initial above the day you are working to prove you were here. (in the green area)
If something comes up or you get sick and cannot work your office hours you will have to notify Christine and then make up your hours. 
We are starting this process this Friday. Your hours for next week will be due this Friday, 3/18/2011 by 6:00pm. 
Please let me know if you have any questions. 
Brittany Gleitsman
President,
Student Government Association
University of South Florida Sarasota-Manatee
8350 N. Tamiami Trail, A-112, Sarasota, Fl 34243
941-359-4253 (Phone)
941-359-4528 (Fax)
bgleitsm@sar.usf.edu


[image: ]
Hours of Operation
Student Government is open during the regular University business hours (8:00am to 9:00pm Monday – Friday and 8:00am to 5pm on Saturday). You may satisfy your expected/minimum hours during that time. Additionally, hourly requirements can be fulfilled by working special events sponsored by the University (Orientation, Graduation, Brunch on the Bay, etc.). Keep in mind that when you are working these events you are there representing SG and the Students and not in any other capacity. If you are a paid worker for another department you cannot count the event as double-fulfillment of hourly requirements if there representing that other department.
Holidays, Sick Leave, Vacation, Benefits
As a SG employee you are considered to be a part-time University employee and are, therefore, not entitled to holiday pay, sick leave pay, vacation pay, or benefits (health, life, disability, etc.).
Office Procedures
Members of the EB will be given a set of keys to the SG offices, and to the kitchen area. These keys are not to be duplicated for any reason. If you lose your keys, or believe them to have been stolen, please report that immediately. These keys are not to be ‘Loaned’ to anyone for any reason.
When your term of office is complete you will surrender your keys, within twenty-four [24] hours, to the SG Business Manager.
Members of the Senate will not be issued keys (unless otherwise future stipulated by the EB). If you arrive at the SG offices and wish to work and the office is not open please ask either the SG Business Manager or the Coordinator of Student Affairs to let you in the offices.
The Student Government Offices and Kitchen are not to be left unlocked without attendance at any time. Care is to be taken to ensure that when leaving the offices (and no one else is present) that the office doors are secure.
Vigilance should be taken to ensure your and any other student’s safety when you or they are on the campus. At any sign of trouble contact the Campus Police immediately (359-4210 or from any telephone on campus 24210).
Use of Computer and Printers
No one (SG member or other student) is to download any software, picture, video file, audio file, or interactive or non-interactive file to any computer in the SG offices.
No one (SG member or other student) is to install any software not approved by the University of South Florida on any computer in the SG offices.
No student is to be left alone in the SG offices to use the equipment; nor is anyone but a SG officer to be logged on to a computer with the SG UserID and password. If you let a student use a computer in the SG offices you must first log off that computer. 
When you are leaving a computer in the SG offices remember to log off and close all Browser Windows.
Day-to-day printing is to be done to the Ricoh all-in-one printer/fax/copier/scanner.
Copying Machine and Copies
The copy machine in the SG offices is for SG use, office of career services, and for selected student use under the direction of a member of SG, the SG Business Manager, or the Student Affairs Coordinator.
Computer Problems and Maintenance
Any problems with computers or printers should be reported to Campus Computing immediately through the Campus Computing Help Desk Form on NEO.

Telephones
You may make local telephone calls from any telephone in the SG offices.
The Student Lounge Courtesy telephone is for general student use. From this telephone you can make local and, with personal credit card/long distance card, long distance calls. This number is not to be given out as a return telephone number because it is not monitored.
Mail
Outgoing mail is to be put in the A-112 outgoing mailbox should be given to the Programs coordinator. Stamped mail can also be given to this person.
Incoming mail is delivered once a day (usually in the afternoon) and is distributed by either the SG Business Manager or the Coordinator of Student Affairs.
Mail may be taken at any time to the Campus Mailroom.
Responsibilities to the USFSM Students
As a member of the USFSM SG you may have a fiduciary responsibility to the University and to its students. It is your responsibility to learn the University, its departments, and its personnel to better serve not only our students but the surrounding community. Keep in mind at all times that you are a representative of this Campus, the University, and the student body at all times.
If you are asked a question to which you do not know the answer please ask. You are never to tell anyone – faculty, staff, student, community member – that you do not know the answer without working to the best of your ability to find the answer.
As a SG official you are the representatives for the largest club on campus: Student Government. Every student belongs and every student is entitled to its services.
Responsibilities to Yourself
Remember that you are a student of the University as well as its representative.
You are entitled to the same rights and privileges as any other student and, as any other student is, the same responsibilities.
Whether in your position as a SG member or as a student you are not required to submit to abuse of any kind – verbal, emotional, psychological, physical – and if you are in such a situation you are to document the occasion and immediately inform the Coordinator of Student Services.


Checklist For The Employee
· Obtain new employee forms from the Student Government Business Manager.

· Complete employment forms and submit ALL completed forms, along with a copy of Social Security Card and valid Driver’s License to the HR Representative.

· Make sure the Student Government Business Manager has your e-mail address and name as it is to appear on business cards.

· Make sure that every member of Student Government, the Student Government Business Manager, and the Coordinator of Student Affairs has your contact information (telephone, address, e-mail, etc.).

· Arrange for a campus tour with a member of the Student Government Executive Board.

· Review Executive Board Resource Guide and information. Note any questions or concerns. Senators should always contact the Senate Chair with questions and concerns immediately. 







POLICIES AND PROCEDURES

USF Sarasota-Manatee Club Guidelines for Funding
Student Government Association

· Must co-sponsor 20 volunteer hours per-semester (Fall, Spring)
· For example: 2 people working 5 hours each would be 10 hours co-sponsored.
· Register Hours  with SGA Vice-President at least 2 weeks prior to the event you plan to work.
· Registration of hours should include: Event, Time, Date, Description, etc.
(Reminder: Hours per-event are on a first come, first serve basis)
· Definition of Co-Sponsorship
· Week of Welcome, Get on the Bus,  Bull-O-Ween, and Appreciation Brunch
· Providing SG a Volunteer(s) to be placed by the SG Executive Board (For example: handing out giveaways or food for SGA) Special Note: Working a club table or a club function – especially during Week of Welcome – does not constitute co-sponsorship.
· Homecoming, Spring Fest and Earth Day
· Provide Event with Activity/Food Booth
· Providing SG a Volunteer(s) to be placed by the SG Executive Board (For example: Handing out giveaways or running a cotton candy machine.) Special Note: Working a club table or a club function does not constitute co-sponsorship.
· Angel Tree
· Providing SG a Volunteer(s) to be placed by the SG Executive Board ) Special Note: Working a club table or a club function does not constitute co-sponsorship. 
OR
· Purchasing the gifts for at least 3 Angels 
OR
· Prior Event Activities: Creating Ornaments, and Wrapping Gifts 
OR
· During Event Activities: Attending the Angel Tree Party: Reading to children, helping with crafts, and serving food. 
· Check club email on a weekly basis
·  Any club e-mail related questions should be brought to the Coordinator of Student Affairs.
· Attendance [by the club/organization Executive Board members] of all SG Club Meetings sponsored by the SGA Vice-President or other Executive Board member FOR the clubs and organizations is mandatory. 
· Funding requires attendance  at Club meetings

· SGA Vice-President should be a given a Club Constitution and Current Club Executive Board for every semester, regardless of whether or not information has changed. If the information has not changed, so indicate on the submission.
· All Constitution and Club Executive Board Changes must be reported to SGA Vice-President within one week of the change and in writing. Note that e-mail is an accepted form of communicating this information.
· All information submitted to the SGA Executive Board Vice-President should also be sent to the Student Affairs Coordinator and the SGA Business Manager. 

Employment And Payroll Guidelines
Payment for Services: Executive Board
Members of the SG EB (all elected officers including President, Vice-President, Treasurer, Secretary, and Senate Chair) are paid at a rate per hour and for a maximum number of hours per week as set by the Constitution. These amounts (rate and hours per week) may be changed at any time by amendment or constitutional addendum.
Payment for Services: Senators
Members of the SG Senate (all individuals nominated and ratified) are paid at a rate per hour and for a maximum number of hours per week as set by the Constitution.  These amounts (rate and hours per week) may be changed at any time by amendment or constitutional addendum.
Payment for Services: Business Manager
The SG Business Manager is a Salary position filled by announcement, application, interview, and appointment by members of Student Government. The Business Manager is paid at a salary rate determined by the members of the EB at 40 hours per week.
Process for Payment
Any individual wishing to be paid the allocated salary for service either on elected or ratified member of SG must comply with all requirements of the University of South Florida. This individual will become an OPS[footnoteRef:1] employee of the University, paid by the SG department. [1:  OPS is a USF employment designation that indicates what is considered “temporary” employment. The individual hired as an OPS employee is not entitled to benefits (health, annual leave, sick leave, etc.)] 



SPECIAL NOTE: IT IS THE RESPONSIBILITY OF THE EMPLOYEE TO COMPLETE AND HAND IN HIS OR HER DOCUMENTS TO USFSM HR IN ORDER TO BE PAID
It is not the constitutional policy of SG to pay for “Back Pay”.
1. Obtain employment documents from the SG Business Manager.
2. Complete ALL documents and take ALL originals to the HR manager on campus, along with the GEMS New Employee Hire Form that you will receive from the SG Business Manager.
3. When you have been added to the CERTS (payroll) you will receive an e-mail with your timesheet file attached and instructions for ensuring that your timesheets are received in a timely manner.

Note: USF requires that ALL employees have direct deposit of payroll. You must, therefore, complete the Direct Deposit Form. Payroll can be deposited to either a savings or checking account. It is up to you to ensure that your banking institution accepts direct deposit. Any fees incurred [by you] through your banking institution are your responsibility.
Information and Training Guidelines
· Each member of SG (EB and Senators) will receive a Resource Guide.
· Each member of SG will be encouraged to attend the spring Leadership and Budget Conference. 
· Each month a training meeting will be held for new Senators or as refresher for existing SG Members.

Hours Worked Guidelines
Hours Worked: Executive Board
Members of the SG EB (all elected officers including President, Vice President, Treasurer, Secretary, and Senate Chair) are mandated by the Constitution to work a minimum number of hours per week on SG matters. There is also a constitutionally mandated maximum number of hours for which the EB member can be paid. Please note:
· Attendance at EB meetings are NOT considered part of the mandatory mini9mum number of hours to be worked.
· Hours worked per week in excess of the maximum number of hours will not be remunerated.
· Every effort is to be made by EB members to appear at every function sponsored by SG. It is understood and appreciated that there will be scheduling conflicts, but repeated absences are not encouraged or tolerated.
· Per instructions delivered with the timesheet files, the President will approve the timesheets of the Vice President, Treasurer, Secretary, and Senate Chair. In the President’s absence, the Vice-President will approve these individual’s timesheets.
· The President’s timesheet will be approved by the SG Business Manager.

Hours Worked: Senators
Members of the SG Senate (all individuals nominated and ratified) are mandated by the Constitution to work a minimum of number of hours per week on SG matters. There is also a constitutionally mandated maximum number of hours for which the Senator can be paid. Please note:
· Attendance at Senate and/or EB meetings are NOT considered part of the mandatory minimum number of hours to be worked. 
· Hours worked per week in excess of the maximum number of hours will not be remunerated.
· Every effort is to be made by Senate members to appear at every function sponsored by SG. It is understood and appreciated that there will be scheduling conflicts, but repeated absences are not encouraged or tolerated.
· Senator time sheets will be approved by the Senate Chair, in the Senate Chair’s absence, Senator timesheets will be approved by the SG President.

Hours Worked: Business Manager
The SG Business Manager is a salary position filled by announcement, application, interview, and appointment by members of SG. The business Manager is paid at a salary rate determined by the EB.
Purchasing Guidelines
SG operates using allocations of Activity and Service Fee (A&S Fee) funds. Each spring, before the end of the fiscal year (June 30th), SG meets to allocate funds to its open line items, including allocations to the recognized clubs and organizations on the Sarasota-Manatee campus.
Purchasing records are done through the FAST System. For the most part, SG uses Purchase Orders when making purchases of goods and services. In some instances (e.g., travel, on-line purchases, etc.), the SG PCard (A purchasing credit card) can be used. This card is issued to, and held by, the SG Business Manager and the SG Student Affairs Coordinator (Advisor of SG). Neither the card nor its number can be given to another person. All purchases must be made by the cardholder.
In the case of Purchase Orders, there is a process that must be followed to endure that Requisition for a Purchase Order is entered on or before the actual event (due) date. Requisitions for Purchase Orders entered AFTER the event’s (due) date are subject to fines and/or refusal.
The following guidelines should be followed as closely as possible. There will be times when something untoward happens that will it impossible to enter the Requisition for Purchase Orders on time. However, this exception should NEVER become the rule.
When in doubt of a process or procedure, ask the SG Business Manager or the Coordinator of Student Affairs.
General Purchasing: Miscellaneous Venders ALREADY IN THE SYSYTEM!
There are a number of Vendors who are already in the FAST system.  If you are not sure if a Vendor you are using is in FAST, check with the SG Business Manager or the Coordinator of Student Affairs BEFORE completing your Bull Form.
For Vendors already in the system:
1. Contact the Vendor to determine whether or not the Vendor is available to provide services for the day(s) of the event you are planning. If they are available, ask that they send you (fax submissions are acceptable) a quote for the services which includes ALL charges (delivery, set-up, etc.).
2. Once the pricing has been confirmed, complete the Bull Form for the purchase, indicating the event, event date, purpose of the event and amount to be charged. Have the Bull Form and an Expenditure Request for over or under $1,000 signed by the President of Vice President of SG and the SG Business Manager or the Coordinator of Student Affairs.
3. Submit the Bull Form and Expenditure Request to the SG Business Manager so that they can enter the Requisition in FAST. (Remember: the Requisition must be entered on or before the date of the event (purchase) in order to avoid penalties.) 
4. On the day of the event (purchase), make sure that the Vendor submits an Invoice for the services rendered (purchases made). It is imperative that the Vendor’s invoice has the word ‘Invoice’ at the top for it to be paid by Tampa Accounts Payable. Remember to give the invoice to the SG Business Manager within 24 hours of the event (purchase).
5. If you lose the invoice, please remember that it your responsibility to have another copy faxed to you. Payment cannot be made without an invoice. NO EXCEPTIONS! 
6. When the charges are submitted to Tampa Accounts Payable for payment, copies for the invoice Expenditure Request, and the Bull Form will be distributed to the appropriate parties.

General Purchasing: Miscellaneous Vendors NOT IN THE SYSTEM!
There will be an occasion when you will use a Vendor new to the FAST system. When you are discussing the event (purchase) with this new Vendor keep in mind that you must get all the information listed on the Bull Form for the Vendors (name, address, telephone number, fax number, e-mail address, contact name, FEIN. etc.). Without this information the Requisition cannot be entered into the FAST system.
For Vendors NOT in the system:
1. Contact the Vendor to determine whether or not the Vendor is available to provide services for the day(s) of the event you are planning. If they are available, ask that they send you (fax submissions are acceptable) a quote for the services which includes ALL charges (delivery, set-up, etc.).
a. You will also need to inform the vendor that payment is done by Purchase Order and that there is a ‘net 40 day’ timeframe from Tampa.
b. Be sure that you get all the necessary information from the Vendor in order to enter the Vendor into the FAST system:
i. Vendor Name. This is the name by which the Vendor would like to be known.
ii. Vendor Address. This is the address to which the payment will be sent.
iii. Telephone Number
iv. Fax Number
v. E-Mail address
vi. Contact Name
vii. Federal Employer Identification Number (FEIN). Note that the FEIN can be a Social Security Number.
2. Once the pricing has been confirmed, complete the Bull Form for the purchase, indicating the event, event date, purpose of the event and the amount to be charged. Have the Bull Form and Expenditure Request for over or under $1,000  signed by the President or Vice President and the SG Business Manager or the Coordinator of Student Affairs.
3. Submit the Bull Form and Expenditure Request to the SG Business Manager so that he can enter the Requisition in FAST (Remember: the Requisition must be entered on or before the date of event (purchase) in order to avoid penalties.
4. On the day of the event (purchase), make sure that the Vendor submits an invoice for the services rendered (purchase made). It is imperative that the Vendor’s invoice has the word ‘Invoice’ at the top for it to be paid by Tampa Accounts Payable. Remember to give the invoice to the SG Business Manager within 24 hours of the event (purchase).
5. If you lose the invoice, please remember that it is your responsibility to have another copy faxed to you. Payment cannot be made without an invoice. NO EXCEPTIONS!
6. When the charges are submitted to Tampa Accounts Payable for payment, copies of the invoice, Expenditure Request, and the Bull Form will be distributed to the appropriate parties.

Using the University Purchase card (Visa Purchasing Card)
The SG P-card is held by the SG Business Manager and the Coordinator of Student Affairs. The card is a PERSONAL card issued in their names on behalf of USF and cannot, under any circumstances, be held by or used by another party under penalty of dismissal. 
If you want to purchase something and you believe that the P-card must be used:
1. Contact the Vendor to determine whether or not the Vendor is available to provide services for the day(s) of the event you are planning. If they are available, ask that they send you (fax submissions are acceptable) a quote for the services which includes ALL charges (delivery, set-up, etc.). If the Vendor is a new Vendor, remember that:
a. You will also need to inform the Vendor that payment is done by Purchase Order and that there is a ‘net 40 day’ timeframe from Tampa.
b. Be sure that you get all the necessary information from the Vendor in order to enter the Vendor into FAST system:
i. Vendor Name. This is the name by which the Vendor would like to be known.
ii. Vendor Address. This is the address to which the payment will be sent.
iii. Telephone Number
iv. Fax Number
v. E-Mail address
vi. Contact Name
vii. Federal Employer Identification Number (FEIN). Note that the FEIN can be a Social Security Number.
2. Once the pricing has been confirmed, complete the Bull Form for the purchase, indicating the event, event date, purpose of the event and the amount to be charged. Have the Bull Form and Expenditure Request for over or under $1,000 signed by the President or Vice President and the SG Business Manager or the Coordinator of Student Affairs.
3. Submit the Bull Form and Expenditure Request to the SG Business Manager WITH THE COPY OF THE FAXED PRICE QUOTE INFORMATION so that they can contact the Vendor (either via telephone or via on-line purchase) and complete the purchase.
4. On the day of the event (purchase), make sure that the Vendor submits an invoice for the services rendered (purchase made). It is imperative that the Vendor’s invoice has the word ‘Invoice’ at the top for it to be paid by Tampa Accounts Payable. Remember to give the invoice to the SG Business Manager within 24 hours of the event (purchase).
5. If you lose the invoice, please remember that it is your responsibility to have another copy faxed to you. Payment cannot be made without an invoice. NO EXCEPTIONS!
6. When the charges are submitted to Tampa Accounts Payable for payment, copies of the invoice, Expenditure Request, and the Bull Form will be distributed to the appropriate parties.

REMBER THAT YOU WILL NEVER, UNDER ANY CIRCUMSTANCES, BE PERMITTED TO HAVE THIS CARD IN YOUR POSSESSION OR HAVE THE CARD NUMBER KEPT ON FILE WITH A VENDOR. DOING SO IS IN DIRECT CONTRAVENTION OF THE POLICEIES FOR PCARD USE AND RESULT IN DISMISSAL OF THE PCARD HOLDER.
Speakers and Other Independent Contractors
Start your preparations early for a speaker or other independent contractor. If they are a new contractor to USF, a Bull Form and Expenditure Request must be prepared so SG can send a W-9 Form (request for taxpayer ID) and an Independent Contractor Form for the contractor to complete. (The Independent Contractor Form establishes whether or not the speaker is truly an independent contractor, meaning that he or she is not already an employee of USF.) Only when the speaker returns the signed Independent Contractor Form can a purchase order be initiated. This process takes up to 4 weeks prior to the event and the contractor will be paid 40 days after the receipt of his/her invoice by USF Tampa Accounts Payable. Please be certain that the speaker understands the process. The Purchasing Department in Tampa will not approve a purchase order without the signed forms. If a purchase order is not a place before the date of the event, the speaker will not be paid by A&S Fees –NO EXCEPTIONS!!
Posting Guidelines
It is important that the Student Lobby be maintained in a condition that will entice people to visit. Whenever any member of SG sees that there is trash left on tables, or papers, or flyers or chairs and tables moved and not returned to their original positions, it is understood that they will return the Student Lobby to order.
Part of the control mechanism is monitoring the items that are posted (taped to glass or pinned to bulletin boards around campus. This does not deter people from unauthorized posting.
1. THERE IS NO POSTING TO BE DONE ON THE OUTSIDE WINDOWS OR WALLS OF CAMPUS. Any posting found on the outside windows or walls on campus will be immediately removed and discarded.
2. All postings taped to an interior wall or windows, or pinned to a bulletin board, must be approved (initials and date) by a SG representative (EB Member or Senator).
3. IF MATERIALS ARE NOT APPROVED THEY WILL BE TAKEN DOWN!
4. Only scotch tape and pushpins may be used to post materials. Any other posting method will cause your materials to be removed.
5. All posters/flyers will be removed after two weeks. If the materials pertain to an event, they are to be removed once the event has occurred. IT IS THE ORGANIZATION’S RESPONSIBILITY TO POLICE THEIR MATERIALS!
6. Postings are to be done only in the designated areas and on the appropriate boards.
7. All postings must contain a contact name, telephone number, and valid e-mail address.

Please note that these posting guidelines apply to ANY ITEM POSTED BY ANYONE (even members of SG).
General Office Procedure Guidelines
USFSM SG is an official entity within the USF system. It is, in fact, the largest club on campus, to which each student matriculating at this campus belongs. EB members (President, Vice President, Treasurer, Secretary, and Senate Chair) are elected each spring (in April) and Senators are nominated and ratified throughout the year.
It is important to understand that every member of the SG is a representative for every student on this campus and, because of the inherent high visibility of SG should realize that they are noticed by faculty, staff, management, and fellow students. They are also representatives for USF within the surrounding communities.
1. SG members are to treat all students (including each other) with respect.
2. SG members are to treat student information as confidential and will not disclose information about any student – including fellow SG members – to anyone (faculty, staff, student, or outside community members). This does not mean that SG e-mails and telephone numbers cannot be given, but all other information is to be considered confidential.
3. SG members are to treat all things discussed within EB and Senate meetings confidential.
4. No SG member can make an unilateral decision on the spending of funds or other disposition of property.
5. Faculty, staff, and administration who wish SG to participate or provide monetary support for projects must apply to SG as a whole, in writing.
6. No SG member will allow unauthorized access to any SG office.
7. Telephone voice mail is to be cleared within one week.
8. SG computers are to be locked at the end of the day.
9. SG offices are to be locked when no SG member is present.
10. All work done by SG members (creating flyers, letters, etc.) is to be saved on the SG server drive.
11. No files are to be downloaded to any computer in the SG office. Repeated downloading of unauthorized files will result in loss of use of computer privileges.
12. No unauthorized programs are to be installed/downloaded to any computer in SG office.
13. SG stationary is to be used for all correspondence. Parameters of the letter are:
a. Top Margin, 2 inches
b. Left, Right, Bottom Margins, 1 inch
c. Single Space
d. Date centered at the top of the page.
e. Letter to be block spaced at the left margin.
f. Line spacing is to be left justified
14. Copies of all letters are to be given to the SG Business Manager.
15. When mailing letters, the SG mail code is A112. It is to be put in the upper left-hand corner.

Travel Guidelines
Processing travel requests takes a long time. It is best to start the process six weeks in advance of travel.
The first step in traveling is to talk with the SG Business Manager. They will break down each of the areas that need to be completed including SGA requirements and A&S Fees requirements.
Submit a Bull Form and a Travel Form listing the traveler(s), address(es), and U-number(s) to SGA. The form must show why such travel is of benefit to the University and provide a justification if more than three individuals are attending a conference.
[bookmark: _GoBack]USF will pay registration fees, airline tickets, and hotel rooms in advance. If cash advance is required, USF will provide 80% of the estimated cost, but the form must be filed then days prior to the departure date. Additional time is required to process this request.
IT IS THE RESPONSIBILITY OF STUDENT GOVERNMENT EXECUTIVE BOARD AND SENATORS TO COMPLETE THE TRAVEL GUIDELINES FORM, THE BULL FORM, AND ALL OTHER TRAVEL FORMS NECESSARY PRIOR TO REQUESTS FOR REGISTRATION FEE PAYMENT AND ADVANCES.
Travel Checklist
· For SG EB members and/or Senators, a formal resolution recorded in the Meeting Minutes is required prior to travel. For Clubs and Organizations, a formal request for travel, in writing, is to be made to SG EB six weeks in advance. This request is to include a copy of all information concerning the proposed conference, a conference agenda as well as an itemized list of ALL expenditures. Approval from the EB must be granted prior to completing the other necessary travel information forms.

Once the EB has approved the ravel plans/costs for its members, Club and Organization members, or students in general:
· EACH INDIVIDUAL TRAVELING must sign a TRAVEL GUIDELINES FORM. It is imperative that each traveler understand and appreciate that by signing this form he or she is guaranteeing that if they do not travel, for any reason, it is their individual responsibility to reimburse SG for airline fees, registration fees, travel advances, and any other costs incurred for their travel. THERE ARE NO EXCEPTIONS TO THIS RULE.
· The original of the Travel Guidelines Form must be attached to the Bull Form submitted to the Business Manager. It is recommended that a separate Bull Form be created for each aspect of travel (seminar registration fees, airfare, hotel expenses, per diem, etc.)
· Bull Form for registration fees
· Bull Form for hotel room (no-coed rooms permitted)
· Bull Form for airline (no first-class airfares permitted)
· Bull Form for Per Diem Travel Advance.
· The student travelers must arrange for a formal meeting with the SG President and the Student Affairs Coordinator. At this meeting, all anticipated issues of attendance shall be addresses and an itinerary of attendance shall be established, assigning each attendee an area for which he or she shall be responsible. Each student must sign a contract stating the student’s responsibility of attendance and participation during travel. If a student forfeits their travel, the student must reimburse the SG (whose account was charged for the travel expense). Travel is not an excused absence from class. Each student traveler shall meet, in person, with each of his or her professors prior to travel (see attached document).
· Once travel has been completed, all receipts and unused travel advance funds (if any) must be returned to the SG Business Manager within two business day to the return.
FAILURE TO FOLLOW THE TRAVEL GUIDELINES AND REQUIREMENTS WILL RESULT IN THE INDIVIDUAL BEING DENIED TRAVEL PRIVILEGES FOR A PERIOD OF ONE YEAR.
Student Responsibility Contract
Every student traveler must sign the Student Responsibility Contract which states:
1. The attendee shall cover 60% to 80% of the conference/workshop.
2. The attendee shall at times conform to the rules/regulations set forth by the USF, Code of Conduct and specifically, but not limited to, the USF policy on alcohol usage. These rules and regulations shall apply, at times, as though the student were on the USF property. Any event sanctioned by USF or supported by A&S Fees will be considered to be a USF event.
3. The attendee being sponsored by A&S Fees must be a currently registered USF student in good academic standing. Furthermore, the attendee has met with his or her instructors and understands that the conference is not an excused absence from class or from any class assignment or participation requirement.
4. The attendee shall upon return from the conference, make a formal report to SG and their club no later than two weeks after their return.
5. The attendee is aware that there will be NO co-ed rooming on the University sponsored event and no consumption of alcohol while traveling to the conference, when at the conference, or returning from the conference.
6. If the attendee forfeits his or her travel, the attendee must reimburse the University for the expended dollars. This can include, but not be limited to, hotel charges, and conference registration and airline tickets.
7. If any parts of these guidelines are violated, the student attendee will be required to reimburse the money advanced for the trip, and a formal reprimand will be issued. Additionally, the attendee in violation will be prohibited from future sponsorship for travel for a period of twelve months.

Travel Forms Required by USF
1. Travel Authorization Request Form. This form, in effect, authorizes not only the trip but the account to which expenses will be charged for payment and/or reimbursement. This form must be filed before the travel date.
2. USF Application for Advance. This form is required to be filed ten days before the date of departure and is to be calculated on per diem cost allotments.
3. Travel Expense Form. To be filed on completion of travel.

Travel forms listed above are available with the SG Business Manager.

Student Government and the State of Florida Sunshine Laws
· A Student Government meeting shall be defined as any gathering, whether formal or informal, of more than two members of the same committee, agency, or branch, to discuss some matter on which foreseeable action will be taken. 
· In accordance with the State of Florida’s Sunshine Laws, all Student Government meetings must fulfill three (3) requirements: 
· All Student Government meetings shall be open to the public 
· Reasonable notice of such meetings must be given 
· Minutes of meetings must be taken, archived, and available to the public
· All Student Government meetings shall be held on campus with the exception of meetings with an organization or individual separate from Student Government which requires the meeting be held elsewhere. 
· Student Government Supreme Court deliberations, Judicial Review Committee deliberations, and Impeachment Committee deliberations shall not be open to the public.  Similar exceptions shall be made consistent with Florida Sunshine Laws. 
· Student Government records shall be defined as all material, regardless of physical form or characteristics, made or received pursuant to law or in connection with transaction of official business by any committee, agency, or branch of Student Government. 
· All Student Government records shall be open to public inspection. 
· Personnel records are open to inspection unless exempted by Florida Law. 
· The Student Government Supreme Court shall have the power to issue a Writ of Mandamus to enforce the purposes of this chapter. 







Roberts Rule of Order
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SPECIAL NOTE
All Rules of Order are conditional and dependent on what is explicitly provided for in the Organization’s Constitution.

Therefore, the fact that all members have a right to vote is not negated by the fact that the President of an organization may be prohibited from voting except in situations where there is a tie.
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I.	PARLIAMENTARY PROCEDURE-ITS PURPOSE AND USE
Parliamentary law is a system of maintaining order in organizations. It provides an approved and uniform method of conducting meetings in a fair, orderly, and expeditious manner.

Respect for law is a basic characteristic of democratic government. This respect is clearly shown by a willingness to practice an orderly method of procedure in organizations so as to follow the will of the majority, to protect the rights of the minority, and to protect the interests of those absent.

The use of parliamentary procedure in itself, however, does not insure that these ideals will be met. Everyone involved with an organization must also work to create an atmosphere of trust, mutual respect, and shared purpose.

Robert's Rules of Order was written by General Henry M. Robert, a U.S. Army engineer, and published in 1876. His work is still regarded as the basic authority on the subject of parliamentary law. The most recent edition of the work, Robert's Rules of Order Newly Revised (l970), is the accepted authority for almost all organizations today. This pamphlet, Fundamentals of Parliamentary Procedure, is based on that book.
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II.	GENERAL PRINCIPLES OF PARLIAMENTARY PROCEDURE
Every member of an organization should be familiar with the following simple rules and customs:
1. All members have equal rights, privileges, and obligations; rules must be administered impartially. 
1. The minority has rights, which must be protected. 
1. Full and free discussion of all motions, reports, and other items of business is a right of all members. 
1. In doing business the simplest and most direct procedure should be used. 
1. Logical precedence governs introduction and disposition of motions. 
1. Only one question can be considered at a time. 
1. Members may not make a motion or speak in debate until they have risen and been recognized by the chair and thus have obtained the floor. 
1. No one may speak more than twice on the same question on the same day without permission of the assembly. No member may speak a second time on the same question if anyone who has not spoken on that question wishes to do so. 
1. Members must not attack or question the motives of other members. Customarily, all remarks are addressed to the presiding officer. 
1. In voting, members have the right to know at all times what motion is before the assembly and what affirmative and negative votes mean. 

[bookmark: Third_Heading]III.	PARLIAMENTARY TERMS
	Addressing the Chair
	Getting the chair's attention by saying, e.g., "Madam Chairwoman," "Mr. Chairman," "Madam President," or "Mr. Moderator." 

	Agenda
	Order of business; program of a business meeting. 

	Ad Hoc Committee
	Committee established for a specific purpose, for a particular case. 

	Adjourn
	To end a meeting. 

	Announcing the Vote
	In announcing the vote on a motion, the chair should: 
1. report on the voting itself, stating which side has prevailed; 
1. declare that the motion is adopted or lost; and 
1. state the effect of the vote or order its execution. 

For a voice or rising vote in which no exact count is taken, the chair might say, for example, "The ayes have it, the motion carries, and the brochure will be published."

For a vote in which an exact count is taken, the chair might say, "There are 14 in the affirmative and 15 in the negative. The negative has it and the motion is lost. No additional funds will be spent on publicity this semester." 

	Ballots
	Slips of paper for voting. 

	Carried
	Passed or adopted; used in referring to affirmative action on a motion. 

	Caucus
	Private session in advance of a scheduled meeting. 

	Chair
	the Chair, Chairman, Chairwoman: To preside over; the presiding officer. 

	Chairman/Chairwoman Pro Tem
	Presiding officer for the time being. 

	Commit
	To refer to a committee. 

	Committee of the Whole
	Designation of all of the members of an assembly present at a meeting as members of an ad hoc committee; working as a committee of the whole allows an assembly to function informally (e.g., to have unlimited debate). 

	Convene
	To open a session. 

	Division of the Assembly; a Division
	A vote retaken for the purpose of verifying a voice vote or show of hands; a division may be ordered by the chair or by a single member. 

	Division of the Question
	A motion to divide a pending motion into two or more separate questions in order that they may be considered separately. 

	Election by Acclamation
	Election by unanimous consent; used when only one person has been nominated for an office. 

	Ex-officio
	By right of office. 

	Expunge
	To eliminate part of a motion by crossing out or drawing a line around words; one never erases, since the original text may be needed for the minutes. 

	Germane
	Closely related, relevant; amendments and debate must be germane to the question at hand. 

	Having the Floor
	Having been recognized by the chair to speak. 

	Immediately Pending Question
	The last motion stated by the chair. 

	In Order
	Correct according to rules of parliamentary procedure. 

	Main Motion
	A motion which brings before the assembly some new subject upon which action of the assembly is desired. 

	Majority
	More than half of the votes cast by persons legally entitled to vote, excluding abstentions. 

	Minutes
	Written records of business transacted. 

	Motion
	A proposal by a member, in a meeting, that the assembly take a particular action. 

	Nominate
	To propose an individual for office. 

	Obtaining the Floor:
	Securing permission to speak. 

	Orders of the Day
	Agenda for a meeting. 

	Parliamentarian
	Parliamentary adviser to the presiding officer. 

	Pending Question
	A motion awaiting decision. 

	Plurality
	In an election, the largest number of votes given a candidate when three or more candidates are running; a plurality that is not a majority never elects anyone to office except by virtue of a special rule previously adopted. 

	Point of Information
	Request for information concerning a motion. 

	Precedence
	Take Precedence: Priority in rank; to outrank. 

	Previous Question
	Motion which, if adopted, orders an immediate vote. 

	Proxy
	A person authorized to vote for another. 

	Question of Privilege
	A device that permits a request or main motion relating to the rights and privileges of the assembly or any of its members to be brought up for immediate consideration because of its urgency, e.g., a motion to turn the air conditioner up or a motion to close the windows so that people can hear. 

	Quorum
	The minimum number of members who must be present at a meeting for business to be legally transacted. 

	Recess
	A short intermission. 

	Recognize
	To allow someone to obtain the floor in order to speak. 

	Rescind
	To repeal, annul, cancel, or revoke formally. 

	Resolution
	Motion used to express the sentiment of a group, usually beginning with the words "resolved that...." 

	Rising Vote
	A vote taken by having members stand. 

	Roll Call Vote
	A procedure by which the vote of each member is formally recorded in the minutes. 

	Second
	To indicate support for consideration of a motion by saying: "I second the motion." 

	Slate
	List of candidates. 

	Unanimous (or General) Consent
	A means of taking action on a motion without a formal vote. When a presiding officer perceives that there is little or no opposition to a motion before the assembly, business can often be expedited by the chair's simply calling for objections, if any. If no objection is heard, the motion is adopted; if even one member objects, the motion is brought to a formal vote by the usual procedure. 

	Voice Vote
	A vote taken by having members call out "aye" or "no" at the chair's direction. 

	Yield
	To give the floor to the chair, to another speaker, or to a motion taking precedence over that being considered. 



IV.	A STANDARD AGENDA
If an organization's established rules do not specify an order of business, parliamentary law provides the following standard agenda for a meeting:
1. Call to order 
1. Reading and approval of minutes 
1. Reports of officers and standing committees 
1. Reports of ad hoc committees 
1. Unfinished business 
1. New business 
1. Announcements H. Adjournment 
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V.	TRANSACTING BUSINESS AT A MEETING
A	Quorum:
1. A quorum is the minimum number of members who must be present at a meeting for business to be legally transacted. 
1. An organization, in its established rules, may define its own quorum. 
1. In the absence of such a provision, the quorum is a majority of the entire membership. 
B.	Obtaining the Floor:
1. Before a member in an assembly can make a motion or speak in debate, he or she must obtain the floor; that is, the member must be recognized by the chair as having the exclusive right to be heard at that time. 
1. If two or more members rise to seek recognition at the same time, the member who rose and addressed the chair first after the floor was yielded is usually entitled to be recognized. A member cannot establish "prior claim" to the floor by rising before it has been yielded. 
C.	Introducing Business (Making Motions):
1. Business may be introduced by an individual member or by a committee. 
1. Business is always introduced in the form of a motion. 
D.	Seconding a Motion:
1. After a motion has been made, another member, without rising and obtaining the floor, may second the motion. 
1. A second merely implies that the member who seconds, agrees that the motion should come before the assembly and not that he or she necessarily favors the motion. 
1. A motion made by a committee requires no second, since its introduction into the assembly has been approved by a majority of the committee. 
1. The purpose of a second is to prevent time from being consumed by the assembly having to dispose of a motion that only one person wants to see introduced. 
E.	Placing a Motion Before the Assembly:
1. After a motion has been made and seconded, the chair repeats the motion verbatim, thus placing it before the assembly for debate and action. 
1. During the brief interval between the making of a motion and the time when the chair places it before the assembly by restating it, the maker of a motion may modify or withdraw it simply by stating the intention to do so; after the motion has been restated by the chair, it is officially before the assembly and must be dealt with appropriately (e.g., adopted, rejected, postponed). 
F.	Debate:
1. Every member of the assembly has the right to speak on every debatable motion before it is finally acted upon; this right cannot be interfered with except by a motion to limit debate. 
1. All discussion must be confined to the immediately pending question and to whether or not it should be adopted. 
1. While debate is in progress, amendments or other secondary motions can be introduced and disposed of accordingly. 
1. In an organization that has no special rule relating to the length of speeches, a member can speak no longer than 10 minutes unless he or she obtains the consent of the assembly; such permission can be given by unanimous consent or by means of a motion to extend debate. Likewise, debate may be curtailed by a motion to limit debate. 
1. No member may speak twice on the same motion at the same meeting as long as any other member who has not spoken on the motion desires to do so. 
1. Unless the rules are suspended, a member who has spoken twice on a particular question on the same day has exhausted his or her right to debate that question for that day. 
1. During debate, no member can attack or question the motives of another member. 
1. The maker of a motion, although allowed to vote against it, is not allowed to speak against it. 
G.	Amendments:
1. As noted above, before the chair has restated a motion, the maker has the right to modify his or her motion or to withdraw it entirely. After the chair has restated it, however, a motion may be modified only by means of an amendment. 
1. There are six ways to amend a motion: a. Add words, phrases, or sentences at the end of a motion; b. Insert words, phrases, or sentences; c. Strike words, phrases, or sentences; d. Strike and insert words, phrases, or sentences; e. Strike and add words, phrases, or sentences; and f. Substitute whole paragraphs or an entire text. 
1. Only two amendments (primary and secondary) may be pending on a main motion at any time. 
1. Discussion of an amendment must relate only to the amendment, unless the whole motion is involved by substitution. 
1. An amendment must be germane to the question under consideration. 
H.	Voting:
1. Unless special rules apply, a majority decides. A majority is more than half of the votes cast by persons legally entitled to vote, excluding blank ballots or abstentions. 
1. Unless otherwise provided for, voting is by voice vote. 
1. If the presiding officer is a member of the assembly, he or she can vote as any other member does when the vote is by ballot. In other cases, the presiding officer, if a member of the assembly, can ( but is not obliged to ) vote whenever his or her vote will affect the result; i.e., he or she can vote either to break or to create a tie. 
1. A member has no right to explain his or her vote" during voting since that would be the same as debate at such a time. 
1. Any member may request a division of the assembly if there is uncertainty as to the true result of the vote. 
I.	Announcing a Vote:
1. In announcing the vote on a motion, the chair should: a. report on the voting itself, stating which side has prevailed; 1~. Declares that the motion is adopted or lost; and c. state the effect of the vote or order its execution. 
1. For a voice or rising vote in which no exact count is taken, the chair might say, for example, "The ayes have it, the motion carries, and the brochure will be published." For a vote in which an exact count is taken, the chair might say, "There are 14 in the affirmative and 15 in the negative. The negative has it and the motion is lost. No additional funds will be spent on publicity this semester." 
J.	Adjournment:
1. A motion to adjourn may be made by any member. It may be made during the consideration of other business, although it may not interrupt a speaker. 
1. A motion to adjourn is not in order when the assembly is engaged in voting or verifying a vote. 
1. If the motion to adjourn is voted down, it may be made again only after the disposition of some business. 
1. The motion to adjourn is out of order when the assembly is arranging for the time and place of the next meeting. 
1. When it appears that there is no further business to be brought before the assembly, the chair, instead of waiting for a motion, may simply adjourn the meeting. 
[bookmark: Sixth_Heading]
VI.	SUMMARY OF STEPS IN HANDLING A MOTION
1. A member rises and addresses the presiding officer. 
1. The presiding officer recognizes the member. 
1. The member states the motion. 
1. Another member seconds the motion. 
1. The presiding officer restates the motion, thus placing it before the assembly for consideration. 
1. The assembly may discuss the motion if it is debatable and amend the motion if it is amendable. 
1. The presiding officer takes the vote. 
1. The presiding officer announces the result. 
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VII.	TYPES OF MOTIONS--DEFINITIONS AND EXAMPLES
A.	Privileged Motions: Motions which do not relate to the pending question but have to do with matters of such urgency or importance that, without debate, they are allowed to interrupt the consideration of anything else.
1. Adjourn: Terminates the meeting. "I move that we adjourn." 
1. Recess: Permits a short intermission in a meeting. "I move that we recess for 10 minutes" or ". . . until 2:00" or ". . . until called to order by the chair." 
1. Raise a question of privilege: Permits a request or main motion relating to the rights and privileges of the assembly or any of its members to be brought up for immediate consideration because of its urgency. "I rise to a question of privilege affecting the assembly." 
1. Call for the orders of the day: Requires that the adopted agenda or order of business be followed. "Mr. Chairman, I call for the orders of the day" or "Madam President, l demand the regular order." 
B.	Subsidiary Motions: Motions which assist the assembly in treating or disposing of a main motion. They have the effect of hastening action upon, delaying action upon, or modifying the main motion.
1. Lay on the table: Lays a pending question aside temporarily when something more urgent has arisen. "I move to lay the question on the table" or "I move that the motion be laid on the table." 
1. Previous question: Ends debate and orders an immediate vote. "I move the previous question" or "I move we vote immediately on the motion." 
1. Limit or extend debate: Modifies debate by limiting or extending the number or length of speeches. "I move that debate be limited to one speech of two minutes for each member" or "I move that the speaker's time be extended three minutes." 
1. Postpone to a certain time: Defers consideration to a definite day, meeting, or hour, or until after some particular event. "I move that the question be postponed until the next meeting" or "I move to postpone the motion until after the address by our guest speaker." 
1. Refer to a committee: Gives a motion more detailed attention or permits it to be handled in privacy. "I move to refer the matter to the Program Committee." 
1. Amend: Modifies a main motion by inserting, adding, striking, striking and inserting, striking and adding, or substituting some specific language. "I move to amend by adding the words . . ." or "by striking . . ." or "I move to substitute for the pending motion the following: ...." 
1. Postpone indefinitely: Disposes of a question without bringing it to a direct vote. "I move that the motion be postponed indefinitely." 
C.	Main Motion: A motion which brings business before the assembly and which can be made only while no other motion is pending. "I move we have a banquet."
D.	Motions that Bring a Question Again Before the Assembly: Motions which bring up a previously considered question.
1. Reconsider: Allows a question previously disposed of to come again before the assembly as if it had not previously been considered. The motion to reconsider can be made only by a member who voted on the prevailing side and only on the same day the original vote was taken. The motion is debatable only if the motion to be reconsidered is itself debatable. "I move to reconsider the vote on the motion relating to the annual banquet." 
1. Discharge a committee: Takes a matter out of a committee's hands and places it again before the assembly as a whole. "I move that the committee considering what band to hire for the benefit dance be discharged." 
1. Rescind a motion previously adopted: Voids a motion previously passed. "I move to rescind the motion passed at the last meeting relating to where we will go on the ski trip." 
1. Take from the table: Allows the assembly to resume consideration of a motion previously laid on the table. "I move to take from the table the motion relating to presenting plaques to graduating members." 
E.	Incidental Motions: Motions which deal with questions of procedure and arise out of another pending motion or item of business. With the exception of the motion to appeal from the ruling of the chair, they are not debatable.
1. Point of information: Inquires as to the facts affecting the business at hand and is directed to the chair or, through the chair, to a member. "I rise to a point of information" or "A point of information, please." 
1. Parliamentary inquiry: Requests the chair's opinion-not a ruling-on a matter of parliamentary procedure as it relates to the business at hand. "I rise to a parliamentary inquiry" or "A parliamentary inquiry, please." 
1. Division of the assembly: Calls for a verification when a member doubts the accuracy of a voice vote or show of hands. "Division!" or "I call for a division." 
1. Division of a question: Permits a motion to be divided into two or more parts in order that they may be considered separately. "I move to divide the motion so that the question of purchasing decorations can be considered separately." 
1. Withdraw a motion: Permits a member to remove his or her question from consideration even after the chair has restated the motion. "Mr. Chairman, I move that I be allowed to withdraw the motion." 
1. Objection to consideration: Suppresses business that is undesirable or that might prove damaging to the organization. "Madam President, I object to the consideration of the question." 
1. Suspend the rules: Temporarily sets aside a rule to permit the assembly to take an action it could not otherwise take. "I move to suspend the rules which interfere with considering the motion to hold a get-acquainted happy hour for new members." 
1. Appeal from the ruling of the chair: Challenges a ruling of the chair. A majority vote sustains the ruling. "I appeal from the decision of the chair." 
1. Point of order: Challenges an error in procedure and requires a ruling by the chair. "I rise to a point of order" or "Point of order!" 
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VIII.	PRECEDENCE OF MOTIONS
Since only one question may be considered at a time, the sequence in which motions may be taken up is fixed by parliamentary law.

The main motion is the basic motion and all other legitimate motions are taken up and acted upon before the main motion is finally disposed of. Any privileged motions introduced are of such urgency or importance that they must be promptly acted upon. Subsidiary and incidental motions, which are introduced, must be given priority so that the action finally taken on the main motion will accurately reflect the will of the assembly.

Motions that bring a question again before the assembly are similar in status to main motions in that they can be considered only when no other business is pending.
Privileged and subsidiary motions have the highest status and are arranged in an explicit order of precedence. Privileged motions come first in the order of precedence and among themselves have the following ranking: (1) adjourn, (2) recess, (3) raise a question of privilege, and (4) call for the orders of the day. Subsidiary motions follow in the order of precedence and have the following ranking among themselves: (5) lay on the table, (6) previous question, (7) limit or extend debate, (8) postpone to a certain time, (9) refer to a committee, (l0) amend, and (11) postpone indefinitely.

Incidental motions are not ranked in the formal order of precedence. Since they arise out of--are "incidental" to--some other pending question, the incidental motions are decided as they arise. An incidental motion would be out of order, however, if it were not legitimately related to the business at hand.
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IX.	OTHER RULES GOVERNING THE CONSIDERATION OF MOTIONS
Not all motions require recognition or a second. Not all motions are debatable or amendable. Some motions do not require a vote or permit reconsideration. The following table summarizes the rules related to each of the types of motions defined in Part VII.
	
RULES GOVERNING THE CONSIDERATION OF MOTIONS

	Name of Motion
	Requires Recognition?
	Requires a Second?
	Debatable?
	Amendable?
	Vote
Required?
	May Be Reconsidered?

	Privileged Motions:(1)
	
	
	
	
	
	

	1. Adjourn
	yes
	yes
	no
	no
	majority
	no

	2. Recess
	yes
	yes
	no
	yes
	majority
	no

	3. Raise a question of privilege
	no
	no
	no
	no
	--
	no

	4. Call for the orders of the day
	no
	no
	no
	no
	2/3(2)
	no

	

	Subsidiary Motions: (1)
	
	
	
	
	
	

	5. Lay on the table
	yes
	yes
	no
	no
	majority
	no

	6. Previous question
	yes
	yes
	no
	no
	2/3
	yes

	7. Limit or extend debate
	yes
	yes
	no
	yes
	2/3
	yes

	8. Postpone to a certain time
	yes
	yes
	yes
	yes
	majority
	yes

	9. Refer to a committee
	yes
	yes
	yes
	yes
	majority
	yes

	10. Amend
	yes
	yes
	yes
	yes
	majority
	yes

	11. Postpone indefinitely
	yes
	yes
	yes
	no
	majority
	aff.(3)

	 
	
	
	
	
	
	

	Main Motions
	yes
	yes
	yes
	yes
	majority
	yes

	 
	
	
	
	
	
	

	Motions that Bring a Question Again Before the Assembly:

	Reconsider
	no
	yes
	yes(4)
	no
	majority
	no

	Discharge a committee
	yes
	yes
	yes
	yes
	maj. or 2/3(5)
	negative(6)

	Rescind
	yes
	yes
	yes
	yes
	maj. or 2/3(5)
	negative(6)

	Take from the table
	yes
	yes
	no
	no
	majority
	no

	 
	
	
	
	
	
	

	Incidental Motions:
	
	
	
	
	
	

	Point of information
	no
	no
	no
	no
	--
	no

	Parliamentary inquiry
	no
	no
	no
	no
	--
	--

	Division of the assembly
	no
	no
	no
	no
	--
	no

	Division of a question
	yes
	yes
	no
	yes
	majority
	no

	Withdraw a motion
	yes
	yes
	no
	no
	majority
	negative(6)

	Objection to consideration
	no
	no
	no
	no
	2/3
	negative(6)

	Suspend the rules
	no
	no
	no
	no
	2/3
	no

	Appeal from the chair's ruling
	no
	yes
	yes
	no
	maj. or tie
	yes

	Point of order
	no
	no
	no
	no
	--
	no


Note 1		In order of precedence.
Note 2	Must be enforced on the demand of one member unless it is set aside by a two-thirds vote.
Note 3	0nly an affirmative vote may be reconsidered.
Note 4	The motion to reconsider is debatable only if the motion to be reconsidered is itself debatable.
Note 5	Requires either a simple majority (with prior notice), or a two-thirds vote, or a majority of the entire membership.
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X.	TIPS ON PARLIAMENTARY PROCEDURE
1. Since the secretary is responsible for keeping accurate records of business transacted, the chair may require that main motions, amendments, or instructions to a committee be in writing. 
1. It is a general rule that no member should be present in the assembly when any matter relating to himself or herself is under consideration. 
1. A question cannot be postponed beyond the next regular meeting. 
1. Calls of "Question! Question!" by members from their seats are not motions for the previous question and are simply informal expressions of individual members' desires to proceed to a vote; these calls are disorderly if made while another member is speaking or seeking recognition. 
1. A question laid on the table remains there until taken from the table or until the close of the next regular meeting. If not taken up by that time, the question dies. 
1. Abstentions do not count in tallying the vote; when members abstain, they are in effect only attending the meeting to aid in constituting a quorum. 
1. Working as a committee of the whole enables the full assembly to give detailed consideration to a matter under conditions of freedom approximating those of an ad hoc committee. In such a committee, the results of votes taken are not final decisions of the assembly but are taken up by the assembly as committee recommendations. The proceedings of a committee of the whole are not entered in the minutes of the assembly. 
1. Motions are out of order that present essentially the same question as a motion already considered at the same meeting. 
1. All persons present at a meeting have an obligation to obey the legitimate orders of the presiding officer. Members, however, can appeal from the decision of the chair, move to suspend the rules, or move a reconsideration- depending on the circumstances of the chair's ruling. A member can make such an appeal or motion whether or not the order involved applies to him or her personally. 
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XI.	COMMITTEES
A.	While committees are not necessarily limited as to membership, most committees are composed of from five to nine members. When the committee is small, formal parliamentary procedure is abandoned in doing the group's business. That is, during a committee meeting, a formal motion, a second, formal debate, and a vote are not necessary since decisions can often be reached quickly by unanimous consent. However, even in a committee meeting, if a subject is controversial and spirits rise, the chair may resort to using formal procedure in order to facilitate the committee's work.
B.	Characteristics of an Informal Committee Meeting
1. Recognition is not required in order to speak. 
1. The presiding officer participates as freely as any other member. 
1. Committee business is discussed without any motions. 
1. Discussion is neither limited nor suppressed. 
1. Most decisions are made by consensus, though votes may be taken. 
1. Formal procedure is invoked when necessary. 
C.	Types of Committees
1. Standing committees are permanently established and may be composed of appointed, elected, or ex-officio members. 
1. Special committees or ad hoc committees are temporarily established for a special purpose or to complete a particular task. Members may be appointed, elected, designated to serve ex-officio, or named in the motion which creates the committee. 
D.	Duties of the Presiding Officer 
1.	The person who presides at a committee meeting is responsible for helping the committee organize itself and for seeing that its work is accomplished. To meet that responsibility, he or she should:
1. Bring the tools the committee needs to do its work--a copy for each member of a list of committee members with addresses and phone numbers; a concise statement of the committee's task, its duties and powers, or a statement of its instructions from the organization or its president; a copy of rules or policies of the organization which apply to the committee's work; and reports of previous committees or any other materials which will be useful; 
1. Call meetings to order on time; 
1. Start discussion with a few comments on the nature of the committee's task; 
1. Keep the discussion on track by following an agenda and avoiding irrelevant topics; 
1. Draw quiet members into the discussion; 
1. Avoid the temptation to dominate the discussion or to dictate what should be done-committees are created because a group decision is desired; 
1. Divide the work or appoint subcommittees when necessary, giving everyone a job; 
1. Encourage members to share in preparing the committee's report and, if a formal report is required, have them vote on it at a meeting; 
1. Submit formal committee recommendations separately from the report; 
1. Help members enjoy working on the committee by getting things done and leaving everyone with a sense of accomplishment; and 
1. Share the credit for what the committee has done with everyone who has helped by publicly recognizing members' contributions. 
2.	The person who presides over a committee is also responsible for reporting on the committee's work to the rest of the organization. Such a report can be given orally or in writing and usually contains both a description of the committee's work and a statement of its findings. The report is usually accompanied by a statement of the committee's recommendations, if any, which can then be taken up by the whole assembly.
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XII.	ELECTIONS
An organization's established rules normally set forth the date for elections, the method of nominating candidates, the procedure for voting, the votes required to elect, and the terms of office. In general, however, the following procedures are accepted:
1. Nominations may be offered from the chair, from the floor, by a committee, or by write-in ballot. 
1. The chair may close nominations when it appears that no more nominations will be offered, or they may be closed by a two-thirds majority vote. A motion to close nominations is in order only after a reasonable opportunity to make nominations has been given. 
1. Voting is usually done by voice, by roll call, by ballot, or by "acclamation" (when only one candidate has been nominated). 
	Part 1, Main Motions. These motions are listed in order of precedence. A motion can be introduced if it is higher on the chart than the pending motion. § indicates the section from Robert's Rules. 

	§
	PURPOSE:
	YOU SAY:
	INTERRUPT?
	2ND?
	DEBATE?
	AMEND?
	VOTE?

	§21
	Close meeting
	I move to adjourn
	No
	Yes
	No
	No
	Majority

	§20
	Take break
	I move to recess for ...
	No
	Yes
	No
	Yes
	Majority

	§19
	Register complaint
	I rise to a question of privilege
	Yes
	No
	No
	No
	None

	§18
	Make follow agenda
	I call for the orders of the day
	Yes
	No
	No
	No
	None

	§17
	Lay aside temporarily
	I move to lay the question on the table
	No
	Yes
	No
	No
	Majority

	§16
	Close debate
	I move the previous question
	No
	Yes
	No
	No
	2/3

	§15
	Limit or extend debate
	I move that debate be limited to ...
	No
	Yes
	No
	Yes
	2/3

	§14
	Postpone to a certain time
	I move to postpone the motion to ...
	No
	Yes
	Yes
	Yes
	Majority

	§13
	Refer to committee
	I move to refer the motion to ...
	No
	Yes
	Yes
	Yes
	Majority

	§12
	Modify wording of motion
	I move to amend the motion by ...
	No
	Yes
	Yes
	Yes
	Majority

	§11
	Kill main motion
	I move that the motion be postponed indefinitely
	No
	Yes
	Yes
	No
	Majority

	§10
	Bring business before assembly (a main motion)
	I move that [or "to"] ...
	No
	Yes
	Yes
	Yes
	Majority




	Part 2, Incidental Motions. No order of precedence. These motions arise incidentally and are decided immediately. 

	§
	PURPOSE:
	YOU SAY:
	INTERRUPT?
	2ND?
	DEBATE?
	AMEND?
	VOTE?

	§23
	Enforce rules
	Point of Order
	Yes
	No
	No
	No
	None

	§24
	Submit matter to assembly
	I appeal from the decision of the chair
	Yes
	Yes
	Varies
	No
	Majority

	§25
	Suspend rules
	I move to suspend the rules
	No
	Yes
	No
	No
	2/3

	§26
	Avoid main motion altogether
	I object to the consideration of the question
	Yes
	No
	No
	No
	2/3

	§27
	Divide motion
	I move to divide the question
	No
	Yes
	No
	Yes
	Majority

	§29
	Demand a rising vote
	I move for a rising vote
	Yes
	No
	No
	No
	None

	§33
	Parliamentary law question
	Parliamentary inquiry
	Yes
	No
	No
	No
	None

	§33
	Request for information
	Point of information
	Yes
	No
	No
	No
	None



	Part 3, Motions That Bring a Question Again Before the Assembly.
No order of precedence. Introduce only when nothing else is pending. 

	§
	PURPOSE:
	YOU SAY:
	INTERRUPT?
	2ND?
	DEBATE?
	AMEND?
	VOTE?

	§34
	Take matter from table
	I move to take from the table ...
	No
	Yes
	No
	No
	Majority

	§35
	Cancel previous action
	I move to rescind ...
	No
	Yes
	Yes
	Yes
	2/3 or Majority with notice

	§37
	Reconsider motion
	I move to reconsider ...
	No
	Yes
	Varies
	No
	Majority



Taking Minutes At A Business Meeting

The minutes of a meeting are a record of what happened, what was decided, and what actions will be taken as a result of the meeting. They should be written for every meeting, and presented at the next meeting or beforehand, along with a copy of the next meeting’s Agenda. 

Minutes should be written in the third person, for example, the minutes should say "The Court of Honour decided..." instead of "We decided...". Minutes need should be typed.

The body of the topic should include the important points of the discussion and what action will be taken along with who will take the action and when it will be done. 

Someone who has never been to the meeting should be able to understand the minutes.

1. Obtain the meeting agenda, minutes from the last meeting, and any background documents to be discussed. Consider a tape recorder for better reporting of particular statements. 
2. Sit beside the chairman for convenient clarification or help as the meeting proceeds. 
3. Write "Minutes of the meeting of (exact association name)." 
4. Record the date, time and place of the meeting. 
5. Write the names of people present if there are fewer than 20. Circulate a sheet of paper for attendees to sign in. (This sheet can also help identify speakers by seating arrangement later in the meeting.) Record only the names of attendees with voting rights if the meeting is an open one. 
6. Note people who arrive late or leave early so that they can be briefed on what they missed. 
7. Write down items in the order that they are discussed. If item 8 on the agenda is discussed before item 2, keep the old item number but write item 8 in second place. 
8. Record the motions made and the names of people who originate them. 
9. Record whether motions are adopted or rejected, how the vote is taken (by show of hands, voice or other method) and whether the vote is unanimous. For small meetings, write the names of the attendees who approve, oppose and abstain from each motion. 
10. Focus on recording actions taken by the group. Avoid writing down the details of each discussion. 

You do not need to record topics irrelevant to the business at hand. Taking minutes is not the same as taking dictation.

Consult only the chairperson or executive officer, not the attendees, if you have questions.

Transcribing Minutes

1. Transcribe minutes soon after the meeting, when your memory of the event is still fresh. 
2. Follow the format used in previous minutes. 
3. Preface resolutions with "RESOLVED, That..." 
4. Consider attaching long resolutions or reports to the minutes as an appendix. 
5. Write "Submitted by" and then sign your name. 
6. Place minutes chronologically in a record book to preserve them. The minutes are part of the open record. Keep in mind that nothing should be stated in the minutes that you do not want part of the open record. If someone at the meeting requests that his or her comments be stricken from the minutes, they should be stricken. If minutes from a previous meeting must be revised, make the notes of revision in the following meeting’s minutes.
7. Circulate a copy of the minutes to each member of the Board, whether or not that member was in attendance, as well as the Business Manager, Student Affairs Coordinator, Student Affairs Program Assistant, and Assistant Vice President of Student Services (Pam Doerr).




Write in a concise, accurate manner taking care not to include any sort of subjective opinion.
	USF Sarasota-Manatee | Resource Guide
	20



Type minutes on plan, 8½ x 11-inch paper, with 1 inch margins all around. Use Times New Roman font set at 12pt. Remember to use bold and italic a means to highlight important information or as separators. Try to avoid underlining text, especially when text is upper and lower case, because the underline will cut through the descenders (“tails” of ‘p,’ ‘g,’ ‘y,’ and ‘q’). Set tabs to default at ½ inch. Single space the minutes. It is important, too, to indicate who was in attendance at the meeting, who was absent, who was a guest, and who arrived late (noting the time of the late arrival).

[image: ][image: ]























These pages are from actual meeting minutes. They are meant to be illustrative of the way in which meeting minutes can be written. 

When done, the minutes should be signed by the individual who has transcribed/is submitting the meeting minutes (traditionally the Secretary). The signature line can be set as follows:

Respectfully Submitted,

				`			
Type Name
Type Title

Date:		/	/	
(Note that this is the date of TRANSCRIPTION!)
As Revised Spring 2010







CONSTITUTION


CONSTITUTION
University of South Florida Sarasota-Manatee University Program
Student Government

PREAMBLE

	We, the students of the University of South Florida Sarasota-Manatee Campus, desiring to:  Preserve and defend the rights and privileges of student self-governance; are hereby taking the responsibility to :  Encourage the development of responsible student participation in the overall policy and decision making process of the University community;  enable students to better provide for the needs of the student body;  to help student activities achieve their maximum effectiveness;  to provide for meaningful address of student concerns and perspectives through the principle of democratic representation;  to exercise our indisputable right to be represented meaningfully in the affairs of the University;  to foster observance of the shared goals and ideals of the University community;  to develop a sense of responsibility for our own conduct and for the welfare of this University;  and to protect the individual and collective rights of students do associate ourselves as The Student Government Association of the University Program Curriculum and do hereby establish this Constitution for its students and the governing body.
Article I. Name, Definition, and Purpose
Section 1.  Name of the University Program Student Association
	The University Program Student Association of the University of South Florida Sarasota-Manatee Campus, will operate and function as an autonomous organization under the title of Student Government Association.
Section 2.  Definition of the University Program Student Government
	The University Program Student Government of the University of South Florida Sarasota-Manatee Campus, hereafter referred to as Student Government Association, shall consist of a President, a Vice-President, a Treasurer, a Secretary, and a Senate Chair, as well as a unicameral assembly of properly appointed Student Senators from the University Program student body of the Sarasota Campus.

Section 3.  Definition of the University Program Student Body

The University Program student body of the University of South Florida Sarasota-Manatee Campus, hereafter referred to as the University Program, shall be defined as all persons registered and currently enrolled in one course in the University Program at the Sarasota-Manatee Campus.
Section 4.  Purpose of the Student Government

The purpose of the Student Government shall be to represent the interests of the student body, coordinate the activities of the University Program through the allocation and expenditure of Activity and Service fee monies generated by the University Program, and to enhance student life.
Article II.  Student Government Membership
Section 1.  Composition of the Student Government.
	The Student Government shall consist of an Executive Branch, Legislative Branch, and Judicial Branch. The officers of the Executive Board shall be elected from the University Program student body at large and constitute the Executive Branch of the democratic government unit.  The members of the Student Senate shall be appointed on a representative basis from each University Program College and serve as members of the Legislative Branch of Government.  The Judicial Committee shall be comprised of a Student Court System which will be implemented upon request.
Section 2.  The Executive Branch

	The officers of the Student Government shall consist of a President, a Vice President, a Treasurer, a Secretary, and a Senate Chair.  The officers shall be registered and concurrently enrolled in the University Program of the University of South Florida Sarasota-Manatee Campus, throughout the academic year.  The minimum course load requirement for the semester shall be at least one course at the Sarasota-Manatee Campus.
Section 2.1.  The President

	The President shall be the principle executive officer of the Student Government and shall preside and perform such duties incidental to the office.  The President will preside at all Executive Board meetings and be responsible for completing an agenda prior to all meetings.  If a vote needs to be taken at the Executive Board Meetings, the President will only cast a vote in the event of a tie. The President is the chief person to be on University committees and represent Student Government administratively.
Section 2.2.  The Vice President

	In the absence of the President or in the event of an inability to perform the presidential duties, the Vice President shall perform the duties of the President and when so acting shall have all powers of and be subject to all restrictions upon the President.  The Vice President shall perform such other duties, pertaining to Student Government, as may from time to time be assigned by the President.  On a regulatory basis, the Vice President will serve as the ex-officio chairperson for the Clubs and Organization Committee. 
Section 2.3.  The Treasurer

	The Treasurer shall be responsible for maintaining accurate expenditure records, maintaining surveillance over the usage of the Activity and Service Fee money as indicated by its use in the Florida Statutes.  The Treasurer shall be the ex-officio member of the Budget Committee, and shall prepare and present each new fiscal budget to the Student Government.  The Treasurer shall perform such other duties, pertaining to Student Government, as may from time to time be assigned by the President.
Section 2.4.  The Secretary.
	The Secretary shall keep the records of Student Government in a filing system, and shall be responsible for recording minutes during Executive Board meetings.  The Secretary shall attend to all correspondences to the Student Government unless otherwise instructed by the President.  The Secretary shall perform such other duties, pertaining to Student Government, as may from time to time be assigned by the President.
Section 2.5.  The Senate Chair
	The Senate Chair shall be responsible for presiding over all Senate Meetings and completing an agenda prior to the meeting.  The Senate Chair is an active participant in voting procedures among the Executive Board, but shall only cast a vote in the event of a tie at the Senate Meetings. The Senate Chair is included in the Executive Branch as a collective representation of the Student Senate.  The Senate Chair shall lead the Senators in carrying out the legislative duties of the Senate and the Student Government, along with proposing all legislative changes, resolutions, and amendments to the Executive Board.
Section 3.  The Legislative Branch

	The Legislative Branch shall be comprised of Student Senators that are appointed representatives of the student body.  The Senators shall be registered and concurrently enrolled in the University Program of the University of South Florida Sarasota-Manatee Campus, throughout the academic year.  The minimum course load requirement for the semester shall be at least one course at the Sarasota-Manatee Campus.  They shall represent the interests of their respective colleges and the student body at large.  They shall convene separately from the Executive Board for the purpose of representing students on the University Program matters, along with developing and promoting programs and activities.  

Section 3.1.  Number of Senators

	The number of Student Senators shall not exceed two for every seventy students enrolled in any University Program College on the Sarasota-Manatee Campus:  in addition, each Senator must be registered as a student majoring within the college which s/he represents.  Special students shall be represented by one Senator per one hundred special students enrolled in the University Program of the Sarasota Campus of the University of South Florida.  Double majors and undeclared majors must choose one college to represent in order to declare his/her candidacy.
Section 3.2.  Senators’ Duties

	As members of the Legislative Branch, the duties of the Senators are to function and serve as policy makers in regards to internal affairs of the University Program.  Senators shall be responsible for legislative changes, resolutions, and amendments to Student Government.  In addition, the Student Senators shall serve on or comprise four internal standing committees:  The Clubs and Organization Committee, The Budget Committee, The Election Rules Committee, and The Judicial Committee.
Section 4.  The Judicial Committee

	The Judicial Branch will be introduced as a Students’ Court whose procedures for judicial and disciplinary action shall be defined in the USF Sarasota-Manatee court statutes.
Article III.  Senate Court
Section 1. The Powers

	The judicial powers of the UPSA shall be vested in a Student Government Association. 

The SGA Judiciary shall have jurisdiction in disagreements:
1.     Between SGA Organizations. 
            2.     Between a member of the UPSA and a SGA Organization. 
            3.     Between a member of the UPSA and a Student Government official. 
4.     On the constitutionality of any Student  Government legislation, decision, or action. 
5.     On any and all other questions of constitutionality within the UPSA. 
6.     On any member of the UPSA that chooses to have a hearing by the SGA
         Judiciary
Section 2. Composition
	The Union Judiciary shall consist of two Associate Justices and one Chief Justice.  Justices shall be appointed by the entire Student Government for a term of one year.  
Section 3.  Chief Justice
1. The Chief Justice shall be elected by a majority vote of the Student Government.
1. The Chief Justice shall be responsible for proper conduct of all business of the SGA Judiciary, including the calling of and presiding at all sessions.
1. Should the Chief Justice not be able to carry out his or her duties for a temporary period of time, a justice chosen by a majority vote of the remaining Justices shall fulfill his/her responsibilities until such time as the Chief Justice can resume those responsibilities.

Section 4. Hearings             
A written complaint, which levies specific charges, must be presented to the Chief Justice for a case to be heard.

              1.  The SGA Judiciary shall be compelled to hear a case if one justice
                   grants certiorari. 
              2.  The case shall be heard within five academic days of its presentation
                    to the Chief Justice, contingent upon certiorari, unless both parties
                    agree to a date after this period.   
Section 5. Excused Justice
	
A Justice shall have the right to excuse him/herself from hearings of any case where s/he is directly involved, or where a reasonable conflict of interest exists or is perceived. 
Section 6. Quorum
A quorum of three Justices is necessary for an official session of the Union Judiciary unless one or more of the Justices has excused him/herself from hearing the case. In such a situation, a quorum shall be three minus the number of excused Justices.

Section 7. Rules of Order 

The SGA Judiciary shall, by majority vote, establish its own standing rules of order which will govern the procedures for hearings. These rules must be provided in writing to all parties to a case brought before the Union Judiciary prior to the hearing of that case. 

Section 8. Hearing Result Notification
The SGA Judiciary must release a written explanation of all decisions to the SGA membership no later than five academic days after the hearing. In cases regarding sanctions sought by students the written explanation must be also given to the Student Affairs Coordinator to be placed in the Student’s File.


Section 9. Deciding a Case

The Judiciary shall decide all cases by a majority vote of the Justices present and voting. If a majority cannot be reached on a particular charge or motion, the Justices may decide to reargue the case or dismiss it.

Section 9.1 Execution of Sanctions
All decisions of the Judiciary shall be final and binding. The Judiciary shall have the power to specify any and all measures appropriate to the execution of its decisions. The President shall have the responsibility to execute Judiciary decisions. For those seeking judicial hearings as an option, the Student Affairs Coordinator has the ability to execute the sanction.

Section 10. Elections Arbitration
The Judiciary shall be the final arbiter of all Government elections.

Section 10.1. Halting Elections

The Judiciary may issue an injunction prohibiting the continuance of election proceedings for no more than ten academic days. Specific written charges must be filed with the Chief Justice along with the injunction request for such a request to be considered.

Section 10.2. Election Re - Run

The Judiciary may order an election to be re-run if it finds that the Constitution or other elections rules have been violated so as to unfairly negatively impact the campaign of one or more candidates, or if an election rule itself is found to have unconstitutionally negatively impacted the campaign of one or more candidates. An order to re-run an election must be issued within five academic days of the original election. 

Section 11. Open Hearings

All hearings of the Judiciary shall be open to the public. The Judiciary may, by a unanimous vote of members prior to or during the hearing, choose to close a particular hearing to the public if information regarding the identities of participants, or about the case in general, is deemed so sensitive as to be inappropriate for public knowledge or if the presence of the public is deemed to have a negative impact on the hearing. The Judiciary shall, by a majority vote of the members, have the right to re-open a hearing. The Judiciary shall always release a full written explanation of the case and the decision to the SGA membership; Justices may, however, omit particular names by unanimous consent in the interest of propriety.
Article IV. Elections
Section 1.  Election Rules and Qualifications
	The Student Government shall be responsible for assuring compliance with all election rules.  An election packet containing all necessary forms and information for candidacy shall be distributed by the Election Rules Committee to all perspective Student Government candidates at least four weeks prior to any election.  The election packet to all prospective candidates shall contain the following items:
	1.  Date of the beginning of the campaign period.
	2.  Restrictions on placement of campaigning materials.
	3.  Place and time of campaign speeches before the student body.
	4.  Date and time of the election and placement of polling booths.
	5.  Date and time by which all campaign materials must be removed from display
	     on campus.
1. All and any such forms and information necessary for a student to declare his               
or her candidacy.
1. Duties and responsibilities of Senator Positions
1. Date for the SGA workshop for perspective members.	 

Section 1.1.  Advertisement of Elections

	At least six weeks prior to any campus-wide or University Program election, the Student Government shall publicize the coming election by means of such signs, fliers or posters deemed desirable by the Election Rules Committee.  The advertisements shall note the offices available, as well as the dates, times, and locations of the election centers.
Section 1.2.  Application Requirements for Student Senate Membership

	Applications for positions within the Student Senate must obtain twenty-five signatures from students registered within his/her College on the Sarasota-Manatee Campus.  If there are fewer than twenty-five students in a candidate’s College, the candidate must obtain signatures from every member enrolled in his or her College and make up the remaining balance from the rest of the enrolled student body. Signatures shall be submitted to the Presiding Senate Chair at a regularly scheduled meeting.  The Senate Chair will be responsible for verification of signatures.  The Student Senate Applicant will be confirmed only upon an affirmative 2/3 vote of the Senators in attendance on the same day the signatures are submitted.  Applicants must sign/pledge an oath of office and confirmation of Constitutional duties.
Section 1.3.  Term of Office

	The Executive Board will serve a one year term beginning in the month of May following  the outcome of an election by the student body. The Executive Board officers have a two year maximum for serving in the same position.  For instance, a person can serve one position for only two terms consecutively, otherwise, he/she must run for a different office or step down from Executive Board.  The Student Senators will be appointed on a Semester basis throughout the academic year.
Section 1.4.  Eligibility for Executive Board Positions

	Candidates for the offices of President, Vice President, Treasurer, Secretary, and Senate President must obtain thirty-five signatures from the members of the University Program Student Body.  All candidates for the Executive Board positions must sign the Statement of Personal Responsibility, the Candidate Profile Sheet, the Confirmation of Oath of Office, the Confirmation of Constitution, and the workshop verification worksheet.  
Section 1.5.  Number of Votes Required for Victory by a Candidate
	Elections for all Executive Board positions shall be decided by the highest number of votes received for each office.
Section 1.6.  Eligibility for Election to Student Government Executive Board

1. Must be enrolled in a minimum of one (1) class on the Sarasota--Manatee Campus.
1. Must be coded a University of South Florida Sarasota-Manatee Home Campus student.  (As per Amendment 10-001S)
1. Must complete the “What it Means To Be in Student Government” affidavit.
1. Must have a minimum GPA of 2.2, overall (include a copy of your most current transcript with your election package).
1. Must complete and submit he Election Packet on or before the due date.

Section 2.  Poll Workers

	The Elections Rules Committee will be responsible for assigning poll workers to man the election box.  No candidate for any Student Government position shall be a poll worker for the election in which he or she is a candidate.
Section 3.  Campaigning Restrictions

	No campaigning shall be allowed in the balloting rooms, nor within twenty-five feet of any polling station.  Posters and fliers may be hung throughout the campus for the duration of the campaign, but need to be removed twenty-four hours prior to the beginning of the election.  
Section 4.  Further Election Rules

	Any specific election rules or procedures not explicitly stated by the Election  Rules Committee or the Constitution, shall be determined by the Student Government and posted on campus and in the University Program newsletter at least six weeks prior to any Student Government election.
Section 5.  Violation of Election Rules
	Any violation of the Election Rules may be cause for disqualification of a candidate of an entire election.  All charges of Election Rules violations shall be addressed to the Election Rules Committee, which shall consider the seriousness of the violation(s) and determine the proper action to be taken.  Complaints not resolved by the Election Rules Committee shall be tried before the Senate Court.  As with any other body of the Student Government, no candidate for office shall sit on the Senate Court or the Election Rules Committee.
Section 6.  Voter Eligibility

	Every student enrolled in the University Program of the Sarasota Campus of the University of South Florida is eligible to vote once in each Student Government sponsored election.
Article V.  Meetings
Section 1.  Parliamentary Procedures

	The parliamentary procedure to be followed at all meetings shall be in accordance with Robert’s Rules of Order - Revised.
Section 2.  Scheduling

	Meetings shall be held at least once every ten academic days during the period of the school year with regular classes are in session.  All members shall be given reasonable notice of all meetings.  
Section 3.  Quorum

	A quorum shall consist of 3/5 for the Executive Board meetings and 2/3 of currently registered voting Senate members for Senate meetings.  No Executive Board or Senate meeting shall be convened without the attendance of a quorum.  In the event of a lack of quorum, the President and Senate Chair shall set another meeting time for the Executive Board and Senate meetings, respectively.
Section 4.  Meeting Attendance

	The attendance of meetings by all members are mandatory.  
Section 4.1.  Absences

	Absences will be dealt with on an excused or unexcused basis.  Excused absences will be documented absences that are submitted by the member to the Secretary.  The Secretary will file and record the absence among Student Government files.  Once the member has reached the designated allotment of excused absences for semester, the following absences will be classified as unexcused.  Unexcused absences will result in a member being in poor standing due to unfullfillment of Constitutional requirements.  This member in poor standing may be petitioned to be removed before the Senate Court.
Section 5.  Meeting Procedures

	No Executive Board meeting shall be convened unless either the President or a duly appointed presiding officer is present.  Respectively, no Senate meeting shall be convened unless either the Senate President or duly appointed presiding officer is present.  Each meeting will be called to order by the presiding officer, if quorum requirements are met, and roll will be taken by the Secretary.  
Section 5.1.  Agenda
	Upon the meeting being called to order, the Secretary shall pass out an agenda to every person in attendance, including non-voters, observers, and guests.  Items on the agenda need not be considered in the order in which they appear on the agenda.  The Executive Board officers or Senators may move and vote to change the order of the agenda.  The President or Senate President may also ask that a motion be entertained to reorder the agenda.  All items on either the Executive Board or Student Senate agenda not disposed of at a regular meeting of those bodies shall be taken up first at the next regularly scheduled meeting.
Section 5.2.  Voting

	All voting shall take place after debate has been closed and a motion has been entered to call for a vote.  A roll call vote shall be taken upon request of one member.  A straw poll vote shall be taken upon request of two members.  In an Executive Board meeting, if a vote needs to be taken, all members, excluding the President shall cast one vote.  Executive Board voting members include the Vice President, Treasurer, Secretary, and Senate President.  The President serves as a voter in the event of a tie.  In the event of a vote at a Senate meeting, the only voters are the Student Senators.  Each Senator shall cast one vote, and the Senate President shall only vote in the event of a tie.  The Vice President and Secretary are non-voting observers to the Senate meetings.   The Vice President serves a sole purpose of making sure parliamentary procedures and the Constitution are abided by in Senate proceedings.  The Secretary serves a sole purpose of taking minutes and passing out legislative handouts or paperwork in Senate proceedings.  
Section 5.3.  Time Limits

	No discussion shall persist for a period of more than ten minutes unless there is a motion or resolution on the table.  Discussion incorporates debate proceedings that shall not exceed more than three minutes without prior approval of a 2/3 affirmative vote of the Executive Board or Senate.
Section 6.  Guests

	A guest is defined as a non-voting member of either body of the Student Government.  An Executive Board member in attendance at a Student Senate meetings shall be considered a guest.  A Senator at an Executive Board meeting shall be considered a guest.
Section 7.  Legislation

	Legislation shall be in two types:  Motions and Resolutions
Section 7.1.  Motions

	Motions may be voted on at the meeting in which they are introduced.
Section 7.2.  Student Senate Motions - Internal Affairs

	Motions authored in the Student Senate to govern internal affairs require an affirmative 2/3 majority vote.  Internal affairs consist of the three internal committees of the Student Government.  Motions will be confirmed by the affirmative vote.
Section 7.3.  Executive Board Motions - External Affairs

	Motions authored in the Executive Board to govern external affairs require an affirmative 3/5 majority vote.  External affairs consist of committees in relation to the Library Space, Student Life/Affairs, and CIT.  Motions will be confirmed by the affirmative vote.
Section 7.4.  Resolutions

	Resolutions shall be read at the meeting at which they are introduced.  Discussion may be entertained but final legislative action shall be taken only at a subsequent meeting.
Section 7.5.  Student Senate Resolutions - Internal Affairs
	Resolutions authored in the Student Senate to govern internal affairs shall require a 2/3 affirmative vote for passage.  Resolutions shall become effective upon return to the Student Senate from the Executive Board President within ten academic days, if and only if, they are returned approved or without comment by the President.  The Student Senate may override a presidential veto by a 2/3 affirmative vote of those Senators present and voting.  Any resolution in conflict with the Student Government Constitution shall be null and void.
Section 7.6.  Executive Board Resolutions - External Affairs

	Resolutions authored in the Executive Board to govern external affairs shall require a 3/5 affirmative vote, of Executive Board officers present and voting, for passage.  If an immediate decision does occur among external affairs, the President has the power to make a decision on behalf of the Student Government s/he represents.  The President must present an accurate description of events that transpired and decision making procedures that were followed at the next regularly scheduled Executive Board and Senate meetings.	
Article VI.  Senate Procedure
Section 1. Procedure for Legislation 
             1.  All new legislation will be taken directly to the Senate Chairperson before it is placed on the agenda as new business. The introducer will be responsible contacting the Chairperson by the Monday preceding the next business regularly scheduled business meeting. 
1. All major legislation shall be submitted to the Senate in writing at the time it is introduced and shall list the following: 
1. Number  
1. Type of Legislation  
1. Name of Introducer 
1. Name of Sponsor 
1. Subject  
1. Purpose 
1. History  
1. Desired Outcome 
1. Exact Wording  
1. Date of Execution (if any) 
                       
Section 2. Preparing Legislative Referendums
The Chairperson of the Senate shall assist any other member of the Student Body in the preparation of legislation in the proper form. All legislation and resolutions shall add to the following composite parts: 
Section 2.1. Senate Bill
 	The capital letters "S" and "B" to denote "Senate Bill," followed by the two digit year ending followed by a dash followed by three digit numeral beginning with 001. Followed by the semester implemented. F for fall S spring.  Ex. SB 99-001F                  
Section 2. 2. Resolution
         
 	The capital letters "RES" to denote "Resolution," followed by the two digit year ending followed by a dash followed by three digit numeral beginning with 001. Followed by the semester implemented. F for fall S spring.  Ex. RES 99-001F           
Section 3. Presentation and Readings
 	Once referred to and reviewed by the Executive Board, the  Senate Chairperson will present the legislation to be placed on the agenda as old business for consideration by the Senate as rapidly as practicable.  All bill should receive no less than two readings.
Article VII.  Office Requirements
Section 1.  Requirements

Office Requirements are a separate criteria from Officer Duties.  These requirements must be met and maintained in order to remain a member is good standing.  Failure to meet any of the following requirements may result in a petition to remove the member from office.
Section 1.2.   The President

	The President shall be responsible for working at least fifteen office hours per week, separate from meeting times.  These office hours will allow sufficient time for officer obligations and duties to be met.  In addition, the President will be allowed two excused absences per semester, or four per year.  If the President cannot attend a meeting, they are responsible for appointing a presiding officer.  If one is not appointed, then the President has failed to complete his/her obligations to the Executive Board.  This absence is automatically considered to be unexcused.
Section 1.3.  The Vice President

	The Vice President shall be responsible for working at least fifteen office hours per week, separate from meeting times.  These office hours will allow sufficient time for officer obligations and duties to be met.  In addition, the Vice President will be allowed three excused absences per semester, or six per year.  In addition to Executive Board meetings, if the Vice President cannot attend a Senate meeting, s/he needs to appoint a representative to act on their behalf.  If one is not appointed, then the Vice President has failed to complete his/her Constitutional duties and obligations.  This absence is automatically considered to be unexcused.
Section 1.4.  The Treasurer
	The Treasurer shall be responsible for working at least office ten hours per week, separate from meeting times.  These office hours will allow sufficient time for officer obligations and duties to be met.  In addition, the Treasurer will be allowed three excused absences per semester, or six per year.
Section 1.5.  The Secretary

	The Secretary shall be responsible for working at least ten office hours per week, separate from meeting times.  These office hours will allow sufficient time for officer obligations and duties to be met.  In addition, the Secretary will be allowed three excused absences per semester, or six per year.  In addition to Executive Board meetings, if the Secretary cannot attend a Senate meeting, s/he needs to appoint a representative to act on their behalf.  If one is not appointed, then the Secretary has failed to complete his/her Constitutional duties and obligations.  This absence is automatically considered to be unexcused.
Section 1.6.  The Senate Chair

	The Senate Chair shall be responsible for working at least ten office hours per week, separate from meeting times.  These office hours will allow sufficient time for officer obligations and duties to be met.  In addition, the Senate Chair will be allowed three excused absences per semester, or six per year.  
Section 1.7.  The Student Senators

	The Senators shall be responsible for working at least three office hour per week, separate from meeting times.  These office hours will allow sufficient time for member obligations and duties to be met.  In addition, the Senators will be allowed two excused absences per semester, or four per year.
[bookmark: OLE_LINK1]Article VIII.  Impeachment
Section 1.  Petition

	A petition may be submitted to the office of Academic Affairs to remove any member of the Student Government who is found to be in poor standing.  The grounds are based on gross negligence, malfeasance, fraud, or violation of Constitutional duties and/or requirements.
Section 2.  Executive Board

	The Executive Board will have the power to recommend the replacement of any members of the Student Government.  The removal of a member will be conducted as a silent vote of both the Executive Board and Student Senate.  The votes will be combined for the two bodies and confirmed with a total 2/3 affirmative vote for replacement.
Section 3.  Student Body

	The Student Body may petition to remove any representative from the Student Government with a minimum of twenty percent of that official’s constituency signing the petition.  The removal of a member will be conducted as a silent vote of both the Executive Board and Student Senate.  The votes will be combined for the two bodies and confirmed with a total 2/3 affirmative vote for replacement.
Section 4. Senate Court

	In all matters of impeachment, the Student Government member in question will have the opportunity to present his/her defense to the student body.  The petition to remove will be presented to the Senate Court, Judicial Branch, by a representative from the petitioning party.  No members being petitioned against may serve on the Senate Court proceedings.
Article IX.  Filling a Vacancy

Section 1.  Filling a Vacancy

	Vacancies in the various Student Government positions shall be filled as defined within the sub-sections of this section.
Section 1.1.  Office of the President

	In the event of a vacancy in the office of the President, the Vice President shall assume the office of President as a temporary position for up to thirty days.  The position will become permanent upon confirmation by an affirmative 2/3 majority vote of both the Executive Board and the Student Senate.  If the motion of the Vice President to become President is not passed, then the Executive Board shall nominate someone to fill the position, followed by an affirmative 2/3 majority vote of both the Executive  Board and the Student Senate.  Once so confirmed, all the powers and responsibilities of the office of President shall follow that confirmation.
Section 1.2.  Office of the Vice President

	In the event of a vacancy in the office of the Vice President, the Senate Chair shall assume the office of Vice President as a temporary position for up to thirty days.  The position will become permanent upon confirmation by an affirmative 2/3 majority vote of both the Executive Board and the Student Senate.  If the motion of the Senate Chair to become Vice President is not passed, then the President shall nominate someone to fill the position followed by an affirmative 2/3 majority vote of both the Executive Board and the Student Senate.  Once so confirmed, all the powers and responsibilities of the office of Vice President shall follow that confirmation.
Section 1.3.  Office of the Treasurer

	In the event of a vacancy in the office of Treasurer, the Student Government President shall appoint, from within the Student Senate, an acting Treasurer for up to thirty days.  The acting Treasurer shall be confirmed by an affirmative 2/3 majority vote of both the Executive Board and Student Senate.  Once so confirmed, all the powers and responsibilities of the office of Treasurer shall follow that confirmation.
Section 1.4.  Office of Secretary

	In the event of a vacancy in the office of Secretary,  the Student Government President shall appoint, from within the Student Senate, an acting Secretary for up to thirty days.  The acting Secretary shall be confirmed by an affirmative 2/3 majority vote of both the Executive Board and Student Senate.  Once so confirmed, all the powers and responsibilities of the office of Secretary shall follow that confirmation.
Section 1.5.  Office of Senate Chair

	In the event of a vacancy in the office of Senate Chair, the Student Senators shall appoint, from within the Student Senate, an acting Senate Chair for up to thirty days.  The acting Senate Chair shall be confirmed by an affirmative 2/3 majority vote of both the Executive Board and the Student Senate.  Once so confirmed, all the powers and responsibilities of the office of Senate Chair shall follow that confirmation.
Section 2.  Determination of Quorum

	In the event of a vacancy in office, that position shall not be counted when determining the quorum of either the Executive Board or the Student Senate.
Section 3.  Resignations

	Any Executive Board Officer or Student Senator who voluntarily resigns his/her position due to academic or employment commitment or other personal problems may be considered for that same position without prejudice after the conflict or problem has been resolved, for so long as the position remains available.
Section 4.  Advertisement of Vacancies

	The Student Government shall be required to advertise, in the University Program newsletter, all vacancies of the Executive Board and Student Senate until such time as the vacancies are filled.
Article X.  Remuneration
Section 1.  Remuneration

	The Student Government Executive Board and Student Senators may receive remuneration for the performance of their Constitutional duties, obligations, and requirements.  The amount of this stipend shall be determined by the Budget Committee.  The remuneration shall be consistent with all applicable laws of the State of Florida, and with all other guidelines established by lawful regulatory bodies.
Section 1.2.  Back-Pay

	Members of the Student Government will not be allowed to receive back payments for services previously rendered.  
Section 1.3.  Failure to Receive Payment

	If a member of the Student Government is found to be in poor standing due to neglect of Constitutional duties, obligations, and requirements, the remuneration can be put on hold until proper tasks are completed.  At this time, Executive Board officers and Senators may petition for the member not to receive payment.  Upon an affirmative 2/3 vote, Student Government can hold or discontinue payment to the Student Government member. 
Article XI.  Committees, Internal and External
Section 1.  Internal Standing Committees

	Internal standing committees include The Clubs and Organization Committee, The Budget Committee and The Election Rules Committee. These internal committees serve to aid in the governance of the University Program of the Sarasota Campus of the University of South Florida.
Section 1.1.  Internal Standing Committee Appointments

	Internal standing committee appointments shall be made by the first week in May of every term of office.  These appointments shall be made by an affirmative 3/5 majority vote of the Executive Board.  Members of the Student Senate who wish to serve in a specific internal standing committee may nominate themselves by submitting their names and credentials in writing to the ex-officio chairperson of the committee.
Section 2.  External Standing Committee Appointments

	External standing committee appointments shall be made, as necessary by the Student Government President.  Such appointments shall be drawn from the membership of the Student Senate and Executive Board.
Article XII.  Amendments
Section 1.  Amendment Proposals

	All the amendments to this Constitution must be proposed by one of the following methods:  Executive, Legislative or by the Student Body.
Section 1.1.  Executive

	Written proposal presented to the Senate Chair prior to the next regularly scheduled meeting.
Section 1.2.  Legislative

	A written proposal presented to the Senate Chair in a scheduled meeting.
Section 1.3.  Student Body

	By a petition presented in writing to the Senate Chair carrying the signature of fifteen percent of the membership of the Student Body.
Section 2.  Review

	All proposed amendments to this Constitution must be reviewed before voting by the Student Judiciary to ensure consistency in both form and content.
Section 3.  Legislative Voting

	Any amendment to this Constitution, proposed within the Student Senate, must be passed by a 2/3 affirmative vote of the Senate.  Such amendments shall be presented to the members of the Student Body at the next scheduled election.
Section 4.  Student Body Voting

	Amendments shall be voted upon during the regular election of the academic year.
Section 4.1.  Public Inspection
	Any proposed amendment to this Constitution shall be made available for public inspection a minimum of two weeks prior to the election.  A proposed amendment, together with the parts of the Constitution affected, shall be published at least one week prior to the election.
Section 4.2.  Adoption of Amendment

	Proposed amendments to this Constitution shall be adopted by a 2/3 affirmative vote of the students voting on the amendment.
Section 4.3.  Signing of the Amendment

	Within twenty-four hours after the polls are closed, the President must sign the amendment into the Constitution if it is ratified.
Section 5.  Effectiveness of Amendments

	After complying with Sections 1-4, all amendments shall become effective immediately unless otherwise specified. 
Article XIII.  Equal Access
Section 1. Non Discriminatory Policy
The Student Government Association of the University Program Student Body shall not discriminate on the basis of race, creed, religious preferences, cultural differences, age, sex, sexual orientation, or disability.
Section 2. Loss of Support

No UPSA organization or persons that receive sponsorship or funding shall practice in any discriminatory acts, and must adhere to the same discriminatory policy as the Student Government.  Any violation will result in loss of organization, and support.
Article XIV. Supremacy
Section 1. 
The University Program Student Government Association, hereinafter referred to as the "SGA” shall be governed by this Constitution.
Section 2. 
This Constitution shall supersede all other Constitutions, documents, and other related governing instruments of the Student Government and its Organizations.
Section 3. 
This Constitution shall be enacted in accordance with all federal, state, and local laws, and University policies.
Section 4. 
	This Constitution shall be utilized in conjunction with the Declaration of Independence. 
Resolutions
RES 99-001F 	AS of Sept 1, 1999, It has here by been resolved that the Student Government Association in agreement with the Dean and Warden of the University of South Florida Sarasota / New College shall no longer provide for full commencement services. But shall still however provide a reception following commencement. 

AMENDMENTS:

Article IV: Elections
Section 1.6.  Eligibility for Election to Student Government Executive Board

5. Must be enrolled in a minimum of one (1) class on the Sarasota--Manatee Campus.
6. May not be a New College of Florida Curricula student.  (See Amendment 10-001S) 
7. Must complete the “What it Means To Be in Student Government” affidavit.
8. Must have a minimum GPA of 2.2, overall (include a copy of your most current transcript with your election package).
9. Must complete and submit the Election Packet on or before the due date.

AMENDMENT 10-001S
Section 1.6.  Eligibility for Election to Student Government Executive Board

2. Must be coded a University of South Florida Sarasota-Manatee Home Campus student.

Adopted this _______ day of _____________ 2010____

Signed: _____Alyssa Anderson________________________________
Student Government President










Title
8
Finance Code

Chapter
800
Activity and Service Fee Monies

0. "The purpose of Activity & Service Fees is to provide University of South Florida students the opportunity to interact and participate in various campus projects, programs, and services that are intended to enhance morale and spirit and the overall University experience.”

0. All uses of Activity and Service (A&S) Fee money shall be subject to, and governed by, the Constitution and Statutes of the Student Government of the University of South Florida, and where applicable the laws of the United States of America, the State of Florida, the rules and regulations of the University of South Florida, and the University Board of Trustees.

0. The Student Government Senate will allocate A&S money by strictly following the purpose as set forth in statutes.  Any variation from this purpose will be considered a misappropriation of funds and will not be allowed.  A 3/4ths vote of Senate will be required to change the purpose as set forth in statutes.

Chapter
801
Activity and Service Fee General Regulations and Guidelines[footnoteRef:2] [2:  SB [S]50-003, Completely revises old Chapter 801, General Regulations] 


0. All monies deposited into A&S Fee accounts shall be subject to the rules and regulations of the USF Student Government and the State of Florida.

0. A&S Fees should be spent in accordance with a particular entity's budget allocation as approved by the Student Government Senate.

1. Any budget transfer request must be approved by the Senate Committee on Appropriations.  The committee may then, by a majority vote, refer any transfer to the Senate for approval.  Denied requests may be appealed to the Senate and shall require a supermajority in the affirmative to overturn the Committee’s decision.  All Transfers shall be line-item specific and may only be transferred within the same entity. No A&S entity, excluding Student Government, may transfer monies to another entity other than its self.  An individual entity shall be recognized as any Office, Department, or Organization which receives its own entity specific budget allocation.[footnoteRef:3] [3:  SB [S] 51-008 inserts this sub-clause] 


1. No Student Organization may deviate from their original allocation by transferring monies from their travel category to any other budget category.  Organizations may request a Travel Category Transfer for the purpose of reversing an initial transfer into the Travel Category.[footnoteRef:4] [4:  SB [S] 51-013 adds this sub-clause] 


0. Budget Allocations shall be appropriated in accordance with the categories defined by the Board of Governors ICOFA accounting standards.  For the purpose of all A&S Funded entities, flexible spending shall be extended between both the Food and Materials categories which shall be treated as one and the same; entities may utilize funds from either category for the purposes of both Food and Materials purchases without submitting a budget transfer request. [footnoteRef:5] [5:  SB [S] 51-013 adds this sub-clause] 


0. All Capital Outlay purchases, not previously outlined in the A&S funded entity’s respective budget, must be approved by the Student Body President and CFO. 

0.  All one time expenditures over twenty thousand dollars (including to, but not limited, contractual services, capital outlay, production costs or products) must receive no less than three bids from three different vendors or sources.  All entities must purchase the bid that is the most economical, but not necessarily the least expensive.

0. All one time expenditures requiring an open bid (of over twenty thousand dollars) must be approved by the Student Body President and CFO.  All bids must be presented alongside with the expenditure request.

0. Any A&S account may be frozen by the ASMB Director, a simple majority vote of the Senate or Student Body President in conjunction with the CFO for a period of five University business days. 

6. Student Organization accounts may be frozen by the ASMB Director or the Student Body President, in conjunction with the CFO for an extended period of time, beyond five university business days.

0. Any A&S account may be frozen for an indefinite time by the Student Senate, after consultation with the ASMB Director, by a 3/4ths vote at a regular meeting.

0. Any A&S account may be unfrozen by the Student Senate with a simple majority at a regular meeting.

0. A&S accounts may only be frozen for of the following reasons: 

9. Violation of Finance Code
9. Violation of ASRC proviso
9. Violation of University Regulations or Policy
9. Violation of Student Government Statutes or Student Body Constitution
9. Violation of Florida Statutes
9. Fiscal Irresponsibility as determined by definition

0. All A&S funds must be spent for the direct benefit of the Student Body. 

0. All events or services funded by A&S fees must be opened to all students, free of admission, dues or service charge.

11. Only Student Government sponsored events and services may charge students.  All events of Campus Activities Board and Homecoming are considered Student Government Sponsored events.  All other events must receive sponsorship from the Executive Branch or a majority vote of Senate to be considered a Student Government Sponsored Event or Service.

0. All A&S events should be held on campus or reasonable accommodations should be made to assist in the transportation of students to off campus events.  No Student Organization may hold an A&S funded event off campus unless receiving explicit permission from the Senate Committee on Appropriations.

0. No Activity and Service fee funded event may have the presence of any controlled substance.

13. Excluding any prescribed medication required by the attendant.
13. Excluding the alcohol served at Beef O’Brady’s located in the Marshall Student Center.

0. All events or services provided by A&S funded Agencies and entities, excluding Student Organizations, must display the Student Government Logo on all Promotional Items and at a visible location at the event or facility itself.

0. All t-shirts, excluding the “Our Shirt”, purchased by A&S Funded entities must display the Student Government Logo.

15. For student organizations it is recommended for the 2009-2010 fiscal year and required starting in the 2010-2011 fiscal year.

0. All Student Organizations must have at least one, but no more than two Financial Officers.

16. All Financial Officers of Student Organizations must be registered students at the University of South Florida.[footnoteRef:6] [6:  SB 50-017, Addition of this clause.] 

16. All Financial Officers must be certified by ASMB.
16. All Financial Officers are responsible for maintaining their own financial records of their respective Student Organization’s activities.

0. Any monies collected in conjunction with charging at an A&S funded event or service held or conducted by a Student Organization, up to the initial A&S cost of the event, must be deposited into the organization’s respective A&S account.   All funds must be deposited in the form of a bill of credit.

0. All A&S property must be accounted for by ASMB and be housed in a location on campus.  All property purchased by A&S funds are the sole property of Student Government,  University of South Florida, and the State of Florida. 

18. The use of all A&S properly shall be in accordance with Student Government Statutes and ASMB policy and procedure.

0. ASRC shall establish a single Critical Reserve Account as a part of the Annual Budget Allocation. The account allocation shall be reflected in the Annual ASRC Allocation Bill.[footnoteRef:7] [7:  SB 50-046, Adds this clause and subsequent sub clauses] 


19. Request for Critical Reserve funds shall be submitted to the Director of the Activity and Service Fee Business Office. Funds may only be allocate or expended with the joint approval of the Student Body President and the Senate President.
0. In the case that the Student Body President cannot be reached within forty-eight (48) hours of the initial request, the Vice President shall be contacted on Presidents behalf.
0. In the case that the Senate President cannot be reached within forty-eight (48) hours of the initial request, the Senate President Pro Tempore shall be contacted on the Senate Presidents behalf.

0. All revenue from the Our Shirt program shall be segregated and used for the Our Shirt program next year.[footnoteRef:8] [8:  SB 50-019, Addition of this clasue.] 


Chapter
802
Funding Eligibility

0. A&S Fee money shall not be allocated to entities that discriminate based on major, race, color, marital status, sex, religion, national origin, sexual orientation, disability, or age, as provided by law; consistent with University Policy.

0. No entity which requires a loyalty oath for application of membership, oral or written, professing any particular belief, creed, or ideology, shall be eligible to apply for A&S Fee funding, except for those entities listed in the Student Body Constitution.  A&S Fee money shall not directly be allocated to entities which are not within the Division of Student Affairs, Student Government, or a student organization. Any request from a non-Student Affairs entity must be made through the SG Special Projects account.

0. No entity that requires mandatory dues for membership (local or national) shall be eligible to apply for A&S Fee funding.

0. No student organization that withholds or denies membership privileges for any enrolled student shall be eligible to apply for A&S funding.

0. Any organization seeking to request A&S funding must not be deactivated, must have a Constitution, and must be registered with the OSO for 14 weeks prior to being allowed to request or apply for the monies.

0. In order to be activated with the Office of Student Organizations, all A&S funded student organizations must have submitted an officer listing to the Office of Student Organizations.  This list shall contain the following:

5. President
5. Vice President
5. Treasurer
5. Seven additional names
5. Advisor

0. The total number of students on the list must be at least ten.

0. In order to be activated with the OSO, all A&S funded student organizations must have an active membership that contains 100% currently enrolled students.  Non-USF students will not be considered part of the active membership.  As inactive members, non-USF students cannot vote, hold office, or direct the activities of the organization.  Their status as inactive members is at the discretion of the active membership.

Chapter
803
The Application and Funding Procedure

0. A budget request will only be made available to organizations that meet the eligibility requirements as defined in Title 8.
0. There will be three separate submission deadlines for budget requests as shown below:[footnoteRef:9] [9:  SB [S] 49-006 Revises Chapter 803.2] 


1. Student Affairs Entities- Third Friday in December
1. Student Government Entities - Third Friday in December
1. College Councils and Student Organizations - Fourth Friday in January

0. The budget requests are due no later than 4:59:59 PM on the respective date.  The automated budget request system will suspend the ability to enter new budget requests after the deadline. Any organization that received A&S funding before January 15th of the current fiscal year must meet the deadline. Any budget submitted after the 4:59:59 PM deadline and up to the end of the next fiscal year, will be considered late and will be subject to penalties addressed in Title 8, except as follows: 

2. Organizations which gain A&S funding eligibility (new organizations) after January 15th of each fiscal year shall not be subject to the penalties specified in Title 8 for the following year’s funding. 
2. Organizations which were not funded in the current fiscal year are not required to adhere to the deadline and shall not be subject to the penalties specified in Title 8 for the following year’s funding.
2. Technical issues with the budget program which prevent organizations from submitting their budget in a timely manner and which are the responsibility of the university or SG (i.e. excessive web server outages) can be taken into account by ASMB, and the budget deadline may be extended for extraordinary circumstances. 

0. All student organizations are required to submit a performance report as part of their budget request. The performance report shall include, but is not limited to:

3. The organization profile (mission, officer listing, and membership).
3. Individual descriptions of projects, programs, and services.
3. Information on meetings conducted during the past fiscal year.
3. Additional items may be requested by a majority vote of the Senate Committee on Appropriations or ASRC.

0. ASMB will be responsible for the following procedures:

0. Provide an automated budget request system (budget program) that encompasses, at a minimum, the following:

0. Updated proviso limits and rules
0. Training module for budget submission
0. Technical support for budget program

0. Ensure that each eligible organization has appropriate access to the budget program

0. Verify Organization Eligibility for A&S funding

0. Verify Budget Workshop attendance/ video equivalent/ website equivalent.

0. During ASRC deliberations, provide committee members with the appropriate information about the organizations’ financial histories, overall budget status, and other pertinent information.

0. Prepare the A&S budget for submission to the SG Senate, Student Body President, and University President

0. ASRC shall review the budgets in a four-step process: 

1. Read through each budget request, noting any exceptions to Proviso.

1. Contact all, and if possible, meet with organizations to discuss their budget requests prior to making recommendations concerning their budget.

1. Review each budget request as a committee and amend the request according to Proviso, taking into consideration the organization’s past year’s performance and the funds available for allocation during the next fiscal year.

1. Allocate a period of time for requestors to review their allocation and, if necessary, submit an appeal of any cuts to the budget (mock budget).

0. ASRC shall provide for the Senate as a whole their recommendation in the form of a bill for the next fiscal year’s budget no later than the first week in April, unless a new deadline is approved by supermajority vote of the Student Government Senate.  ASMB will present a briefing to the Senate to present the budget recommendation and address the decision-making process.

2. If the budget is not approved by the Student Government Senate, ASRC will revise the budget taking into consideration the concerns of the Senate. ASRC will represent the revised budget in the form of a bill to the Senate.  This process shall be repeated until the bill is passed by Senate.

0. The approved budget will then be forwarded to the Student Body President, who shall approve or veto the budget within ten school days.

0. The Student Government Senate shall have the power to override a Student Body Presidential veto by supermajority.

0. The approved budget shall be submitted to the President of the University through the Division of Student Affairs within ten school days. The President of the University shall approve or veto the budget within fifteen school days after presentation.

0.5.1 If the President of the University returns the budget for any reason, the Senate President will call a special ASRC meeting to act upon any areas of disagreement. A new budget recommendation must be submitted within fifteen school days after being returned by the President of the University.

Chapter

 804
Activity and Service Fee Proviso Language[footnoteRef:10] [10:  SB [S] 51-014 amends entire chapter and sets proviso for 2011-2010 Fiscal Year] 


0. The following is the Activity and Service (A&S) Fee Proviso for fiscal year 2011-2012.

0. This amended Title 8 is valid for the current year’s ASRC cycle and is valid for Interim Funding submission during the following fiscal year.  The current Chapter 804 remains valid for Interim Funding submissions until the end of the current fiscal year.
	
0. Rules and Regulations for all A&S funded programs, services and activities:

1. All A&S funded programs, services, and activities that benefit the Student Body must be submitted with detailed justification for each item.
1. The Activity and Service Recommendation Committee shall set aside an abeyance of projected, adjusted net revenue as determined by the Office of Budget and Policy Analysis.  The abeyance must be at least 5% and no greater than 10% of projected fee collections.  The abeyance account shall be used if fee collections are less than projected or in case of emergencies or unforeseen circumstances as approved by the President of the University.[footnoteRef:11] [11:  SB [S] 49-009, modifies 804.2.2] 


1. No A&S funds shall be used on or in behalf of any political campaign.

1. Political campaigns shall be defined as any person or party running for any position in:

3. Student Government Elections/Any Campus Election
3. Local Elections
3. State Elections
3. National Elections

1. A&S Fees shall not be spent to directly benefit non-USF students, excluding the use of A&S monies for the following purposes as defined in this chapter:

4. Recognition of USF Faculty, Staff, Advisors, and/or Coaches.
4. Speaker fees and/or honorariums.[footnoteRef:12] [12:  SB 50-015, adds amendment] 


1. Funds spent for non-USF students must be approved by the Senate Committee on Appropriations for interim allocations, or ASRC for the yearly budget allocation.
1. All A&S funded events shall be opened to all students at no charge with the exception of Student Government and Office of Student Programs sponsored events with the advice and consent of SG Senate.

1. Student Government funded campus wide-activities need the sponsorship of an SG branch or agency in order to be considered a Student Government sponsored event.

1. All T—Shirts and promotional materials purchased by A&S funds, excluding Our Shirt, must display the Student Government logo.

1. All A&S funded events shall be held on campus.[footnoteRef:13]  [13:  SB [S] 49-009, modifies 804.2.9] 


9. On campus shall be defined as anywhere on the USF Tampa Campus, USF Riverfront Park or any venue where a USF Athletics sponsored event is being held.[footnoteRef:14] [14:  SB 50-017, adds further clarification to “on campus”] 


9. The Senate Committee on Appropriations and ASRC can approve off-campus events.

1. Telephones can be funded at a base rate of current IT charges or at last year’s usage levels.  New phones can be funded with proper justification.  Existing telephones for organizations which have not been funded by July 1 of each fiscal year will be terminated by Activity Service Fee Management Bureau (ASMB)[footnoteRef:15]. [15:  SB 50-015, spells out ASMB] 


1. Travel may be funded with proper justification that includes how a trip directly improves the Organization, University, or State of Florida. Individual travel for students to present papers, posters, or personal academic work, is not considered eligible for "organization funding." This travel should be funded using the Conference Travel Grant Program.  Travel for the purposes of "job search/career fair/networking" is strictly prohibited.

1. To receive Homecoming Funds student organizations shall request a SG Homecoming Grant.  The Senate Committee on Appropriations shall decide the amount allocated per request in compliance with the rules outlined in Chapter 809.

1. To receive Engineering Expo Funds student organizations shall request a SG Engineering Expo Grant.  The Senate Committee on Appropriations shall decide the amount allocated per request in compliance with the rules outlined in Chapter 809.

1. The Activity and Service Recommendation Committee (ASRC) and the Senate Committee on Appropriations have the discretion to deny funding to any Activity & Service fee budget request with proper justification.

14. The ASRC and the Senate Committee on Appropriations are not obligated to fully fund any A&S eligible program, service, and activity. All Student Organizations are encouraged to seek outside financial support.

1. Any New Payroll Position Request shall be accompanied by a memorandum entailing both the job description and a justification for the necessity of the positions’ funding.  For the purpose of this clause, a New Payroll Position Request shall be defined as any position specific payroll request not funded in the prior Fiscal Year.

1. Any deviations from proviso by ASRC or the Senate Committee on Appropriations must be for exceptional circumstances, and must be brought to the senate floor and passed with a super majority vote prior to being allowed. 

1. The following items shall not be funded by Activity and Service Fee Monies:[footnoteRef:16] [16:  SB [S] 49-009, adds 804.2.15.8-11] 


17. Awards of cash value and scholarships
17. Fundraising cost
17. Personalized clothing (i.e. individual product)
17. Personal items
17. Individual membership (except as defined for the Sports Club Council)
17. Video rental
17. Any controlled substances
17. Food for general business meetings

7. General business meeting shall be defined as a meeting of an organization occurring more than once per semester.

17. Certificates
17. Services and materials that could be provided by H.Y.P.E.
17. Door prizes

1. The following items can be funded to a maximum amount at the discretion of the ASRC and/or the Senate Committee on Appropriations:

18. Costume Rental/Purchase: $500.00
18. Trophies/Plaques: $150.00[footnoteRef:17] [17:  SB 50-015, Modifies this clause] 

18. Shirts: $7.00 per shirt

0. Additional Rules and Regulations for Student Government Branches, Entities, and Agencies:

2. The following items can be funded to a maximum amount per year by Activity and Service Fee monies as defined in this chapter:

0. Student Government Banquet: $10.00 per student (for food).
0. Name tags for Students: $5.00 per name tag.
0. Business cards maximum one box per employee per year. Limited to the top two officers of each Branch, Executive Cabinet Directors, Senate Executive Officers, Agency Directors, and their Assistant Directors, the Supervisor of the Election Rules Commission, and full-time Staff Members.[footnoteRef:18] [18:  SB 50-015, Modifies this clause.] 


0. Additional Rules and Regulations for College Councils and Sports Club Council: 

3. Items that shall not be funded with Activity and Service Money in addition to those items outlined in Title 8: 

0. Personalized Business Cards (Except for Council Presidents)

3. These items can be funded to a maximum amount by Activity and Service fee monies:

1. Nametags for Executive Board: $5.00 per nametag
1. Office Supplies (with proof of location):  $500.00
1. Food: $7.00 per student in attendance per event.[footnoteRef:19] [19:  SB [S] 49-010, adds 804.4.3.5] 


0. Additional Rules and Regulations for Organizations under purview of the Sports Club Council

4. The following items will not be funded by Activity and Service Fee Monies:[footnoteRef:20] [20:  SB 50-021, addition of this clause and sub clauses] 


0. T-shirts
0. Food

4. These items can be funded at the discretion of ASRC and/or the SCC Executive Board with the proper justification and at no more than the maximum amounts per year listed below:

1. Personal equipment items[footnoteRef:21] [21:  SB 50-015,  addition of this clause] 

1. Banners: $200.00[footnoteRef:22] [22:  SB [S] 49-009, modifies 804.5.2.1] 

1. Membership Dues: ASRC discretion – dues shall be funded only if required for the organization or individual to participate in a competition or conference
1. Coach/Instruction Fees: $5,000 total per club[footnoteRef:23] [23:  SB 50-015, addition of this clause] 


4. Travel can be funded no more than the maximum amounts per year listed below (“least cost” method will be used):

2. Total travel expenses:  Maximum of $10000.00 per year
2. Airline tickets: $5000.00 maximum per trip
2. Car Rental:  $60.00 per day (exclusive of total gas receipts)
2. Rooms:  $30.00 per student per night
2. Registration:  $250.00 per person per event[footnoteRef:24] [24:  SB [S] 49-009, modifies 804.5.3.5] 

2. Personal Vehicles:  as defined by state statute or university policy
2. Van Rental: $250.00 per day, per van[footnoteRef:25]  [25:  SB 50-015, Modifies this clause] 

2. Bus Rental: $1,500.00 per event

0. Additional Rules and Regulations for Student Organizations:

5. Admission will not be charged to any USF student at any A&S funded student organization event, however non-students can be charged with approval from the Activity and Service Fee Management Bureau.  All monies raised from an A&S funded event must be deposited into the organization’s A&S account.[footnoteRef:26] [26:  SB 50-015, Modifies this clause] 


5. The ASRC and the Senate Committee on Appropriations shall not fund more than one of each of the following events per organization per semester (Fall & Spring semesters only):

1. An event to recruit or welcome students.
1. End of semester banquet. 

5. Items that shall not be funded with A&S Fees: 

2. Equipment for sports found at the Campus Recreation Center
2. Media Advertising (With the exception of The Oracle).[footnoteRef:27] [27:  SB 50-015, Modifies this clause] 

2. Items such as recorded music, books, subscriptions, and videos with the exception of items not already purchased by the USF Library.

2. These items will be subject to a 30 day screening before being submitted to ASMB who will donate the items to the USF Tampa Campus Library.[footnoteRef:28] [28:  SB [S] 49-009, adds 804.3.3.1] 


2. Travel for volunteer or service work with an out of State or International destination.

5. These items can be funded at the discretion of ASRC and the Senate Committee on Appropriations with the proper justification and at no more than the maximum amounts per year listed below:

3. Engineering Expo materials and supplies: $600.00 (excluding the Engineering Expo Organization)
3. Office Supplies (with proof of location):  $150.00
3. Food: $7.00 per student in attendance per event
3. Banners: $200.00[footnoteRef:29] [29:  SB [S] 49-009, modifies 804.6.4.4] 

3. Oracle ads: $200.00[footnoteRef:30] [30:  SB 50-015, Addition of this clause] 


5. Travel can be funded no more than the maximum amounts per year listed below (“least cost” method will be used):[footnoteRef:31] [31:  SB [S] 49-009, modifies 804.6.6] 


4. Total travel expenses:  Maximum of $7,000.00 per year
4. Airline tickets: $3,500.00 maximum per year[footnoteRef:32] [32:  SB 50-015, Modifies this clause] 

4. Car Rental:  $60.00 per day (exclusive of total gas receipts)
4. Rooms:  $30.00 per student per night[footnoteRef:33] [33:  SB 50-015, Modifies this clause] 

4. Registration:  $250.00 per student per conference
4. Personal Vehicles: as defined by state statute or university policy
4. Van Rental: $250.00 per day, per van[footnoteRef:34] [34:  SB 50-015, Modifies this clause] 

4. Bus Rental: $1,500.00 per event
4. Food for travel may be provided as defined by State Statutes or University policy:[footnoteRef:35]  [35:   SB [S] 49-009, modifies 804.6.6.9] 



Chapter
805
Activity and Service Fee Interim Funding

0. All interim allocations from the interim funding account, excluding the Executive Branch budget, shall be limited by the following percentages:

0. No more than 60% of the interim funding account may be used for the time period July 1st-December 31st (Fall.)
0. The remainder of the account may be used for the time period January 1st-June 30th (Spring.)[footnoteRef:36] [36:  SB [S] 49-001 revises 805.1, and inserts 805.1.1 and 805.1.2] 


0. All additional Activity and Service Fee (A&S) monies collected, which were not already allocated within the Annual A&S budget bill or not within the annual allocation shall be considered Unallocated Cash.,  Unallocated Cash may only be budgeted throu8gh the current fiscal year by the Senate Committee on Appropriations in conjunction with a majority vote of the Senate.  ASRC shall be responsible for allocating all remaining Unallocated Cash not used throughout the applicable current Fiscal Year.[footnoteRef:37] [37:  SB 51-005 Adds this clause] 


0. The Executive Branch of Student Government shall be funded for the entire fiscal year through Interim Funding.  In accordance with Title 8, this shall be completed by the administration that will be in office for the fiscal year during which the budget is written

0. The following items shall be eligible for funding per ASRC proviso by Interim Funding:

3. Payroll for all paid positions.
3. Operating expenses.
3. Travel.
3. All programming as outlined by ASRC proviso
3. Any Operating Capital Outlay (OCO).
3. Anything else that can statutorily be funded.

0. Student Organizations that received annual funding for a fiscal year shall only be eligible for Interim Funding of emergency expenditures. Emergency expenditures are defined as those expenditures that result from a natural disaster, theft, vandalism, or unexpected equipment failure and would be extraordinarily detrimental to the organization if not funded.  Insufficient funding received by organizations through the annual or Interim Funding process does not constitute grounds for Interim Funding under emergency conditions.

4. Emergency expenditures not specified in statues shall be determined and recorded by the Senate Committee on Appropriations.

0. Organizations that submit late or incomplete budget requests will be subject to the following penalties:

5. No travel money will be allocated.
5. After the Interim Funding request is approved by the Student Government Senate, a 25% reduction penalty will be applied to allocated funds.

0. An organization that is eligible for Interim Funding must obtain a sponsor for their budget request, which will be submitted to the Senate in the form of a bill.  A list of potential sponsors will be provided in the budget packet.

0. The Senate Committee on Appropriations shall make a recommendation to the Student Government Senate.  The recommendation, if different from the request, shall be read on the Senate floor by the Budget Committee as an amendment to the original bill.

0. Interim Allocations shall be limited by the following percentages:

8. No more than 60% of the interim funding account may be used for the time period July 1-Dec 31 (Fall).
8. The remainder of the account may be used for the time period Jan 1-June 30 (Spring).

0. In order to allow the Senate Committee on Appropriations and Senate adequate time for review, no applications for Interim Funding in the current fiscal year will be accepted after April 15 of each year.

Chapter
806
Sports Club Council[footnoteRef:38] [38:  SB 47-097, Inserts Chapter 806: Sports Club Council] 


0. The USF Sports Club Council is the governing body for all recreational and competitive clubs that are formed to promote physical sport activities. This can include organizations that compete on an intercollegiate or sport club level but are not part of the University’s Athletics Department. It does not include organizations which are recreational in nature but do not promote physical sport activities.

0. Sports Clubs must meet all Activity & Service fee eligibility guidelines in order to apply for funding.

0. Clubs which are eligible for both A&S funding and membership in the SCC shall not apply for funding directly from Student Government. 

0. All budgets which fall within the purview of the Sports Club Council will follow the funding procedures outlined in this chapter.

0. Annual Funding:

4. Sports Clubs will submit their budget requests through the SG Passport system by the first SCC meeting of the Spring semester or the first Tuesday after Spring classes have started, whichever is earlier.
4. The SCC will compile all Sports Club budget requests, along with the Council’s request for administrative/operating funds and Interim Funding for new clubs, and submit a consolidated request to Student Government by the organization deadline specified in Student Government Statutes Title 8.
4. ASRC will review the SCC request in its entirety. Cuts will not be made to individual club requests, but the SCC will be allocated line items for administrative/operating funds and Interim Funding. An overall amount will be allocated for Sports Club funding.
4. After being allocated funds, the SCC will convene to review individual budget requests and allocate funds according to proviso and its overall budget.
4. After making its initial allocations, the SCC Executive Board will have the opportunity to participate in the mock budget process with other organizations and request additional funding items for specific clubs.
4. Once all allocations are complete and the SCC budget is finalized, the SCC will send a report to Student Government, which will include funding by line item for all clubs. The SCC will also recommend changes to the funding procedure and proviso for the following year.
Interim Funding
4. Sports Clubs which have been recognized by the SCC but have not previously applied for funding within a current fiscal year may apply for Interim Funding
4. Sports Clubs that received annual funding for a fiscal year shall only be eligible for Interim Funding of emergency expenditures. Emergency expenditures are defined as those expenditures that result from a natural disaster, theft, vandalism, or unexpected equipment failure and would be extraordinarily detrimental to the organization if not funded. Insufficient funding received by organizations through the annual or Interim Funding process does not constitute grounds for Interim Funding under emergency conditions except for the following condition: 

7. Because sports clubs cannot accurately predict their ability to play in post-season regional or national tournaments, sports clubs only will be eligible to apply for Interim Funding under non-emergency conditions if they qualify for play in a post-season tournament or competition which is sponsored by a nationally recognized sanctioning body. 
7. Items eligible for funding under this rule will include registration, travel expenses, and materials which are required for tournament play but were not funded in the regular operating budget.
7. The SCC will consider post-season competition requests individually by club, but is not obligated to fund any request fully or partially.  Applications for Interim Funding will be entered into the SG Passport system

4. The SCC will review Interim Funding requests according to its internal procedures
4. Individual club allocations will be made from the SCC interim funding account
4. Organizations that submit late or incomplete budget requests will be subject to the following penalties: 

10. No travel money will be allocated. 
10. After the Interim Funding request is approved by the SCC, a 25% reduction penalty will be applied to allocated funds. 

0. Interim Allocations shall be limited by the following percentages: 

5. No more than 60% of the interim funding account may be used for the time period July 1-Dec 31 (Fall). 
5. The remainder of the account may be used for the time period Jan 1-June 30 (Spring). 

0. In order to allow the Sports Club Council adequate time for review, no applications for Interim Funding in the current fiscal year will be accepted after April 15 of each year. 

0. The SCC will report all sports clubs interim allocations to the Student Government Senate on at least a monthly basis.

Chapter
807
Executive Branch Budget


0. The Executive Branch of Student Government shall be funded by the Activity and Service Fee Recommendation Committee as prescribed by ASRC Proviso. 

0. The incoming Student Body President shall have the opportunity to request further funding, through the means of Interim Funding, upon their accession to office.

0. The following items shall be eligible for funding per ASRC proviso by Interim Funding:

1. Payroll for all paid positions, in accordance with Chapter 305
1. Operating expenses
1. Travel
1. All programming as outlined by ASRC proviso
1. Any Operating Capital Outlay (OCO)
1. Anything else that can statutorily be funded
1. Executive Branch travel

0. The Interim Funding request by the SG Executive Branch must be submitted to the Senate President by the second Senate meeting of the Summer Session.  Should no budget be turned in by the second Senate meeting of the summer session, a 25% assessment shall be docked from the said budget.

2. Any additional Executive Branch Budget allocations must be approved and passed by the Senate by July 1st.
2. If no budget is approved by the Senate, the Executive Branch shall receive only the total amount allocated by the Activity and Service Fee Recommendation Committee.
2. This additional Interim Funding request shall include all applicable payroll and operating expenses for the remainder of the year.
2. All budgetary items must follow ASRC proviso.

0. The Senate Committee on Appropriations shall review the recommended budget and shall submit it to the Senate for final review.  The committees’ allocation recommendation shall not be amended on the Senate floor.  Should the Student Body President veto the Executive Branch budget bill, the Senate may overturn it with a 2/3rds vote.  Should the Senate not overturn the veto, the budget process shall repeat itself as prescribed in this statute.  A final budget must be ratified before July 1st of the same fiscal year.

Chapter
808
Sweep Exemptions

1. 
1. 

1. Sweep exemption is the process by which any A&S funded entity may request that funds remaining at the end of the current fiscal year be kept and utilized (rolled over) in the next fiscal year.

1. All monies remaining in any Student Government, College Council, and Student Organizations A&S account will be 100% swept at the end of the fiscal year, excluding; encumbrances, generated revenue, the Fixed Asset Replacement Fund, Strategic Planning Fund, and the next year’s Homecoming Account (for the next fiscal year).  Student Affairs A&S accounts will be 100% swept at the end of the fiscal year unless a sweep exemption form is completed and submitted to the Senate Committee on Appropriations by 4:59:59 PM on the last Friday in May.  Written justification with all pertinent information is required for sweep exemption consideration. The exemption amount will depend upon justification and account balances.  Outstanding encumbrances shall also be provided, to include Purchase Order number and item descriptions.

1. The Senate Committee on Appropriations will review sweep exemption applications and submit a recommendation to the Student Government Senate in the form of a bill.

1. Once the sweep exemption bill is approved by the Senate and signed by the Student Body President and President of the University, the bill will be forwarded to the University Budget Office.

1. If the University Budget Office determines that any individual entity's sweep exemption amount is greater than the amount remaining at the end of the fiscal year; the entity will receive that which is remaining.



Chapter
809
Student Government Grant Programs[footnoteRef:39] [39:  SB 51-006, Modifies entire chapter.] 


1. 
0. The Student Government Senate shall sponsor the grant programs outlined in this chapter. The grant programs shall be here for the purpose of funding programs not funded by the Activity and Service Fee Recommendation Committee and the Senate Committee on Appropriations.

0. The Student Government Senate shall sponsor Student Organizations programs per fiscal year. Each program shall be defined as a Student Government Signature Event.

0. ASRC shall determine the total budget for Student Government Signature Events, not to exceed $20,000.  The budget line shall fall under the Student Government Special Projects account

2. Up to half of the money allocated may be spent during the fall semester and the remainder may be spent during spring semester..

0. Student Government Signature Events shall be determined by the Senate Committee on Programming Audits, after consultation with the Director of Student Life and Traditions. 

0. Any Student Organization may apply for a Signature Event, so long as the event follows the guidelines outlined in general requirements of Activity and Service Fee events.

4. Student Government Signature Events shall be subject to the same rules and regulations as set forth by Student Government, including but not limited to Chapter 804 Proviso. 

0. Student Organizations that wish to apply for Signature Events in the fall must do so no later than the close of business on the last Friday in June and the last Friday of October for the spring.
5. Applications shall be made available for the fall semester no later than May 1St of the applicable calendar year. 
5. Applications shall be made available for the spring semester no later than September 1st of the applicable calendar year.

0. Each Request may not exceed $2,000.

0. It is required that an event be sponsored by at least one A&S funded entity and a minimum of two other  organizations, offices, departments, or other university entities (other than Student Government).

0. The Student Government Executive Branch shall support and collaborate with Signature Event sponsors and shall provide additional marketing and logistical support.

8. Events sponsors must use the Student Government logo and list Student Government as an official sponsor on all marketing materials, including but not limited to, all print and digital advertising.

0. Signature Events requests shall fall into at least one of the following categories:

9. Multicultural Event – Any event which encourages dialogue and exchange between more than one ethnic, social, or cultural group.

9. USF Spirit Event- Any event which promotes pride for the University among the Student Body.

9. International or Globalization Awareness- Any event which highlights international issues and promotes global awareness. 

9. Musical Concert- Any event with one or more musical act. 

9. Natural Science or Engineering Lecture- Any event of scholastic merit pertaining to the fields of Science and Technology.

9. Humanities, Political or Social Science Lecture- Any event of scholastic merit pertaining to the fields in Humanities or the Social Sciences.

9. Visual or Performing Arts Event- Any event which promotes the fine arts among the University community. 

9. Spiritual Awareness Event- Any event pertaining to religious customs or declarations of faith.

0. The Student Government Senate shall sponsor a grant program for the purpose of funding homecoming floats and supplies called the Homecoming Grant.

0.  ASRC shall determine the total budget for the Homecoming Grant. The budget line shall fall under Senate’s budget. 

0. The expenditure of the Homecoming Grant shall be determined by the Senate Committee on Appropriations. Any A&S funded entity wishing to request a Homecoming Grant may do so as long as the request meets the following requirements:

12. The request must contain the budget for food and materials used for homecoming. Request for homecoming food and materials may not exceed $1,550 (with the exception of The Homecoming Committee). [footnoteRef:40] [40:  SB [S] 51-012 amends this clause] 


12. The request must contain a detailed description of why they are requesting a Homecoming Grant and how this will improve the overall Homecoming experience. 

0. The Student Government Senate shall sponsor a grant program for the purpose of funding Engineering Exposition supplies called the Engineering Exposition (Expo) Grant.

0.  ASRC shall determine the total budget for the Engineering Expo Grant. The budget line shall fall under Senate’s budget. 

0. The expenditure of the Engineering Expo Grant shall be determined by the Senate Committee on   Appropriations.

0.  Any A&S funded entity wishing to request a Engineering Expo grant may do so as long as the request meets the following requirements:

16. The request must contain the budget for food and materials used in the Expo. The request may not exceed $1500 9with the exception of the Engineering College Council).[footnoteRef:41] [41:  SB [S] 51-012 amends this clause] 

16. The request must contain a detailed description of why they are requesting an Engineering Expo Grant and how this will improve the overall Engineering Expo experience.     
     








PROGRAMS AND SERVICES


Student Government Printing Proposal for 2010-2011
After much discussion and research with USF S-M Purchasing, CCIT, and the student computer lab in the Marshall Center Student Government has decided on a plan of action for student printing for the 2010-2011 school year. Based on information acquired from Michelle Kruger and printing statistics from 2008-2009, we believe the best option is for Student Government to subsidize the printing costs, in its entirety, for students. 
Our main goal is to eventually put a student government funded computer lab with free printing for students-however, due to the lack of space this is not an option at this time. Until the school grows and Student Government is given space for a lab, we propose to keep printing in the same locations: the open use lab, the information commons, the internet café in Jonathans, and the L alcove on the second floor.  The operation would stay the same-students would scan their school ID through pharos software to access the printing option on the computer associated with the printers I listed in the above locations. However, the change would be that Student Government would pay the $.11 per copy instead of the student. 
Much like Michelle Krueger’s recommendation to subsidize CCIT’s pay for print operation by lowering the cost per print while SGA pays for the difference—Student Government would like to do exactly that, but lower the price for the student to $0. For example, last year from 2008-2009 there were a total of  37,636 copies with a total amount of $4,140 spent. With a subsidy the program can continue to run the same, but SGA will pay CCIT the subsidy of $.11 per copy each student makes. We understand that the amount of prints will increase when students know that it is free. For instance, even if it quadruples with the addition of the North Port campus and the announcement of free printing, SGA would pay $16,560 to CCIT to subsidize for the amount of prints at $.11/print.  Therefore, SGA will pay CCIT money for the amount of prints per month, depending each time, on how many pages were printed. This way CCIT can use the money to purchase the paper, toner, fund the 1.1 cent maintenance fee to RICOH, and save to purchase replacement equipment in the future. With the continued use of the ID and pharos software, SGA and CCIT will be able to ensure that they money spent on free printing is used on students only. In  addition, the software can count how many copies were made using student IDs and can bill SGA for that at the end of the month. 
For now, student government proposes that the free printing be unlimited for students. If the amount of copies made vastly increases and the price to subsidize all student printing gets too high, SGA will implement a limit per student per day using pharos software like they do in the Marshall Center. Until there is a real reason to limit printing we would like to leave it unlimited at this time. 
In order to pay for the RICOH multi-function printer for students in the new North Port location and any upfront costs associated with the subsidy student government proposes to give CCIT $3,000 to get the program started and then $.11 per student copy at the end of every month. 
Student government proposes this subsidy be for the 2010-2011 school year and requires that it is re-evaluated every year by the current SG at the time. Our board hopes that it will continue yearly until we have the opportunity to create an SG funded computer lab with free printing. 
Student Government would like to advertise the new free printing as an SG initiative  through our webpage, computer desktops, and other means of media. Our goal is to make student’s aware of the opportunity to print for free at school, to advertise the free printing as an SG initiative, and let students know it is one of the benefits made possible by the A&S Fee increase. 
If you have any questions please contact Brittany Gleitsman, SGA President (bgleitsm@sar.usf.edu) or Rommel Borras, SGA Treasurer (rborras@sar.usf.edu). 
Thank you for your consideration. Student Government is looking forward to this collaboration that will benefit students as a whole.

Sincerely,
The Student Government Executive Board 2010-2011



                       
[image: ]
Quote for multifunction copier in Computer Lab, South County.  To be purchased & maintained by CCIT’s “Pay-to-Print” auxiliary.  Expenses will be subsidized by SGA through arrangement with G. Mallay. 
[image: ]
Order through USF Computer Store
Contact: Dustin Warner, (813) 974-1779

From: Smith, Carl 
Sent: Friday, July 09, 2010 2:32 PM
To: Krueger, Michelle; Warner, Dustin
Cc: Schrack, Anna; Mallay, Greg; Gleitsman, Brittany; Borras, Rommel; Thiel, Jenna; William.Sandlin@ricoh-usa.com
Subject: RE: Request quote for Ricoh multifunctional printer

Sure, I will have Dustin work on this for you.

Thank You,
Carl Smith, Store Manager
USF Computer Store, ID Card Center
4202 East Fowler Ave – LIB 618, Tampa, FL  33620
Tel: 813-974-1047, Fax: 813-974-3325
carlsmith@usf.edu, www.computerstore.usf.edu, www.it.usf.edu/services/usfcard


Equipment questions go to:
William “Bill” Sandlin, Ricoh Business Solutions
Account Executive for Sarasota County
William.Sandlin@ricoh-usa.com
Office 941-378-2679, Direct 941-342-2768, Fax 941-923-0889                   

Delivery-
On 8/9/10 This copier is to be delivered & installed at: 
USF Sarasota-Manatee, South County Campus
Student Computer Lab area (alcove in hallway)
5900 Pan American Boulevard
North Port, FL 34287
Office: (941) 426-7330

Invoices –
Send to (for purchase of $2,162 & then quarterly maintenance at $0.011 per print):
Campus Computing
Pay to Print Auxiliary, Greg Mallay
8350 N. Tamiami Trail, SMC-A319
Sarasota, FL 34243
Phone: 941-359-4742
E-mail: Gmallay@sar.usf.edu

Chartfield string:  SAR, F-06018, D-521100, P-000000, I-0000000

Notes:
· 7/26/10 SGA agreed to subsidize CCIT’s Pay-to-Print program to offer free copies to students.
  
· SGA will pay Greg Mallay’s chartfield string via Cash Transfers and CCIT will maintain the equipment, provide the paper, toner, coordinate repairs, and the students will receive free printing in the computer labs at Sarasota and North Port.   

· Payment by SGA will be done via quarterly or semi-annual Cash Transfers.  Christine Starosta will need an e-mail from SGA requesting & authorizing the transfer, and then she will handle recording the expense in SGA’s CFS and the revenue in the auxiliary’s CFS above.










FORMS
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BULLS DISCOUNT
PARTNER FORM

Business name: 											
Industry:        Food     Services/Retail	Entertainment	    Off-Campus Housing	    Other: 		
(circle):

Location(s):										
											
											
											
											
											

Discount:												
													

I agree to discount the above item(s) for USF Sarasota-Manatee students who present the BULLS DISCOUNT CARD at the above location(s) until August 30, 2011; unless notice otherwise.


		X									
		Contact person: 							
		Position: 								
		Phone #: 								



University of South Florida Sarasota–Manatee, STUDENT GOVERNMENT ASSOCIATION
ACTIVITIES AND SERVICE FEE
BULL FORM FOR ACCOUNTING SOCIETY
	OPERATING UNIT
	FUND CODE
	DEPARTMENT
	PRODUCT
	INITIATIVE

	SAR
	25300
	520500
	SMSG14
	0000000



* * * * * * * * * ONLY ONE VENDOR PER FORM * * * * * * * * *
This form must be completed, approved, signed by a Representative of Student Government not certifying the expenditure, and authorized by signature of the proper SGA  Executive Board member and a corroborating Student Affairs staff member prior to any funds being expended. Any funds expended without these authorizing signatures will be the sole responsibility of the individual requesting the funds. All requests must be made before 3:00 p.m., Monday through Friday. NO EXCEPTIONS.

PREPARED BY (print): 	      Cliff Brunetti		CLUB TITLE: 	Accounting Society

CONTACT TELEPHONE: 	941-924-1221	CONTACT E-MAIL: 	brunetti@earthlink.net___

EVENT INFORMATION
PLEASE TYPE OR PRINT
	EVENT TITLE     Office Supplies 

	EVENT DATE(S)   03/28/2010
	EVENT TIME(S)     

	EVENT LOCATION(S)   Accounting Society Office

	PURPOSE/DESCRIPTION (ATTACH FLYER IF AVAILABLE)  Office Supplies



VENDOR INFORMATION
PLEASE TYPE OR PRINT
	VENDOR
(Fill in COMPLETELY for NEW Vendor)
	ITEM DESCRIPTION
	DOLLAR
AMOUNT
	CHARGE TO
LINE ITEM

	Name:  Office Depot
	Special Note: Attach itemized quote or invoice.
Remember:
USF is Tax Exempt
	$238.76
	Should be Product Code, Above

	Address:  
	
		New vendor, please send USF’s tax exempt certificate. 


	Telephone Number:  
	Fax Number
	
	

	Contact Name  
	FEIN (if new Vendor)
	
	

	FOR OFFICE USE ONLY

	Requisition Number
	Purchase Order Number
	Receipt Number
	Invoice to Tampa A/P

	
	
	Ordered By  
	Amount Charged




Requested Amount (circle)	Approved	Denied		Enter TOTAL Amount Approved: $			

If Denied, explain: 											

											/	/	
Student Government Association President or Vice-President Signature	     Print Name	 Date

										/	/	
Signature of	(1) Anne Patricia Dobson, Coordinator, Student Affairs		 Date
OR	(2) Student Government Business Manager

Copy on Completion	 COORDINTOR	 SG PRESIDENT	 VICE-PRESIDENT	SG TREASURER	 ACCOUNTING SOCIETY



[image: SGASMLOGO]

EXPENDITURE REQUEST FORM UNDER $1,000
(From Student Government Association Activity and Service Fees)
To be completed when TOTAL COST OF EXPENDITURE is less than $1,000 to any one Vendor
	Club/Organization Name


	Representative/Contact Information
Name:                             			
Title: 	          					
Telephone: 		/       -			
E-mail:                             			

	Event

	Purpose of Event


	Event Date(s)

	Event Location


	

	Vendor
(One per request)
	Total Cost
(Estimated)
	Payment Type
(check one)
	Item Description

	
	
		Purchase Order
	PCard
	



													
Signature of Club/Organization Preparer	Date		                Signature of SGA Executive Board Member	   Date

													
Signature of SGA Business Manager		Date		PRINT NAME OF SGA EXECUTIVE BOARD MEMBER

APPROVED:												
								Signature of Student Affairs Coordinator	Date
							
	Michelle Krueger			Date
	USF Sarasota-Manatee Purchasing Agent
	Or, if Michelle unavailable,

							
	Chrishanti DeSilva			Date
	USF Sarasota-Manatee Purchasing
	Or, if Michelle and Chrishanti unavailable,

							
	Kimala Whitehead			Date
	USF Sarasota-Manatee OSS Office Manager
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EXPENDITURE REQUEST FORM $1,000 OR MORE
(From Student Government Association Activity and Service Fees)

To be completed when TOTAL COST OF EXPENDITURE is greater than $1,000 to any one Vendor
	Club/Organization Name

	Representative/Contact Information

Name:    			
Title: 					
Telephone: 		/	 - 	
E-mail: 			

	Event

	Purpose of Event


	Event Date(s)

	Event Location


	

	Vendor
(One per Request)
	Total Cost
(Attach Vendor Quote)
	
Item Description

	 
	
	




															
Signature of Club/Organization Preparer	Date		Signature of SGA Executive Board Member	Date

								Print Name: 						

															
Signature of SGA Business Manager		Date		Ben Ellinor					Date 
								Regional Vice Chancellor of Business and Finance

															
Signature of Student Affairs Coordinator	Date		Dr. Arthur Guilford				Date
								Regional Chancellor, USF Sarasota-Manatee

															
Pamela Doerr					Date		Michelle Krueger				Date
Regional Vice-Chancellor of Student Services			USF Sarasota-Manatee Purchasing Agent

Background
As the Budget Council representative for the USF Sarasota-Manatee campus, the current expenditure approval processes do not give me an opportunity to review of non-salary expenditures prior to commitment, since most purchases are accomplished at the department or college level either through the requisition or p-card process.  In fact, it is really not reasonable for one person to review all of the non-salary expenditures as a result of the volume of purchases required to keep our business going. We need to develop a procedure that will provide for the continuation of services until our reduction plan is approved and in place.

To provide controls and monitoring during the freeze, it is recommended that we establish a spending limit that any single expenditure exceeding $1,000 requires VP approval.  This limit will also be applicable to recurring expenditures, which in total exceed the limit, will require approval under this process.  Thus, there will be recurring expenditures which will be approved once through 6/30/08 or until such time the budget reduction plan is approved and in place.

The Proposed Process:
1.	Any planned expenditure exceeding $1,000 will require an Executive Council member approval prior to submitting to the Budget Council member.  It will be reviewed (as Budget Council member) and recommendation made to the USF Sarasota-Manatee VP.  The VP will be the final step for these non-salary expenditures.
	
Sufficient justification will be required to demonstrate the essential need for the expenditure and that appropriate steps were taken to get the best cost/value.  Expenditures which are recurring in nature even if not permanent, such as new or renewed contracts, will require additional justification.  Also, a justification must include an explanation as to why the expenditure cannot wait until the freeze is lifted

2.	A list of critical expenditures will be developed for which, once approved, further approvals will not be required.  These include campus-wide required items such as utilities and insurance – items where we have no choice but to pay - and items already committed to through a formal contract process.

3.	Approvals will be made for OPS appointments fall under the guidelines of the Budget Reduction for Personnel Actions provided by the Office of Human Resources.  Where possible, the use of OPS in lieu of established positions provides the opportunity to hold permanent funded positions vacant with limited impact on current essential services until final budget reductions are approved.  

Monthly reports will be provided to the VP/CEO and members of the Executive Council of approved expenditures during the period of the freeze.

ESSENTIAL NON-SALARY EXPENDITURES EXAMPLES

BLANKET APPROVALS – NO FURTHER APPROVALS NEEDED:
· Contract and/or maintenance/service agreements already in place. Any extension or renewal will require approval, if comes up during freeze
· Routine telephone, postage, etc. required to run the business
· Pay utilities bills, gas/fuel
· Merchant fees
· Employee uniforms, if previously approved 
· Compliance issues (Fire safety, water sampling, permits, insurance payments, etc.)
· Software license renewals
· Loan payments
· State or federal mandates, fees, fines
· Essential routine office supplies 
· Items already purchased, but not delivered or billed, if cost to cancel exceeds value/savings

ITEMS REQUIRING PRIOR APPROVAL, regardless of cost; benefit to University must be part of documented justification:
· Travel
· Registration, conference even in town; professional development
· OCO purchases
· Renovations
· OPS

NOT APPROVED: Non-essentials, such as stock-piling pens, post-it notes; new furniture, etc.	
[image: ]
USF Sarasota-Manatee
Catering Procedure Exception Request
For Outside Caterers

	Please print or type information: 
	Today’s Date: 

	Outside Caterer: 
	Date of Event: 

	Department: 
	Organization: 

	Contact Person: 
	Contact Person: 

	Department Phone #: 
	Organization Phone #: 

	Department Fax #: 
	Organization Fax #: 

	Justification for Exception Request: 







	Exception to the catering policy requires written approval in advance from the Office of Business Administration.   Documentation must be presented that allows for an accurate comparison between what Jonathan’s Café quoted and the outside caterer quoted. 

Off-campus caterers must provide a copy of their Certificate of Liability Insurance, which must reflect a minimum of $1 million in liability coverage, and it shall name as Additional Insured and Certificate Holder on the certificate:  “The University of South Florida Board of Trustees, State Board of Governors and the State of Florida.”

If vendor is not already listed in USF’s FAST accounting & financial system, they will also need to provide a completed USF Vendor Application form which will provide payment information such as address, FEIN, contact information and other information needed for the payment process.


	
	

	Authorized Budget Unit Approval: 
	Date: 

	Print Name 
	Signature 

	
	

	Sign-off by Jonathan’s Café: 
(Indicating that request was made but needs could not be met) 
	Date: 

	Print Name 
	Signature 

	

	Please forward copies of documents to:

Michelle L. Krueger,  Manager Fiscal & Business Administration for Purchasing & Auxiliary Services
USF Sarasota-Manatee, 8350 N. Tamiami Tr, SMC-B116, Sarasota, FL 34243
E-mail: mkrueger@sar.usf.edu, Phone: (941) 359-4223, campus 2-4223;  Fax: (941) 359-4441, campus 2-4441
1. Certificate of Liability Insurance provided by caterer (& Vendor Application if necessary)
2. Copy of this document (Catering Policy Exception Request)
3. Quotes from outside caterer and Jonathan’s Cafe

	Approved:
	Denied/Reason:

	
	

	Print Name 
	Signature 
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David Vondenberger, President, called the meeting to order at 9:26am. Meeting was held in the
main room of the Westside Student Center. Coffee, donuts, juice, water, and bagels were
provided.

Dr. Stryker’s Forums: Speak Your Mind
‘Both days of the forums appeared to go well (September 23 and September 25). and Dr._ Stryker

did express an interest in repeating the forums. Most questions addressed space and parking, as
well as water drainage (when it rains)

Merchandise Order

We have ordered two different shirts (200 each), the “stress relievers. pencils, and footballs (for
the October 18, 2003 football game).

Additional Discussion Items
+ David Vondenberger discussed the plans for a deck outside the north face of the Westside
Student Center. This deck will be built without removing shade trees already firmly
growing in place and will have built-in benches and ramps, giving handicap access.

Funds for this deck will not be coming from Student Government, but rather by USF

* David Vondenberger discussed using faculty to nominate individuals to be senators
Anne Patricia Dobson interjected to say she had discussed this with the Clubs and
Organizations and had urged them to find the newer students within the organizations to
actas Senators

+ Brad Decker, of the Accounting Society, voiced his concern that student organizations
reserving rooms in Sudakoff or College hall may be “bumped” if something else comes
up. Pam Doerr said that she had not heard that but that she would check into the matter)

* Colin Jordan from the Fitness Center spoke and reiterated his intention to make events at
the Fitness Center known to all faculty, staff, and students. Though there was 0t a good.
turnout for his free physical assessment day, he is not averse to planning another

* The clubs and organizations gave mini reports of what they are doing and hoping to plan
for the coming semester

Circle K is progressing with its book drive. They have put posters and fiyers out
and boxes for book collection all over campus. They asked Colin Jordan if they
could put one in the Fitness Center and he said there would be n0 problem.

o International Club is thinking of integrating its programs with Manatee
Community College and s intending to have an event on campus with speakers
on International Immigration Law. They have also agreed to support the Sarasota
Hands of Heritage Festival

Minutes of the Student Government Association Executive Board Meeting
Monday, 20 September 2003 Page 2
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MINUTES OF THE EXECUTIVE BOARD MEETING
of the
Student Government Association
of the University of South Florida Sarasota - Manatee

Meeting Date: Monday, 20 September 2003

Agenda
* Call to Order

* Review of r. Stryker's Forums, Speak Your Mind
* Review of Merchandise Order

+ Sarasota ~ Manatee USF Bulls Football Game
* Review of Clubs

+ Attendance

+ Events

* Calendar

* Call for Student Government Senators

* Calendar dea

*  Digital Camera update

+ Classroom visits

* Update from Fitness Center (Colin Jordan)

* Update from Tampa Athletics (Barbara Sparks)
* Open Discussion

+ Adjoum

In attendance
Student Government Association Execufive Board

+ David Vondenberger, President
+ Evelyn Jenkins, Secretary
+ TroyLim, Treasurer

Student Organization Representatives

+ Brad Decker, Accounting Saciety
+ Valerie Longo, Circle K

+ Katerina Tylova, Secretary, Intemational Club

+ Tenia Anderson, Random Acts of Kindness

* Elizabeth Ziegelbauer, Student Reading Council, ill but called in report.

Additional Attendees

+ Pamela Doerr, Associate Vice President, Student Affairs
* Michael R. Myers, Business Manager, Student Govemment Association
*+ Anne Patricia Dobson, Program Assistant. Office of Student Affairs, acting as Secretary

in that position’s capacity as recorder of Minutes

Minutes of the Student Government Association Executive Board Meeting
Monday, 20 September 2003 Page 1
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