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Important Dates to know for Fall 2008 - Spring 2009 
 

Fall 08 

 

 Treasurer Training Clinic   Monday September 29, 2008 -  3:30pm  

        Atwood Theatre 

       Monday September 29, 2008 - 4:30pm 

        Atwood Theater 

       Tuesday September 30, 2008 - 3:30pm 

        Voyageurs North 

       Tuesday September 30, 2008ð4:30pm 

        Voyageurs North  

     

 Budget Training Clinic   Monday November 17, 2008 - 12:00pm 

  *Must attend one to be able to submit a budget  TBD 

       Monday November 17, 2008 - 1:00pm 

        TBD 

       Monday November 17, 2008 - 2:00pm 

        TBD 

       Monday November 17, 2008 - 3:00pm 

        TBD 

 

 Last day to submit reserve request   Wednesday November 26, 2008 

 for Fall Semester 

 

Spring 09 

 

  

 FY 10 Budget Proposal Due   before Wednesday February 4, 2009 

        at 3pm 

 

 Senate Finance Committee Appeal  End of March 2009 * 

 and hearing dates 

 

 Student Government Appeals   Beginning/ Middle of April 2009* 

 and hearing date 

 

 Last day for all reserves requests  April 22, 2009 

 
  * more information later to come in the Fall Semester 

Senate Finance Committee Contacts 

 
 Senate Finance Committee Chair   sga-cf@stcloudstate.edu 
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Frequently Asked Questions 

 
 

What kind of events qualify for funding? 

 

The purpose of dispersing monies to organizations is to fund activities that contribute to the 

general enrichment of the St. Cloud State University experience.  In order to fairly serve the 

diverse population that pays the Student Activities Fee, events must have the capability of ap-

pealing to students across the entire campus and events that include cross-departmental interac-

tion are strongly encouraged.  Orientation or other specific departmental activities are not eligi-

ble for funding. 

 

 

How do I use my 334xxx Account? 

 

The committee recommends keeping a close eye on this account and reading all Senate Finance 

Committee policies, guidelines, and this treasurer manual for additional information. 

 

Each month statements of your account are sent to your advisor.  Keep track of your expenses 

so your account does not go negative since money cannot be deposited in this account.  If your 

account goes negative, there will be penalties assessed (see Negative Account Balance section 

on page 14). 

 

 

Which groups are eligible? 

 

Student groups seeking funding from Senate Finance Committee must be registered with Center 

of Student Organization and Leadership Development (CSOLD) for 52 weeks prior to submit-

ting a budget request or 15 weeks prior to submitting a reserve request.  Students must be re-

sponsible for the groupôs activities and participation in any proposed event must be open to all 

students. 

 

 

What criteria is used to decide which events are granted funding?  Who decides? 

 

The criteria used to decide which events are funded are based on the Senate Finance Committee 

Policy, as interpreted and applied each semester by the Student Finance Committee.  The Sen-

ate Finance Committee is made up of the Chair, Internal Vice Chair, External Vice Chair, and 

up to 8 committee members.  All requests for funding must be approved by both the Senate Fi-

nance Committee and the Student Government Senate. 
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Requesting  Money  - Budgets 
Budgeting occurs in the spring  for the following  fiscal  year 

 

A student organization must be registered with the Center for Student Leadership and Develop-

ment office (CSOLD) for 52 weeks prior to submitting a budget proposal. 

 

Organizations MUST attend one the required budget clinic meeting in November 2008 to be 

able to submit a budget request (see Dates on page 2). 

 

Helpful Steps 

 

 1.  Talk with your organization about what events they would like to have and the  

  funds necessary to support the events. 

 

 2.  Attend a treasurer clinic to learn how to properly request money and fill out forms. 

  These dates are set and can be found on page 2. 

. 

 3.  Plan Carefully!!  

 
   a. Donôt assume the Senate Finance Committee knows what your group does. Take time to explain 

    your groupôs requests clearly. Also state why your organization is beneficial to St. Cloud State 

    and the students.  Remember the funds being requested are from the students of the university 

    and need to benefit and enhance them in some way. 

   b. The Committee can only allocate funds from the information received in the budget proposal and 

    nothing else.  So spend some time and explain events in your budget clearly. 

   c.  Research costs and request realistic projections for expenses.  Unrealistic projects will not be 

    funded. This will take several hours of research from your group. 

   d. Be specific ï the more information the Senate Finance Committee has, the more likely they are 

    to grant your funding. 

   e. Look for co-sponsorships from the College Departments and Offices or other student organiza-

    tions.  Senate Finance Committee is more likely to fund events that are sponsored by more than 

    one organization. 

   f. Prioritize your organizationôs activities from highest to lowest. 

   g. Complete the budget proposal form with as much information as possible. 

   h. Read Senate Finance Committee policies to know what can and cannot be funded by the commit

    tee. 

   i. Plan ahead.  Getting your budget in before the due date is extremely encouraged.  

 

 4. All student organizations budgets are due before February 4, 2009, at 3pm.  No  

 exceptions will be made.  Plan ahead.  The committee strongly recommends  

 submitting your budget as early as possible. 
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Budget Allocation Appeals 
 

 

Senate Finance Committee Appeal Hearings 

 

 Appeals must be received by the Senate Finance Committee Chair by the deadline  

 indicated.  This deadline will be announced at the Budget Clinic on November 17, 2008.  

 

The appeal must be made in writing on the appropriate appeal form, which can be found 

at the Student Finance Committee/Student Government Office located in Atwood  

Memorial Center Room 138D.  In addition, appealing organizations must schedule and 

attend an appeal hearing with the Senate Finance Committee.  If a group fails to attend 

this hearing, the appeal will not be considered and will be rejected. 

 

During the Senate Finance Committee appeal hearing, groups appealing will have up to 

5 minutes to present their case and up to an additional 5 minutes for questions from the 

Committee. 

 

Student Government Senate Hearing Appeal 

 

Any group that appeals to the Student Government Senate must have already appealed 

to the Senate Finance Committee. 

 

The organization must submit an appeal form one week prior to the Senate appeal hear-

ing date. These forms will be different from the Senate Finance Committee Appeal 

Forms and will be created by the Student Government Senate. These forms can be 

picked up at the Student Government Office in Atwood Memorial Center Room 138.  

These forms must be submitted to the Senate Finance Committee Chair by the due date. 

 

The appeal hearing will provide 5 minutes for the organization to appeal and speak to 

the Senate; then the Senate Finance Committee will have 5 minutes to explain their de-

cision. The organization will then have another 3 minutes to speak and the Senate will 

have 10 minutes of  questions to either the organization or the Senate Finance Commit-

tee. 

 

Each group is allowed only one appeal with the Senate Finance Committee and one appeal 

with the Student Government Senate. 

 

Any additional questions about the appeal and hearing should be directed to the Senate Fi-

nance Committee Chairperson at sga-cf@stcloudstate.edu 
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Some items not funded with Student Activity Fees 
 

 

 
The following items are NOT funded by the Senate Finance Committee and your 334 account.  This 

includes, but is not limited to: 
 

 

Alcohol or any equipment with the explicit purpose of its production 

Attorney fees for individuals or organizations 

Awards, award ceremonies and/or trophies 

Bail 

Banquets 

Computers 

Contributions to charitable organizations or individuals 

Equipment ï not stored on campus 

Events with an entrance fee/charge to current St. Cloud State students 

Fundraisersðincludes set up, promotion, and/or costs 

Gasoline purchases 

Gift offerings 

Illegal drugs or related paraphernalia 

T-Shirts and uniforms that are not reused 

Membership Fees 

Personal loans to individuals 

Personal Items 

Prizes 

Recruitment events 

Scholarships 

Tobacco 

Weapons * 

Others - this list includes some items not funded by Senate Finance Committee, but is not limited to just 

these items. 
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Advertising ï  
 

All advertising for events, which are paid for in whole or part from your ñstudent activ-

ityò (a.k.a 334) account, must be posted for at least 7 days prior to the event and include 

the following statement: ñFunded by your Student Activity Fees,ò in type size consistent 

with the advertisement. 

 

This statement shall not be construed as a statement of authority or endorsement, but rather 

as an acknowledgment of financial backing. 

Admission Fee ï 
 

No organization may charge any current St. Cloud State student admission for an activity 

or event that is funded in whole or in part from your ñstudent activityò (a.k.a 334) account.   

The only exception to this rule is when charging for food/beverages. The hosting organiza-

tion is responsible for setting ticket prices that meet expenses for the event and still encour-

age attendance. Any revenue generated from admission fees must cover the cost of the 

event before using funds from the ñstudent activityò (a.k.a 334) account. 

 

The reason for these limits are that funds in your ñstudent activityò account are funded 

through the Student Activity Fee, which all current students pay with tuition.  Exceptions 

to this requirement may be granted at the discretion of the Senate Finance Committee. 

 

Current St. Cloud State students can be asked to make a donation, but cannot be required to 

contribute any funds as an entrance fee or admission fee. 

Audits ï 
 

Each year, Senate Finance Committee can audit each student organization at least one time 

during the fiscal/academic year.  Audits are to ensure the group is complying with Senate 

Finance Committee Policy and are spending the funds according to the budget allocated.  

Since the funds allocated by the Senate Finance Committee are student dollars, the Com-

mittee is required to ensure that those funds are being spent according to their allocation. 

 

Each organization must keep receipts of all purchases for a minimum of three years for re-

view by the Senate Finance Committee.  Any group submitting fraudulent reports will be 

required to reimburse funds received from the Senate Finance Committee. 
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Awards ï 
 

Awards and trophies for student competition are not allowed to be purchased with funds 

from the Senate Finance Committee. These purchases can be purchased by the funds the 

organization has raised by either memberships or fundraising. 

Banquets and Ceremonies ï 
 

Senate Finance Committee does not fund any award ceremonies or banquets of any kind. 

This includes, but is not limited to space rental, registration, travel, and any cost associated 

with individual organizationôs banquets.  

 

These purchases can be made with the funds the organization has raised by either member-

ships or fundraising dollars.   

Campus Accounts ï 
 

There are two campus accounts that student organizations may have. They are the ñstudent 

activityò account and the ñagencyò account. 

 

A ñstudent activityò (a.k.a 334) account is established to hold requested funds from the Stu-

dent Activity Fee.  This money is allocated through the Senate Finance Committee. 

 

There are two ways to receive funding available:  a standard organization budget or money 

from the Senate Finance Committee reserve accounts.  In order to receive funding from the 

Student Activity Fee, a group must be fully registered in continuing status by the Center for 

Student Organizations and Leadership Development (CSOLD) office.  The funds in the ac-

count do not roll over from fiscal year to fiscal year and are lost at the beginning of a new 

fiscal year.  A new fiscal year starts July 1 of each year. 

 

The ñagencyò (a.k.a 900) account is a custodial account that the student organization may 

establish at the university.  The account allows the student group to utilize the existing uni-

versity purchasing and payment process.  The account is used as an alternative to outside 

checking accounts, which are disallowed for most registered student organizations. 

 

In order to open an ñagencyò account, a student organization will need to complete a 

ñRequest for an Agency Accountò form.  The form can be found online at St. Cloud State 

University ï Business Service website or in the Center of Student Organization and Leader-

ship Development (CSOLD) office.  Once the form is completed, it should be sent to Ad-

ministrative Services 124 and if approved, a copy of the request with an account number 

will be sent to the student organization advisor.  Processing is usually five business days. 

 

 Continued on page 11 
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Campus Accounts  continued ï 
 

Money can be deposited into the ñagencyò account at the Cashierôs counter in Administra-

tive Services 123.  The account number is needed to make a deposit instead of a deposit 

slip.  Money deposited into an agency account will remain in the account until spent by the 

student organization. 

 

Monthly account reports showing the balance and transaction details are sent to the student 

organizationôs advisor for both the ñstudent activityò account and the ñagencyò account. 

Checking Accounts ï Off campus 
 

Senate Finance Committee Policy states that no organization may hold any accounts outside 

of the St. Cloud State University Business Office without express permission from the Sen-

ate Finance Committee and Business Service Director. 

 

In rare circumstances, it is possible to request and receive an exemption from the policy.  

Exemption requirements include the need for the student organization to show that it has 

adequate financial controls in place including, but not limited to: dual signatures on the 

checkbook, annual audits of the checking account, and oversight of the account by the stu-

dent organization advisor. 

 

Exemption requests require a letter addressed to the Senate Finance Committee Chairperson 

and Business Service Director.  The letter should outline existing procedures and internal 

controls that currently safeguard the organizationôs funds.  The information must be spe-

cific.  It should include annual reports or audits showing that safeguards will continue to 

function.  Requests without this information will not be considered.  The letter should out-

line specific needs of the organization that are not met by an agency account and why it is 

necessary to have an account off campus. 

Conferences/Competitions/Seminars ï 
 

Funds for these events are not allocated during the regular budget allocation.  Funds must 

come from one of the Senate Finance Committee reserves ( see Reserves Account section on 

page 18).  The reason for this is that the cost of conferences, competitions, and seminars are 

hard to plan for in advance during the regular budget process, especially since it is neces-

sary  to provide specific expenditures in the request. 

 

These events will be allocated funding only if they are educational in nature, have aspects 

that can be brought back to campus, and in some way benefit the campus as a whole.  No 

more than $2,000 or $50 per person per night (whichever is less) will be allocated for these 

events.  Senate Finance Committee will only fund current St. Cloud State University stu-

dents. 
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Computers ï 
 

Computers and similar electronics cannot be purchased from the organizationôs ñstudent 

activityò (a.k.a 334) account.  Each year, at the end of spring semester, there are a few 

slightly - used computers that the university has for student organizations.  You should con-

tact the Center for Student Life and Development in Atwood Memorial Center room 139 for 

Costumes ï 
 

See Uniforms section on page 22 

Equipment ï 
 

All equipment purchases with funds from Senate Finance Committee are always the prop-

erty of the university.  All equipment must be stored in a secure and safe location located on 

campus.  During the budget allocation, each group is responsible to submit a status report to 

the Senate Finance Committee of all equipment purchased to date with Student Activity Fee 

funding.  The itemized equipment list must include, but is not be limited to, the condition of 

the equipment, date of purchase, and frequency of use.  Failure to submit the list shall result 

in the denial of funds toward equipment.  The Senate Finance Committee reserves the right 

to visually check an organizationôs inventory, if deemed necessary. 

 

For purchase, the Senate Finance Committee and University require at least two quotes for 

each item and will only fund the lower of the two quotes.  Any equipment purchased with 

Senate Finance Committee funds is not able to be sold or disposed of without Senate Fi-

nance Committee approval.  Any funds from the sale of equipment are returned to the Stu-

dent Activity Fee Account. 

 

Senate Finance Committee will not fund any warranties or repairs unless the item was com-

pletely paid for with student dollars.  The organization or individual using the equipment 

will be responsible for replacing or repairing equipment that is lost or damaged due to negli-

gence. 
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Food ï 
 

The Senate Finance Committee funds requests for food under the following rule: When food 

is an appropriate component of an event relevant to the organizationôs purpose and open to 

the entire student body, the Senate Finance Committee will likely fund the food.  Some ex-

amples include, but are not limited to cultural food germane to a cultural organization or 

long standing traditions or campus visit events.  Refreshments at regular business meetings, 

recruitment, or fundraising events will not receive any funding from the Senate Finance 

Committee. 

 

The Senate Finance Committee will only fund food purchases up to $2,000 or $10 per cur-

rent St. Cloud State student attending (whichever is less).  All funded food purchases must 

follow the St. Cloud State University and Atwood Student Union guidelines and policies. 

 

Any event in which Senate Finance Committee funds food purchases must be open to all 

students and be advertised at least 7 days prior to the event.  (see Advertising section on 

page 9).   

 

To be reimbursed for food, you must have a letter from the Senate Finance Committee 

Chairperson prior  to the event that states that food purchases have been approved by the 

Committee for your event.  The Committee would recommend talking to the Senate Finance 

Committee for food purchase approval at least 3 weeks prior to your event.  No food pur-

chase will be reimbursed without an approval letter. 

Exemption ï Senate Finance Committee Policy ï 
 

Any request for policy exemption should be submitted to the Senate Finance Executive 

Committee in writing.  The Senate Finance Executive Committee will be responsible for 

considering and granting requests for exemptions. 



Gasoline ï 
 

Gasoline purchases are not funded by Senate Finance Committee, no exception.  Senate Fi-

nance Committee will fund mileage for travel with limited exceptions (see Travel section on 

page 20). 
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Negative Account Balance - 

If an organization ends a fiscal year with a negative balance in their ñstudent activityò (a.k.a 

334) account, Senate Finance Committee reserves the right to freeze that portion of the or-

ganizationôs budget in the following fiscal year.  The first year an organization ends with a 

negative balance, the exact negative amount will be frozen in the following yearôs budget.  

If the organization ends a second consecutive year with a negative balance, 150% of the 

negative balance will be frozen.  For every consecutive year the organization incurs a nega-

tive balance, the amount of frozen funds in the following year will increase by 50%. 

 

 Ending negative balance year 1: 100% of incurred negative balance is frozen 

 Ending negative balance year 2:  150% of incurred negative balance is frozen 

 

After being negative for 2 consecutive years, the Senate Finance Committee will require a 

meeting with the group to retrain this group, as well as determine how to correct this prob-

lem.  The groupôs funding will be frozen until they have completed this training and set up 

necessary steps to correct the problem. 

Fundraising ï 
 

Senate Finance Committee Policy defines fundraising as an attempt to raise money to meet 

the needs and future plans of the organization.  Any time revenue from an event exceeds the 

total cost of that event, it is considered to be a fundraiser. 

 

Funds from the ñstudent activityò (a.k.a 334) account cannot be used for set up, promotion, 

or organizational costs of fundraising. 

Lodging ï 
 

At least two quotes are required for lodging, of which the lesser of the two will be funded 

unless specific reasons are given as to why other options should be funded.  Some limits 

and restrictions apply (see Conferences/Competitions/Seminars section on page 11) 
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Object Codes ï 

 
 Funding allocated from Senate Finance Committee are placed in object codes in your 

 account.  These object codes are set to help disburse funds in different categories.  To 

 make a transfer from one object code to another, you must submit a written memo to the 

 Senate Finance Committee Chairperson (See Budget Transfer Memo on page 23).  

 These object  codes also can be found in your monthly statement which is sent to your 

 advisor. 

 

 

 Some common object codes are: 

 

 0998 Programming Budget - Frozen 

 

 0999 General Operating Budget 

 

 1010 Rent - Non State Owned Space 

 1020 Rent - State Owned Space 

 1070 Rent - Other 

 1110 Advertising 

 1210 Repairs 

 1410 Printing - Non State 

 1420 Printing - State 

 1850 Food Services 

 1870 Other Purchases 

 1910 Public Speakers and Entertainers 

 2010 Postage 

 2020 Telephone Phone Services 

 2030 Long Distance 

 2160 State Motor Pool Vehicles  

 2720 Student Travel 

 2891 Permit and License Fees 

 3000 Supplies 

 4000 Equipment - items greater than $5,000.00 

   

 Please remember these are just a few of the many different object codes.  These codes 

 are the common object codes that a student organization should have to know. 
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Reimbursement ï 
 

The St. Cloud State Purchasing Department, located in Administrative Services 122, is re-

sponsible for approving purchase orders, contracts processing, and issuing reimbursements 

or payments.  Appropriate forms are required. 

 

To make payment from a ñstudent activityò (a.k.a. 334) account, the preferred payment 

methods are through the use of a purchase order.  Remember that you will not be reim-

bursed for sales tax though your ñstudent activityò (a.k.a. 334) account. 

 

When being reimbursed from the groupôs ñagencyò (a.k.a. 900) account, the payment 

method for issuing checks is to complete a 1400 form.  Purchase orders are not used with 

these accounts. 

 

Purchase Orders - The preferred purchasing method is through the use of a purchase or-

der.  Purchase orders are initiated by entering the request into PCS (Purchase Control Sys-

tem).  PCS access is given to office managers/advisor.  Check with your advisor to deter-

mine if their office manager has agreed to enter for the student group.  

  

To process a purchase order from a ñstudent activityò (a.k.a 334) account, the organization 

will need to complete a 1400 form.  1400 forms are available on line at http://

www.stcloudstate.edu/businessservices/purchasing/manual/documents/1400form.pdf 

(please remember to make 2 copies, one for your group to keep as a records and one to be 

used for reimbursement).  When completing the form, be sure to include a complete list of 

the products (product number, description, price, etc) of each item to be purchased.  The 

1400 is to be signed by the advisor and passed on to the individual or Center of Student Or-

ganization and Leadership Development office (see 1400 form on page 24).  PCS will en-

cumber or obligate the funds for this request and generate a purchase order number. 

 

The purchase order is sent from Purchasing to the advisor.  At this time, the purchase order 

can be hand delivered, mailed, faxed, or phoned in.  The purchase order assures the vendor 

that funds have been set aside for this particular purchase.  The purchase order number 

gives the vendor a reference to bill the university.  The vendor should expect payment 

within 30 days of receipt of goods. 

  

A purchase made without an approved purchase order may be subject to a violation of Min-

nesota Statute 16A.  16A late forms are a serious offense and may result in no payment to 

speakers and/or entertainers.  The committee strongly recommends that your organization 

start the process of contracting a speaker several months prior to your event. 

  

Continued on page 17 
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Reserve Accounts ï 
 

Each fiscal year, the Senate Finance Committee sets funds aside in four different reserve 

accounts to help fund events that groups were unsure of at the time of budgeting requests.  

In order to request funds, a representative from a student organization should pick up the 

necessary form from the Senate Finance Committee office, which is located in the Atwood 

Memorial Center room 138D. 

 

Requests must be approved by the Senate Finance Committee and also the Student Govern-

ment Senate before any funds can be allocated.  Student organizations may not receive 

funding from a reserve account if they are already receiving money for the same event from 

the original budget allocation.  The four reserves are Free Balance, Equipment, Speakers, 

and Interpreters. 

 

 Continued on page 18 
 

Reimbursement continued ï 
 

Reimbursements - When an individual decides to pay the vendor instead of going through 

the purchase order process, the individual will be requesting a reimbursement.  This is also 

processed on a 1400 form, signed by your advisor and submitted with original receipts at-

tached as backup documentation.  Sales tax is NOT reimbursable.  The request is sent to Ad-

ministrative Services 122.  Copies of the form and backup documentation should be filed 

with the organizationôs records for at least three years for auditing purposes. 

  

Charge backs - Certain bills are automatically deducted from the organizationôs ac-

count.  Some examples are printing services, state motor pool, postage, copies, computer 

store, campus recreation, Atwoodôs student recreation center, and telephone.  When a stu-

dent organization uses one of these areas, they are required to provide their account number 

and the advisor signature on the authorization form from the service department to auto-

matically charge the account.  

 

St. Cloud State University will not comply with any reimbursement request for the purchase 

of alcoholic beverages or any item not in compliance with State of Minnesota guidelines or 

Senate Finance Committee policies.  Those found to have violated these restrictions will be 

prosecuted to the extent of campus policy and Minnesota law.  There are no other specific 

Senate Finance Committee imposed restrictions regarding the agency account. 

  

Third party reimbursements are not allowed for contractual obligations (i.e. DJ services, en-

tertainers, speakers) 
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Reserves Account continued ï 
 

 

Free Balance reserve is used to fund different types of  events that donôt fall under the other 

reserves.  Some examples of the most popular requests include special events and confer-

ences, seminars, or competitions.  Please note that conferences and seminars can only be 

funded by this reserve and those events that are not allocated funding in the original budget 

allocation.  Free Balance reserve must be submitted at least 4 weeks prior to the event to en-

sure enough time for funding decisions. 

 

Funding from the Free Balance reserve is limited to $2000.  The organization can request up 

to $750 with no fundraising matching funds and can request up to an additional $1250 of 

matched fundraising funds from that current fiscal year (dollar for dollar).  This limit is set 

so that requests will stay below $2000 per request to ensure funding is available for all stu-

dent groups.  Matching fundraising dollars must be deposited into the ñagencyò (a.k.a. 900) 

account prior the submission of the Free Balance reserve request.  Senate Finance Commit-

tee would then require a statement verifying the balances of the fundraised dollars. 

 

Speakers reserve is used to pay for speakers whom the student groups would like to bring to 

campus.  An organization is eligible to receive up to $800 for a speaker from the reserve.  

The originating organization can also work with up to two other organizations to receive ad-

ditional funding.  Each group can receive up to $800 per group with a maximum allocation 

of $1800.  Each group that brings a speaker or entertainer to campus must complete a con-

tract (See Speakers and Entertainers section on page 20).  Speaker reserve must be submit-

ted at least 6 weeks prior to the event date to ensure enough time to complete the contract 

and receive funding. 

 

 

Equipment reserve is used to fund the purchase of equipment.  For these purposes, equip-

ment is defined as any substantial purchase where the item(s) would be used for more than 2 

years.  One example would be uniforms for a sport club; however, equipment may not be 

personalized.  Two quotes are required for each item in the equipment reserve.  Senate Fi-

nance Committee does not fund any computer purchase (see the Equipment section on page 

12).  Equipment reserve must be submitted at least 4 weeks prior to the planned purchase 

date. 

 

Interpreters reserve is designed to assist with student needs for different events that would 

require an interpreter of any kind.  Request for interpreters reserve should be in at least 4 

weeks prior to event. 
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Speakers and Entertainers ï 
 

Each group that brings in a speaker or entertainer is required by the university to complete a 

contract before the event. Employed members of St. Cloud State University will not receive 

payments for speaking through an organizationôs budget or reserve accounts.  

 

The procedure for establishing a contract is as follows: 

Compile the information on a 1400 form for your advisorôs review and signature.  The de-

scription must always include the type of performance or presentation, date(s), location, and 

social security number of the individual. 

 

Deliver the signed 1400 form to the Center of Student Organization and Leadership Devel-

opment (CSOLD) office or have your advisor present it for entry into the Purchasing Con-

trol System, which will encumber or obligate the funds for this event and generate a pur-

chase order number. 

 

Complete the contract at least two weeks prior to the event.  There are two types of contract 

forms available in the Center for Student Organization and Leadership Development office: 

 

 

Individual Service Agreement - Events under $1,750 

¶ The individual or company that is providing the service must sign the Individual Service 

Agreement form prior to their service for insurance liability purposes. 

¶ After the event has taken place, the advisor signs the Individual Service Agreement 

form. 

¶ Deliver the form to the Purchasing Department located in Administrative Service 122 

for payment.  The form must include the purchase order number that has been assigned. 

 

 

SCSU 003 ï Events over $1,750 

¶ Deliver form SCSU 003 to the Vice President of Student Life and Development for sig-

nature. 

¶ Bring or mail the form to the contractor for signature. 

¶ Deliver the original and one copy of the form to Carol John in the Purchasing Depart-

ment, located in Administrative Services 122.  The form must include the purchase or-

der number and have the funds currently encumbered in your account. 

¶ A professional/technical authorization form will be sent to the advisor. 

¶ The advisor must sign the authorization form after the event has taken place and return it 

to the Purchasing Department for payment.  Please do not return this form prior to com-

pletion of this event. 

 

 

 Continued on page 20 
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Speakers and Entertainers continued ï 
 

 

By Minnesota state requirements, a 2% entertainerôs tax will be withheld if a contract is for 

more than $2,000 and the speaker or entertainer lives outside of Minnesota. 

 

Contracts containing erasures, cross-outs, or white-out will be returned to the department to 

be redone unless the changes are initialed by all parties involved.  Any alterations of the 

contract require approval from the Minnesota Attorney Generalôs Office. 

 

The request must be entered by the advisor into the Purchasing Control System and ap-

proved prior to the date of contract; otherwise, you must complete a letter of explanation, 

called a 16A form, before payment can be issued. 

 

Any questions regarding the contract process may be directed to the Center of Student Or-

ganization and Leadership Development (CSOLD) office at 308 -3004 or Carol John in the 

Purchasing Department at 308- 3136. 

 

Please remember that any speaker or performer that is a St. Cloud State employee cannot be 

paid from the Student Activity Fees, which includes your ñstudent activity (a.k.a 334) ac-

count and the Senate Finance Committee Reserve Accounts. 

 

Helpful hint:  You can be assured the contract has been fully executed if you receive a copy 

of the contract or the Additional Authorization form.  If not, your organization will need to 

check on it before the event takes place to avoid a 16A violation 

Travel ï 
 

Student organizations can only reserve vehicles from Atwood Memorial Center, Campus 

Recreation, or Buildings and Grounds for their travel needs.  Senate Finance Committee 

will only fund travel from these areas on campus.  Gasoline purchases and rental vehicles 

are not funded by Senate Finance Committee. 

 

POLICY CHANGE: Effective July 1, 2008, v3ehicle operators under the age of 21 are not 

covered by state insurance when driving out-of-state. 

 

Vehicle User Agreement for Students Driving on State Business 

Please be advised that the new State of Minnesota policies require students driving on State 

business to request prior approval and authorization.  Students will be allowed to drive on 

State business only after this process has been completed and they have received an Accept-

able or Conditional rating.  This process applies to any students who drive on State busi-

ness, whether they drive personal vehicles or State vehicles.  Each student needs to request  

 

 

Continued on page 21 
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Travel continued ï 
 

the authorization only once, unless driving information changes, and renew it annually.  The 

link to complete the authorization is:   https://www5.stcloudstate.edu/bldgsgrounds/
VehicleUsage . 

 

NOTE:  Students under 21 may not drive out of the State.  request authorization only once, 

unless driging information changes, and vehicles 

 

Atwood vehicles are on a first-come, first-serve basis and can be reserved by contacting At-

wood Center Office at 308 ï 4085.  In addition, student organizations can reserve vehicles 

from Buildings and Grounds at 308-2266; however, it is important to know that student or-

ganizations are the lowest priority and can be bumped for other university business as stated 

by Buildings and Grounds. 

 

These departments have a $500 deductible, if any damages occur, and the organization will 

be held accountable for the funds.  Your advisor needs to approve the reservation at both 

departments. 

 

Please note: If you use your own personal vehicle for travel, any accidents or damages are 

NOT covered by university insurance.  It is the responsibility of the owner of the vehicle to 

provide coverage for any accidents or damage. 

 

To get current prices for vehicles from Atwood Memorial Center, please talk to the Infor-

mation Desk at 308-4636 for current rates. 

 

To get current prices for vehicles from Buildings and Grounds, please call308-2266 for cur-

rent rates. 

 

If gas increases continue, a gas surcharge may occur.  Questions can be directed to Build-

ings and Grounds at 308-2266. 

 

* Rates subject to change without prior notice at any given time. 

Trophies ï 
 

See Awards section on page 10. 

https://www5.stcloudstate.edu/bldgsgrounds/VehicleUsage
https://www5.stcloudstate.edu/bldgsgrounds/VehicleUsage


Unfreezing Funds ï 
 

Senate Finance Committee generally freezes funds during the budget allocation to guarantee 

those funds are spent on the events the funds were allocated for.  Any group wishing to un-

freeze funds must submit a written request.  Requests should include, but are not limited to, 

a reason for the request and a complete and detailed breakdown of requested funds. 

 

The request should be submitted at least 3 weeks prior to the event in order to assure those 

funds are available.  Requests should be submitted to the Senate Finance Committee Chair 

at Atwood Memorial Center Room 138D.  Requests must be submitted in writing and have 

a signature from a student organization member and the advisor of the group. (See example 

memo on page 23). 

 

Any group that wishes to unfreeze funds must clearly state where all funds are going and 

provide a detailed budget that matches the dollar amount requested to be unfrozen.  This is 

to ensure where the funding is going and also to keep a level of accountability for student 

dollars.   
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Uniforms ï 
 

Uniform and costume purchases are considered by Senate Finance Committee to be equip-

ment and should follow equipment rules (See Equipment section on page 12).  Senate Fi-

nance Committee will not fund any personalized items or items that cannot be used for a 

minimum of 2 years. 

 

Purchases or budget allocations of uniforms or costumes are required to have two estimates 

for each item. 



To unfreeze funds -   

Budget transfers should be submitted in the following format: 

 
(Please submit memo at least 3 weeks prior to date funds are needed.) 

 

 

 

 
 Date: 
 

 To: Senate Finance Committee Chair - AMC 138 

 

 From:   (Organizationôs Name) 

 

 Re:  Unfreezing Funds - Budget Transfer 

 

  

 

 Increase: Account # 334 _ _ _     Object Code:  0999 *          Amount: $ 

 

 Decrease: Account # 334 _ _ _     Object Code:  0998  *         Amount: $ 

 

 

Purpose:  The reason for the transfer should be included; transfers will not be made 

without a valid reason and an estimated budget.  The group must be able to show why 

and how they came up with the amount to unfreeze.  These groups should also submit a 

detailed budget and show what items will be paid for from the 334xxx account. 

 

 

 _______________________________________         ______@stcloudstate.edu 

 (Signature of student requesting transfer)   Email Contact 

 

 

 

 _______________________________________         ______@stcloudstate.edu 

 (Signature of advisor)      Email Contact 

 

 

 (* See Object Code Section for transfers between different object codes or categories on 

 page 15) 
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This form can be found online at  

http://www.stcloudstate.edu/businessservices/purchasing/manual/documents/1400form.pdf 
 - Please make 2 copies (one for your group to keep as a  record and also one for use of reimbursements) 
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http://www.stcloudstate.edu/businessservices/purchasing/manual/documents/1400form.pdf

