
[image: image1.jpg]A

[ 2 N N ‘wb"“@
STUDENTS' ' '

City University London Students’ Union

STUDENT ACTIVITIES





Student Activities Finance Policy
This policy details the regulations associated with the handling of finances collected on behalf of a Club or Society or the Students’ Union and the use of Students’ Union held Club or Society Accounts 

1.
General Information

1.1 Clubs and Societies are affiliated to the Students’ Union of City University London. 

1.2 All Clubs & Societies accounts are held within the Students’ Union Finance system.

1.3 It is not permitted for any transactions relating to Club or Society business to be conducted through externally held bank accounts (either a personal account or one in the club/society’s name) or using a personal credit card.

1.4 There is no overdraft facility on Club or Society accounts so transactions must be monitored carefully to ensure that the account remains in credit.

1.5 Each account is the responsibility of 3 elected committee members of that Club or Society who act as authorised signatories. Authorised signatories must be agreed at a formal committee meeting and must be completed on the Account Mandate form to be submitted to the Students’ Union. This information will be used to check that transactions are authorised correctly. No claims will be authorised without the account mandate. 
1.6 Any changes to the Committee list throughout the year must be agreed by the Club/Society (see constitution) and notified to Student Activities in the form of a signed set of committee meeting minutes and a revised Committee List.

1.7 Any allegations of financial mismanagement or fraud will be investigated in full under the Students’ Union Disciplinary Procedure.

2.
Students’ Union Funding & Membership Fees

2.1 The Students’ Union may fund Clubs & Societies.  The Finance Sub Committee of the Trustee Board will decide on funding on receipt of a correctly completed Budget Application within the set deadlines. 
2.2 Affiliated Clubs and Societies will charge the membership fee agreed (minimum £2) to supplement the funding allocated by the Trustee Board, if requested.

2.3 Students’ Union funding will not be allocated to a Club or Society where there is evidence that dual funding is being applied for from an external organisation for the purpose of funding an activity or element of activity already subsidised by the Students’ Union. Where evidence of dual subsidy comes to light after funding has been allocated, the Students’ Union reserves the right to withdraw its funding to the Club or Society in question.

2.4 Core running costs are those deemed essential to the Club or Society’s existence. Such costs may include transport, affiliation/subscription fees, books & equipment, room hire charges, administration fees and guest speakers/tutors (This list is not exhaustive)

2.5 Non-core costs include items which are purchased with the intention of them becoming the personal property of an individual or individuals such as leisure clothing or personalised kit, personal accident/travel insurance and trips or events/parties that are purely social or do not relate to the aims & objectives of the Club or Society for the benefit their own members. 
2.6 The membership target for a new Club or Society is set at a minimum of 15 unless there is reasonable justification for it to be different.

2.7 An additional charge per person is compulsory for a Club/Society member, where deemed necessary and appropriate, which is decided by the Students’ Union. This charge is for compulsory personal accident insurance where National Governing Body affiliation does not offer an equivalent or improved level of insurance. This is in the form of an Insurance Card, at a cost of £3.00. 
2.8 The deadline for funding applications for both new and ongoing Clubs and Societies for 2009/2010 is set on 24th July 2009. 
2.9 Funding decisions are made by the Finance Sub Committee by the start of the new academic year of 2009/2010. 

2.10 Once proposed funding allocations and membership fees have been agreed by the Trustee Board and Clubs & Societies Sub Committee, Officers will be informed.  

2.11 Potential members must be advised of the correct membership fee, personal accident insurance arrangements & sign up procedure at Freshers’ Fair and/or at other recruitment events.

2.12 All membership fees must be paid in via the Students’ Union.  Membership money should not be collected by any (committee) members under any circumstances. 
2.13 The deadline for membership figures to be counted toward respective membership targets and Union sponsorship is Friday 16th October 2009, at 4.00pm. After that time/date people can still sign up but will not be eligible for funding.

2.14 Final sponsorship allocations will be calculated after the appropriate membership fee deadline and Clubs and Society accounts will then be credited with the 60% contribution according to the membership level that has been achieved.  
2.15 At the end of the academic year any Union funds in Club or Society budget accounts will be transferred back to the Union. The remaining balance in private accounts, together with any balance on membership fees collected will be carried forward in the Club or Society private accounts for use in the next academic year.

2.16 Claims for refunds of membership fees must be made within 4 weeks of purchasing membership.  Any repayment will be at the discretion of City University London Students’ Union.  Enquiries regarding refunds should be made in the first case to studentactivities@city.ac.uk who will respond to the enquiry within 5 working days. 

2.17 External funding or sponsorship.  All applications for external funding or sponsorship of any kind must be discussed and agreed with the Advocacy Manager.

3.
Membership Eligibility

3.1 Registered students of City University London who have not opted out of Students’ Union membership are eligible to become members & committee members (if elected) of any Union Club or Society.  Membership will only be recognised once personal contact details have been submitted via the approved and appropriate channel and the appropriate membership fee has been received. 
3.2 Registered students of City University London who have opted out of full Students’ Union membership (associate members) are eligible to join Clubs and Societies but may not be elected to any official position or participate in the governance of the Students’ Union.

3.3 Other individuals or students who are associate members of the SU (as defined by the Trustee Board, ie. Alumni, Union/ University staff, externals) may be eligible to become members of Clubs & Societies, but they may not become elected committee members or participate in the governance of the SU.

4.
Club & Society Income 

4.1 All money raised by Clubs & Societies must be paid into the Union held budget or private accounts via Student Activities. 
4.2 In order to pay money into a Club or Society Account:

4.2.1 Complete a paying in slip 

4.2.2 Take the money and the completed SU Paying In Slip to the Students’ Union.  A receipt can be issued which should be retained as a record of the deposit.  The account will be credited within 7 working days.

5.
Club & Society Expenditure

5.1 All Club & Society expenditure must be discussed with Student Activities staff before a requisition is made.  Student Activities will advise on the best method of purchase.

5.2 Club or Society orders for goods & services or any other agreement with an external company or individual which involves expenditure must be requested using an official purchase requisition, signed by 2 Officers (available from Student Activities) 

5.3 Where an online or other form of payment is required, Student Activities will advise you how to proceed.

5.4 Occasionally Officers may be authorised to make small purchases from their own funds and then claim back the cost via petty cash or expenses claims

5.5 All purchase requisitions must be checked by Student Activities and the subsequent purchase order authorised by the Advocacy Manager and a Trustee. Authorisation will only be made where the request is:

5.5.1 To fulfil the aims & objectives of the Club or Society

5.5.2 Beneficial to all members 

5.5.3 To pay reasonable costs (Student Activities reserve the right to request evidence that 3 quotes have been obtained to check that the most economical option has been selected)

5.5.4 Submitted on a correctly completed purchase requisition or claim form signed for by two authorised signatories from the Club or Society.

5.5.5 Being drawn against sufficient cleared funds (Allow 7 working days to draw against company cheques paid into the account)

5.5.6 Mileage claims will only be paid if agreed with Student Activities in advance.  Where approved, they will be paid at the current University mileage rates. (Sept 2009 - 32p per mile) on submission of a completed petty cash or expenses claim form, stating mileage for your trip. A receipt for mileage has to be provided. 

5.6 Where the above requirements are not fulfilled the form will be returned to the Club or Society box folder with an explanation of why authorisation has been refused.

5.7 Once a purchase requisition has been agreed by Student Activities, the order  is placed and payment to the company is processed automatically through the University Finance Department according to the Students’ Union terms

5.8 Any invoices received by Club & Society Officers for approved purchases must be passed to Student Activities who will liaise with Finance as necessary

5.9 Where it has been agreed that goods will be purchased with Officers own funds, the cost can be reclaimed via petty cash (£30 or under) or Expenses (over £30)

5.10 Expenses claim forms are available from the Resources section on www.culsu.co.uk .  They must be correctly completed and authorised and handed in with the relevant purchase requisition form and receipts for the goods purchased.

5.11 Petty cash is reimbursed in cash from the Senior Administrator

5.12 Expenses claims are reimbursed by BACS

5.13 Officers cannot be reimbursed for any copying done with their personal copy cards on other University copiers

6. Selling Club or Society Equipment

6.1
The club or society will be informed of the decision within 3 weeks of submitting their written proposal

6.2
Funds received from sales will be deposited into a Students’ Union account and set aside for the agreed purchase which must be arranged via Student Activities using the usual Purchase Requisition form

6.3
The Club or Society Officers must submit an updated kit & equipment inventory when they hand over to the new Officers in the summer so that insurance records and the fixed asset register may be updated.

7.
Club & Society Account Records

7.1 It is the responsibility of the committee to monitor the Club or Society’s account and ensure that it is within budget and remains in credit throughout the year

7.2 Student Activities will be available to advise and assist with financial management

7.3 Where there are any discrepancies or queries on an account an email will be sent to the Committee specifying the action that should be taken to correct the matter and a deadline.

7.4 An updated account balance can be obtained from Student Activities on request. 

8.
Closure of Club & Society Accounts

8.1 Where a committee knows in advance that a club or society will be folding, then the balance of funds in the budget account will be retained by the Union.

8.2 Where a club or society folds and no contact can be made with the outgoing committee then funds will be held in the account for a period of two years after which time monies will be credited to the Students’ Union and used for the purpose of student activity development.

8.3 Where the club or society reforms within the two year period, then any existing account which is in credit can be made available to the new committee on the approval of Student Activities. 
