
Guidelines for Staff Senate committees applying for funds from the Staff Senate budget 

The Staff Senate receives an annual budget that its various committees may use in support of their missions as well as the purpose and objectives of the Staff Senate (see the Staff Senate bylaws).  However, the size of the Staff Senate budget is small and the amount of funds available to the various committees is limited.  Therefore, to ensure a fair and equitable distribution of these funds to the various committees that plan projects and to allow the Staff Senate the opportunity to request additional funds for the Staff Senate budget to support outstanding projects, the following procedures are recommended:
· Each committee Chairperson must submit their budget request to the Staff Senate Executive Committee by April 30th each year.  The budget request must include the reason for the funds along with appropriate justification.  The request must be detail oriented.  Consulting with the Staff Senate Executive Committee before submitting a proposal is strongly encouraged.
· The Staff Senate Executive Committee will render their decision by May 15th each year.  Committee chairs will be informed of the decision no more than a week after the decision is made.  In the event that a proposal is not approved, the committee will be allowed to make a presentation to the Staff Senate at the June meeting to appeal the Executive Committee’s decision.
· The Staff Senate Executive Committee will announce their recommendations to the Staff Senate during their June meeting and any appeals will be heard by the Senate.  All budget requests greater than $100 must receive the majority approval of the Staff Senate.

· Subsequent budget requests may be submitted by committee chairs throughout the fiscal year, providing funds are available in the Staff Senate budget.  The same procedure as above should be followed with the exception of the dates.
Committees are not authorized to solicit additional University funds to the Staff Senate budget—this must be done by the Staff Senate Chair with the approval of the Staff Senate.  However, committees can, and are encouraged to, seek other funding (such as Public Affairs Grants) for their projects.  Non-University funds may be solicited by committees for approved projects; however, the Executive Committee should be informed prior to solicitation so they can insure that all University policies are being adhered to in the process.
Staff Senate Committee Budget Request Proposal
Cover Form
Committee:  _____________________________________________________________

Committee Representative:  _________________________________________________

Campus Phone:  __________  Email:  ________________  Date Submitted:  __________
Title of Event or Project:  ___________________________________________________

Date of Event or Project:  __________  Amount of Funds Requested:  _______________

Committee Chairperson:  ___________________________________________________
                                                            (Signature)                                      (Date)

(The following section is for Staff Senate Executive Committee use only.)
Staff Senate Executive Committee Action (circle one):  Approved  or  Disapproved
Any special notes:  ________________________________________________________

Staff Senate Action, if required (circle one):  Approved  or  Disapproved

Any special notes:  ________________________________________________________

Staff Senate Chairperson:  __________________________________________________
                                                            (Signature)                                      (Date)

Staff Senate Chairperson Elect:  _____________________________________________

                                                            (Signature)                                      (Date)

Staff Senate Secretary:  ____________________________________________________

                                                            (Signature)                                      (Date)      
Staff Senate Committee Budget Request Proposal
Event or Project Description

Include the following (use the back of this sheet and additional sheets if necessary):
· Description of proposed event or project

· Staff issue or topic to be addressed
· Objectives to be achieved

· Anticipated audience and participation

· Detailed description of the use of funds

· Any other funding involved

Staff Senate Committee Budget Request Proposal
Budget

Committee:  _____________________________________________________________

Title of Event or Project:  ___________________________________________________

Expense Category

Funds Requested


Funds Approved
Travel



_______________


_______________

Speaking Fee


_______________


_______________

Equipment Rental

_______________


_______________

Room Setup Fee

_______________


_______________

Supplies


_______________


_______________

Printing


_______________


_______________

Food Services


_______________


_______________

Other (specify)

_______________


_______________

________________________________________________________________________

Total Funds Requested:  _______________  Total Funds Approved:  _______________

Staff Senate Chairperson:  __________________________________________________

                                                            (Signature)                                      (Date)

Staff Senate Chairperson Elect:  _____________________________________________

                                                            (Signature)                                      (Date)

Staff Senate Secretary:  ____________________________________________________

                                                            (Signature)                                      (Date)      
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