TO:  

Service & Activities Fees 2017 - 2018 Applicants
DATE:

May 23, 2017
Welcome to the Service and Activities Fee (S&A) hearing and allocation process. This information is intended to serve as a guide to help streamline the process for S&A Fees, and inform you of the rules and procedures for this year. Registered Student Organizations (RSOs) will request their full academic year budgets during this fall committee. Please see Pat McQuitty with questions. 

Listed below are the stipulations and rules for the S&A Fee requesting process for Registered Student Organizations:

1.  A student must make the presentation to the S&A Fees Committee.

· The committee will be allocating student fee funds, and all groups requesting funds will need to show student interest in the organization and demonstrate student involvement in decision-making throughout the organization.

2. The total number of presenters will be limited to three (3) people.
3. The Advisor/Director or their designee must sign the application and be present at the hearing/presentation.

· The advisor must be prepared to expand on the student’s presentation if needed, and will almost certainly be asked to answer questions related to the services and/or programs.

· It is also strongly encouraged that the individual responsible for the budget is present to answer questions.

4. Academic year and one-time Major Equipment/Capital Project requests will be heard at the same time.

· Groups intending to make a request for the academic year will need to sign up for a 10-minute time slot and the committee will hear the requests in subsequent order. 

· Groups presenting a request for a One-time Capital/Equipment allocation will sign up for a 10-minute presentation time following their academic year request. 

5. There will be a 10-minute time limit for each request, which will be strictly enforced.

· Please prepare a five (5) minute presentation of your requested budget and leave the remaining five (5) minutes for questions from the committee.
6. Please provide detailed information on how these funds will be used to benefit student services and/or programs such as:
· Number of students impacted directly and indirectly

· Number of services and/or programs offered and participation rates

· Beneficial outcomes from the service and/or programs

7. Budgets will include a summary of the 2016-17 approved budgets, the 2016-17 actual expenditures, and the proposed budget for the 2017-18 year. 
· Organizations are not allowed to carry forward S&A funds from one fiscal year to the next.  

8. Submitted budgets will be filled out using the provided template.

· The committee will only consider budgets using this template.  The template will allow the committee to distinguish between what groups will need for the coming year to maintain current services, and those groups who have requests for potential expansion.

9. Lastly, please arrive 10 minutes prior to your scheduled time.
· This request is made to make the schedule easier to follow, gives clubs time to fill out a media release form, and also makes it possible to continue through if a preceding organization is able to finish their presentation early.

· S&A Committee meetings are open to the public, so you are welcome to attend beyond your presentation time.  

Please recognize that despite the long and often arduous process for S&A Fee allocations, it is designed for the single purpose of providing services and programs for all students at Washington State University Health Sciences Spokane. 
Please keep in mind as you prepare your presentation that the committee may not be able to grant all the needs of the campus community.

TIMELINE 
Friday, September 8:

S&A Fee Applications available



Friday, September 22:
 
S&A Fee Applications due by 4 PM


Week of September 25-29:
Sign-ups for budget presentation time-slots

Week of October 2-6:

Presentations/Hearings


Week of October 9-13:

Applicants notified of budget recommendations 

Once you submit your budget request via email, Pat McQuitty will contact you regarding signing up for a presentation time-slot.    

S&A FEES SPENDING GUIDE     
Please see the attached “Service and Activities Fee Spending Guide for Advisors, Staff and Students” to ensure your request includes permissible uses of S&A Fees.

If you have budget or general questions regarding completing the application, contact Pat McQuitty, Student Involvement Program Assistant, (509) 358-7921, or pat.mcquitty@wsu.edu. 
Attachments:

S&A Fee Application & forms

Spending Guide for Advisors, Staff and Students
Budget Request Excel Spreadsheet (with Example budget)

Applications must be submitted via email by Friday, September 22, at 4 PM.  The application should be submitted as a Word document (.doc) and the budget should be submitted as an Excel document (.xls).  Email all applications to pat.mcquitty@wsu.edu.  



APPLICATION for Student Service & Activities Fees 

2017-2018
2017-18 S&A FEES COMMITTEE

ACADEMIC YEAR APPLICATIONS
Application Deadline:  September 22, 2017
Via email at: pat.mcquitty@wsu.edu
APPLICANT DIRECTIONS:

· Answer each of the following questions completely.

· Please clearly identify which question is being answered.

· Your application should not exceed the information specifically requested.

· Your application must be signed by the Advisor/Director or their designee.

Submit an electronic copy of the completed application to Pat McQuitty at pat.mcquitty@wsu.edu by September 22, 2017.  Please copy your advisor when you submit your final club budget via email.  
Service & Activities Fees are allocated for the express purpose of funding student services and activities and are not for the direct support of academic programs.  State law requires that if programs funded are devoted to political or economic philosophies, a spectrum of ideas shall be presented.  Other criteria for awarding funds are: 

1. Providing a student environment which contributes to cultural and social growth;
2. Providing services/activities and facilities that are otherwise unavailable; and,

3. A reasonable balance between events aimed at attracting the highest student attendance and events aimed at specific community and/or cultural events.

For a complete application, you must submit:
1. Cover Page - Complete all sections.  Attached is a Sample Cover Page.

2. Budget Request - Use the budget template provided to show your approved budget for the 2016-17 year and the actual expenditures for the 2016-17 year as well as your proposed budget request for 2017-18 year.  If you have not previously received funding, the approved budget column should be left blank.  The budget template is a Microsoft Excel spreadsheet.

3. Budget Detail/Narrative – Please provide further detail of line items in the budget template.  See Sample Budget Detail/Narrative for reference. 

Cover Page Form    
Service & Activity Fee Request

2017-18 Academic Year

Organization Name:
__________________________
Email Address:

__________________________ (Final recommendations will be emailed to this address)
Representatives:
Club leader name & email: ____________________________________



Club leader name & email: ____________________________________



Advisor name & email: _______________________________________
2016-17 S&A Funding:   $____________________________
2017-18 Start-up Funding:   $____________________________
2017-18 S&A Request:
   $____________________________


Applicant information: (tell us about your organization)
Please describe how prior year funds were used to positively impact/improve campus culture.
Does your organization have other funds?  If so, please explain how the funds are spent.  
Other comments:  
Budget Detail/Narrative Form 
Please provide a detailed explanation of each line item in your budget request.
 Cover Page (EXAMPLE)   
Service & Activity Fee Request

2017-2018 Academic Year

Organization:

WSU Spokane Excellent Club on Campus
Email Address:

butch.cougar@wsu.edu 
Representatives:
Linda Club Leader, superdooper@wsu.edu



Gregory Club Leader, TooCool.ForSchool@wsu.edu



Wise Advisor, employed@wsu.edu
2015-2016 Funding:
$__1,185__________________________
2016-17 Start-up Funding:   $__250__________________________

2016-2017 Request:
$___2,465_________________________


Applicant information: (tell us about your organization)
The Excellence Club on Campus is a Registered Student Organization (RSO) dedicated to being the best possible, most involved group promoting the importance of being an excellent student.  We meet monthly reviewing everything that we excelled in since the last meeting and then set goals to excel in the future.  We support each other and plan events for the campus community.  Each month we have events to promote excellence.  Last year we had a great turnout for Excellent Study Habits.  Each of our members received an award for being Excellent in everything they do.  

Please describe how prior year funds were used to positively impact/improve campus culture.

Last year we distributed funds in various ways to not only support our club, but welcomed students from around the campus.  The funding helped provide food for our fabulous all-campus events.

Does your organization have other funds?  If so, please explain how the funds are spent.  
We collect membership fees that are used for national membership dues.

other comments:  
We are an excellent group and deserve excellent funding!

 Budget Detail/Narrative    
Please provide a detailed explanation of each line item in your budget request.
Lecture Series:  Once each semester, we would like to bring an excellent off-campus speaker and provide an honorarium.  We budgeted $200 for speaker fees and $100 for food.  We will be serving pizza or sandwiches to keep expenses down.  Advertising costs $30.
Lecture Series Speaker Travel:  We will have travel expenses for our Lecture Series.  We can provide excellent accommodations with minimal expense.  We are requesting $700 for flights, $200 for hotels, $150 for food, and $125 for car rental.  

Student Travel to Regional Conference:  Funding would allow five (5) members of our group to attend a regional excellence conference.  We budgeted one-night lodging, per diem, and mileage.  Total of $960 requested.
Updated 5/23/17

