KSA FUNDING GUIDELINES 2006-2007
KSA CLUB FUNDING SOURCES
1)  SOFO Funds – Corporate Sponsorship
· Any attempt to solicit corporate funding must be coordinated through Jennifer Johnson in Kellogg's Corporate Relations office.  Please contact Michelle Brandt for information on phone-a-thons. 
2)  KSA Funds

· These funds come from the student dues collected before each quarter.  Rules are developed and enforced by the KSA VP of Finance to ensure that the funds are spent responsibly on activities and events that benefit the entire Kellogg student population.

KSA FUNDING APPROPRIATENESS

Permitted Expenses
· All KSA funds must be used for events / activities that benefit the student body.  Students must have the opportunity to attend the event if they are interested, but it is not required that the event or club be of interest to all students.  All activities must be made available to the whole student body.  This must be accomplished through:
· Posting the event on the Serial Calendar 
· Sending an e-mail to the club listserv
· Awards – KSA will fund no more than $25 per award (e.g. plaques, recognition certificates, small gifts, please note that NO cash prizes are allowable).
· Competition Entry Fees – Entry fees for tournaments and case competition are allowable.
· Club Social Events – Clubs may expense no more than $400 per event or $25 per person for each person present at the event (which ever amount is lower).  
· Mailbox Stuffing – KSA will only fund one mailbox stuffing per quarter for no more than $100. 
· Speaking Events 

· Food and beverage 
· Supplies (e.g. cups, plates, napkins)
· Tangible or physical gift of reasonable value for speaker
· Sports Clubs – equipment that is necessary for the event (e.g. tennis balls)
Prohibited Expenses
· Copies – Copying expenses greater than $100 are considered excessive and will not be funded.  Note: all copying should be done through the Copy Center in the basement of Jacobs – it’s cheaper.
· Credit Card / Late Fees – No credit card or late fees of any kind are reimbursable even if the card is used for club purposes.
· Illinois Sales Tax – Sales tax of any amount will not be covered by KSA funds.  Use the NU tax exempt letter.
· Office Supplies – No reimbursement for poster board, tape, markers, or other supplies that are provided free in the Student Affairs Office.
· Promotional Items – no promotional items of any kind - examples include T-shirts, mugs, key chains.
· Speaking Events - fees, accommodations, meals, or transportation (NU rule - SOFO will not fund either). 

· Transfer of Club Funds – Transfer of one club’s funds to another’s is not allowed unless previously approved by the KSA VP of Finance.  
· Transportation – No transportation expenses to and from events for club members. 
Other Guidelines
· Unused KSA funds revert to the KSA's general account at the end of each year. 
· During spring quarter, expenses in excess of $400 require KSA VP of Finance approval.
KSA EXPENSE PROCEDURES

Receipts

· No Illinois Sales Tax is reimbursable. Students should present the NU tax-exempt letter to the vendor. 

· No receipts over 90 days old will be reimbursed. 

· Original receipts are required for reimbursement - no copies. 
· Credit card statements do not suffice as original receipts.  Only itemized receipts will be accepted. 

· All requests for KSA funding reimbursement should be put in Brad Wiedman’s mailbox.
· Club Treasurers are responsible for reconciling the club SOFO & KSA accounts. 
· KSA funds are not given in a lump sum - you need to submit invoices and receipts for each event. 
Payments to Individuals

· Contracts are required to pay INDIVIDUALS for services rendered

· Students CANNOT sign contracts

· Contracts must have: 

(1) Kellogg school administrator’s signature

(2) vendor signature

(3) individual’s social security number

(4) individual’s permanent address

· Additional information or questions see Deborah Garcia (847-467-3525)
Payments to Businesses
· Only deposits are acceptable.  
· Full payment prior to delivery of services is prohibited.  
· Full payment can only be made after all services have been rendered.
SPECIAL FUNDS

SOFO Accounts
· Revenues generated by clubs through club events / activities can be aggregated in a club SOFO account (e.g. collection of membership dues, collection of funds for a group purchase of t-shirts).  See Deborah Garcia (847-467-3525) if you are interested in setting up such an account. 

· All requests for SOFO reimbursements should be given directly to Deborah. 

Additional Funding
A limited amount of funding is available for clubs that use their entire budgets on KSA-approved events and want to schedule an additional event. Clubs should contact the KSA VP of Finance at least two weeks prior to the event for authorization. Clubs demonstrating strong performance in their quarterly and annual reviews will be given preference.
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All clubs change leadership during the spring quarter.  It is mandatory for each club to notify the KSA VP of Finance who the club Treasurer is (i.e. who can approve club expenses).  The old and new Treasurers also must complete the Transfer of Approval Rights form available from Deborah Garcia.
