Official Student Activities Fee (SAF) Handbook
Dear Student Leader:


The Student Activities Fee Committee is challenged each year with the responsibility of reviewing the budget proposals of many student organizations and individuals and then allocating the funds appropriately. This handbook has been compiled to assist all organizations and individuals by answering frequently asked questions. Within this handbook, you will find sample budgets and guidelines to follow. If you have any suggestions about this handbook or any questions in general, please feel free to contact the current SAF Chair. You may also make reference to our official constitution in the Student Handbook.

The Procedures of the SAF Process

Budget Proposal 


The budget proposal should follow a standard financial budget format as demonstrated by the sample budget that is attached with the Budget Proposal Form. List your expenses first and then all revenues with a final summation of the amount you are requesting from the SAF Committee. Once your proposal is completed, turn in one hard copy to the SAF mailbox in the Office of Student Leadership and Service (202 Cate) and one electronic copy to SAF@email.meredith.edu by the deadline located in the Student Planner. Both electronic and hard copy must be received in order for the SAF Committee to review the proposal. It will be considered at the following meeting of the SAF Budget Committee.

SAF Committee Meetings to Review Budget Proposals

The SAF Committee will meet at least once a month to review budget proposals received. During the meeting the SAF Committee will discuss and vote to make a decision on whether the proposal is approved, disapproved, or partially approved. 


 Each year, SAF has a designated amount of money based on enrollment available for the organizations/individuals applying for money. However, it is still important for the groups/individuals to allocate funds wisely, because it might potentially affect their group or other student organizations. The SAF Committee will do its best to fairly allocate the SAF funds to organizations/individuals that apply. Money that is not spent each year does not get recycled to our student organizations next year—it disappears back in to the Meredith College General Fund unless the SGA Executive Committee and SAF Committee make a decision on how to use remaining funds. 


The main contact on the Proposal Form of those people or organizations that submit proposals will receive a notification letter by e-mail within seven days of the SAF Committee meeting as to whether or not the proposal was approved. If the amount requested was approved or partially approved, the Notification Letter will have an attachment of a contract that will state the amount approved as well as the date in which the reimbursement form along with all receipts must be turned in. The SAF Chair, Organization President, Advisor, Treasurer, and Event Planner must read and sign the contract.  It is the responsibility of the main contact to print the contract and to get signatures and return to the SAF mailbox in the Office of Student Leadership and Service (202 Cate) within two weeks of receiving the Notification Letter.  If the amount requested was not approved, the organization/individual will be given some information/explanation. If necessary, talk with the SAF Chair about a resubmission or appeal.
Reimbursement


All purchases are made by the organization/individual and will be reimbursed by the SAF account. Once a SAF supported event has been completed, the actual expenditures in budget form alongside with the original budget numbers and ALL receipts and PO’s must be turned in to the SAF Budget Committee within 30 days. An example of the actual expenditures in budget form alongside with the original budget numbers is attached with the Reimbursement Form. If you experience a problem with meeting the deadline, email the SAF Chair as soon as possible to inform her of the problem. Once the Chair has reviewed and approved the report, the SAF Chair will notify the Accounting Office to transfer the SAF funds into the organization’s account. The main contact along with all persons involved with the Contract, will be notified about the transfer of funds. 
Appeals and Resubmissions


If your proposal is denied or not fully funded, you may revise/edit the original proposal and resubmit it at the next deadline, unless time is a factor—then you can submit by email earlier. You also have the option of appealing a denied proposal within one week of notification. The appeals process will include the SAF Chair, one SAF Budget Committee Representative, two SGA Executive Committee Members from the following: President, Vice President, and Secretary, and the representative of the organization submitting the proposal. 
Guidelines of the SAF Budget Committee
For additional information regarding the SAF Budget Committee, please refer to the SGA Constitution in the Student Handbook.


When considering proposals, the SAF budget Committee looks to see if the request fulfills the purposes of the Student Activities Fee and that it benefits the Meredith community as a whole. The committee will consider the overall impact and benefits to the Meredith community and will review each proposal on a case by case basis. The Budget Committee reserves the right to look at each proposal on an individual basis, which may include instances that have taken place in previous years and that are relevant to the topic at hand in discussing financial matters; however, the previous instances should not be the sole determining factor. 

Purpose:

· To improve campus event programming at Meredith by increasing the quality of the programs and activities (i.e. weekend events).

· To provide funding for student-driven projects designed to improve the quality of life for Meredith students.

· To reduce the overall yearly expenses for an individual student to attend some major campus events.

· To encourage the student body to become more action-oriented as they develop projects and make decisions regarding the overall Meredith community.

General Guidelines:

1. Only approved Meredith College student organizations will be considered for funding. 

2. Currently enrolled students may apply for funds as an individual or a group of individuals. Particular attention will be made when considering these proposal that a staff or faculty member at Meredith is involved in the implementation of the project. If an individual (not a student organization) is requesting space on campus, the Events Office will grant room reservations with a plan of action provided to the Office of Student Leadership and Service and a staff or faculty contact.
3. Student Activities Fee funds may not be used as donation (i.e. for charities or other related groups/individuals). All profits will be used to offset the cost of the event/project. For example, if the SAF Budget Committee allots $2,000.00 for an event and your organization makes a $500.00 net profit off t-shirt sales, then SAF will reimburse you for $1,500.00. Some exceptions will be made for classes who receive funding for their events decided by the SAF Budget Committee when the proposal is submitted. Other exceptions would have to be approved by the SAF Budget Committee.

4. SAF does not grant funds for events solely to be used for food purchases. 

5. SAF funds may not be used to fund scholarships or grants.

In applying for the Student Activities Fee, you are expected to abide by the Honor Code:


We, the Meredith Community, are committed to developing and affirming in each student a sense of personal honor and responsibility. Uncompromising honesty and forthrightness are essential elements of this commitment. The Honor System is a method by which individual honors are protected and maintained. Any dishonorable action will be regarded as a violation of this commitment, and corrective action will be taken.

If I am in violation of the Honor Code, to prevent jeopardizing the Honor System or weakening our system of self–government, I have an obligation to report myself to the proper authorities. If I am aware of a violation of the Honor System by another student, I shall call this matter to the attention of that student as a violation of responsibility to the community.

In choosing Meredith College, I am accepting the Honor System as a way of life. As a Meredith student, I am responsible for insuring that the Honor System is at all times carried out.

