Internal Procedures for the Grants Committee

The Grants Committee shall be governed by the Clark University Student Council financial bylaws including but not limited to 301, 302 and 303.

Grant Application

As stated in bylaw 303, sec 5a, any student paying the Student Activities Fee may submit a request for special funding using the online form found on the Clark University Student Council website. In case the online form is not available, paper-based submissions or emailed electronic copies will be accepted. If the last one is chosen, the Grants Committee Chair may use the Student Council Budget email (CUSCBudgets@clarku.edu) to receive and process budgetary requests. To get more information on how to manage the online submission system and/or use the Grants Committee email, the Grants Committee Chair may contact the Student Council Advisor and/or the ITS designee.

The request shall be received by the Grants Committee Chair at least 72 hours prior to the Grants Committee meeting and at least four weeks prior to the date of the event counting from the deadline for special budget submission (please see below for an example of the timeline.)

In special circumstances, the Grants Committee may waive the four week deadline with a ¾ majority vote, which shall then be confirmed by Student Council with a 2/3 majority vote at least two weeks prior to the date of the event. The rationale for the waiver shall be clearly stated in the minutes.

Decision-making


General Guidelines
Petitioners should be strongly encouraged to attend the Grants  Committee and the Student Council meetings in case any of the two parties have questions regarding the budgetary request. After hearing from the petitioner, the Grants Committee shall vote on a recommendation, which shall then be announced by the Grants Committee Chair at the next regularly scheduled Student Council Meeting.


In reaching a decision, the Grants Committee shall be governed including but not limited to bylaws 303 sec2, sec3 and sec4a (see below.)

Sec 2
All monies not spent in a given time period shall be rolled over to the next period.

Sec 3
Regardless of when a funding request is made the money shall be allocated from the time period which the event will take place.

Sec 4a
No more than 25% of a special budget allocation can be spent on food, unless the Budget Committee specifically grants an exemption to this rule (the committee’s simple majority vote is sufficient to grant the waiver.)

Funding Qualifications

The overarching principle used by the Grants Committee in making all recommendations is that the funds to be distributed must be used in a way that satisfies a substantial student need. The request must be feasible and utilized in a way that is beneficial, or will bring some benefits back, to the Clark Community. 


In order to qualify for a Grant from the Student Activities Fund the applicant must meet the following criteria

· The Grant requested may only be used to fund activities which will either benefit Clark Students or were initiated by Clark students

· The Grants Committee should not be the only source of funding for the event or activity. In the event that the Grants Committee is the first/only organization which will sponsor an event or activity a legitimate reason must be provided in writing to the Grants Committee. The Grants Committee will take this explanation into account during the recommendation process. 

· Reasonable attempts must be made by the petitioner to publicize or raise awareness of the event. This includes fundraising, advertisements, general interest events, etc. 

· The applicant must provide all relevant information in the Grants Request Application (see attached).  

Funding Exclusions
The Grants Committee will not issue grants to fund the following

· Speaker transportation, lodging, fees, and honoraria
· Student personal expenses, such as travel and gas compensation
· Compensation for services provided by members affiliated with the applying group/event. 
· Funding for other students not affiliated with Clark University 
Unless requesting funding from the Activism Fund, the Grants Committees will only fund registration fees for off campus events. Expenses including but not limited to travel, food, and housing shall be considered as personal expenses and shall not be part of the Grants Committee recommendation. 

Grants Committee Recommendation Process


The Grants Committee when determining a recommendation will conduct their meetings in the following format:



The first part of the recommendation process will be a general inquiry session. During this time Grants Committee members and the Treasurer may question applicants about the event as a way to gain more information. At this time applicants and Grants Committee members may present additional information that was not provided in the Grants Application. The session will end when all Grants Committee members have concluded their questioning. The Grants Committee Chair will then inform the applicant about the recommendation process and ask the applicant to leave the room. 

The second part of the recommendation process will be the deliberation session. During this time Grants Committee members will discuss their findings and make a final recommendation. This will be a closed door session. The Grants Committee will make their recommendation by consensus unless the Grants Committee Chair calls for a vote. The Treasurer is prohibited from voting unless there is a tie, in which he or she will cast the deciding ballot. 
25% Food Cost Waiver

Unless the applicant receives a waiver from the Grants Committee no event or program may use no more than 25% of Grant funding on food and beverage cost for the event. 

Applicants will have to fill out a waiver in order to receive a Grant without this stipulation, in which they must explain how the event that satisfies a substantial student need. The request must be feasible and utilized in a way that is beneficial, or will bring some benefits back, to the Clark Community (see attached).

Four-Week Event Waiver 

Grants requests must be submitted at least four weeks prior to the date of the event counting from the deadline for special budget. Grants Committee may waive the four week deadline with a ¾ majority vote, which shall then be confirmed by Student Council with a 2/3 majority vote at least two weeks prior to the date of the event..

Applicants will have to fill out a waiver in order to receive a Grant with a Four-Week Waiver. Applicants must explain how the event that satisfies a substantial student need. The request must be feasible and utilized in a way that is beneficial, or will bring some benefits back, to the Clark Community (see attached).

Criteria the Grants Committee will use in granting this waiver include, but are not limited to:

· Substantial Student Need

· Benefit to the Clark Community

· Extraordinary Circumstances/ Time sensitive opportunity

· Planning and organization of the event 

· Attempts at Co-Sponsorship

· Attempts at Fundraising

· Proximity of event to allocation

Deliberations

The Grants Committee Chair and/or the Student Council Treasurer shall provide the members of the Grants Committee with any relevant and available information pertinent to each special budget request (e.g. amount of funds left in the current budget, previous special funding allocations, etc.) 

Criteria the Grants Committee will use in issuing a recommendation include, but are not limited to:

· Substantial Student Need

· Benefit to the Clark Community

· Planning and organization of the event 

· Attempts at Co-Sponsorship

· Availability of Co-Sponsorship

· Attempts at Fundraising

· Attempts at acquiring Outside Funding

· Likely attendance of the event

· Number of times applicant has applied for a Grant

· Funds available in funds which Grant is requested from

· Funds at applicant’s disposal for use towards the event 

· Inclusiveness of the event 

· Potential to encourage activism/increased interest 

· Information provided by applicant at the inquiry session

Funding Selection


The Grants Committee may recommend that the Grant be provided by multiple funds if the event qualifies for use from more than one fund. 
Postponing a Request
Due to the lack of sufficient information, the Grants Committee shall have the right to postpone any special budget request until the next regularly scheduled Grants Committee meeting. The Grants Chair shall inform the petitioner about this decision within 72 hours before the next Grants Committee Meeting. All Grant applications in which no applicant appears at the inquiry session will be automatically be postponed unless the applicant waives their attendance at the meeting.  

In case a decision cannot be reached during the regularly scheduled Grants Committee meeting, the Grants Committee Chair shall attempt to gather more information on the special request for funding and email the Grants Committee members, at least 72 hours before the Student Council meeting, asking to vote via email. The Grants Committee Chair will propose the recommendation and members will vote Yea, Nay, or Abstain.

Abstention, Withdrawal, and Amendements
If there is a member of the Grants Committee who is expected to benefit from the funds allocated by the special budget request, that member is expected to remove him/herself from the decision. Similarly, if a member finds he/she is unable to act without bias, it is expected that member will remove him/herself. A vote can be taken within the committee if members believe that a member is bias; a simple majority is needed for it to be passed.

In the event that the Grants Committee Chair finds it necessary to abstain from a decision, he or she will be required to leave the room during the general inquiry and deliberations and the Treasurer will chair the meeting, only voting in the event of a tie. At the Student Council meeting the Grants Committee Chair will make the motion, however the Treasurer will explain the committee’s rationale. The Chair is required to abstain from this vote.

In the event that new information comes up at the Council Meeting that would have changed the Grants Committee's recommendation, the Grants Committee through the Grants Committee Chair will be permitted to withdraw the recommendation. The Chair will schedule a meeting with the applicants affected by the withdrawal of this recommendation to be held at the next scheduled Grants Committee Meeting. 

The Grants Committee Chair will only be permitted to accept friendly amendments to a Grants Committee recommendation only if the amendment relates to discussion held at the Grants Committee meeting. 
Conditions

The Grants Committee, by a ¾ majority may apply specific conditions to the recommendation. If the conditions are approved by Student Council the applicant will not be able to receive the funds until the conditions are fulfilled. It is the responsibility of the applicant to email the Grants Committee Chair proof of compliance to the conditions, in which the Treasurer will be informed and Grant funding will be provided.

Conditions added to recommendations include, but are not limited to:

· Advertizing the event

· Fundraising

· Seeking co-sponsorship

· Instituting specific activities or events prior to the event which the Grant is requested.

· Instituting specific activities or events prior to the event which the Grant is requested.

· Finalizing plans for the event.

Release from the Committee

The Grants Committee, by a ¾ majority may release the Grants request from their Committee and recommend that Student Council allocate funding from a different source, such as Cumulative Surplus, out of the Grants Committee’s jurisdiction. 

Funding Selection


The Grants Committee may recommend that the Grant be provided by multiple funds if the event qualifies for use from more than one fund. 
Event Follow Up


All events receiving Grant funding must submit a form detailing specifics of their event including a complete and itemized budget, actual attendance, and a brief action plan (one paragraph minimum) stating how they will improve their next event. 

Grant Appeals


The Grants Committee, by a ¾ majority may decide to hear a Grant application a second time after Student Council has made its allocation only in the cases of extraordinary circumstances which would warrant the need for additional funds. The Grants Committee may either recommend no additional funding or additional funding of a specified amount. Student Council will then determine the final allocation. 


Grant applicants may only have one appeal heard by the Grants Committee per event. 

Activism Fund
Fund Definition and Decision Making
The Activism is a special fund available for use by students to be utilized for events and activities that non-violent and intended to raise awareness or promote systematic change around a specific issue. Grants from this fund may be used towards, but not limited to, capacity building events such as conferences, workshops, leadership-training, networking, and coalition building, and transportation, lodging, and food costs for off-campus activist events such as rallies, lobbying, boycotts, protests, direct action, and media activism. Grants from this fund may also be used for on-campus events that benefit specific charities or local community organizations. 


The fund is not intended to meet all costs of the activist event, but to alleviate costs for individuals and student organizations. 

Criteria the Grants Committee will use in issuing a recommendation include, but are not limited to:

· Necessity/Urgency of the event or activity

· Potential effectiveness of the event or activity

· Benefits brought back to the Clark Community resulting from the outside event/activity

· Planning and organization of the event 

· Attempts at Co-Sponsorship

· Availability of Co-Sponsorship

· Attempts at Fundraising

· Attempts at acquiring Outside Funding

· Attendance of the event by Clark Students

· Funds available in Activism Fund

· Funds at applicant’s disposal for use towards the event 

· Potential to encourage activism/increased interest 

· Information provided by applicant at the inquiry session

Funding Exclusions


Funds from the activism fund will not be used as a direct donation to a specific organization or political campaign. 

Committee Recommendations and Funding Qualifications 


The Grants Committee when recommending a Grant from the Activism fund shall either recommend funding of the full amount, partial funding, or no funding.


If the Grants Committee recommends partial funding the Grants Committee Chair must specify to Student Council what exactly is being funded. The Committee in issuing partial funding is allowed to take into account co-sponsorship potential and opportunity to fundraise. The Grants Committee may decide to fund only specific portions of the activity budget or provide a per person budget for the event. 


The maximum allowance of funding per student is $40 per day for the activity. 

Event Follow-Up


Any group that receives a Grant from the Activism fund for an off campus activity is required to host an event or activity on campus in which they either apply skills learned at the event or bring awareness about their activist cause. 


Applicants receiving funding from the Activism fund must submit a proposal for this event to the Grants Committee Chair before the end of the semester in which the activity which the funds were allocated. This new event must occur before the end of the academic year. 


On campus activist events must follow the same guidelines as off campus events or activities that receive activism funding. This event must focuse on bringing awareness to the activist cause to the Clark Community. 
Committee Representation


At least one member of the Grants Committee must be affiliated with an activist group. At least one member of the Grants Committee must not be affiliated with any activist group. 

Grants Committee Chair Responsibilities

· Maintain an accurate record of funds left in each quarter, following the breakdown provided by bylaw 303 sec1. The Grants Committee Chair shall then inform the Grants Committee and the CUSC at each meeting of the amount of funds left.

· Submit the Grants Committee recommendations to the Student Council President no later than 24 hours before the Student Council meeting.

· Schedule a meeting time with the Grant applicant

· Inform the Grant applicant by e-mail of the recommendation of the Grants Committee

· Follow up with applicants if there are any questions/ additional assistance can be provided outside of the Students Activities Fund

· Facilitate dialogue between organizations and departments as a way to increase co-sponsorship

· Compose an agenda for each Grants Committee meeting.

· Maintain an accurate record of the submitted grant requests, their allocations and Grants Committee agendas. It is highly encouraged that the Grants Committee Chair uses a Student Council binder for these purposes.
Orientation

Returning members will hold an orientation whenever a new member is appointed to the committee. The specifics of the orientation will be determined by the Grants Committee Chair. Additionally Student Council may require the Grants Committee Chair to hold an information session advising group treasurers about the new Grants qualifications
Special Budget Request Timeline (accurate as of November 2008)

· Submit a Grant request – Monday by 6:15pm

· Budgets shall be submitted online via the Student Council website

· Grants Committee meetings will be held in the Student Council Office on Thursday starting at 6:15 pm. Meetings are scheduled in 15 minute intervals. 

· Sunday/Monday- Applicant receives notification of the Grants Committee’s Recommendation

· Group meets with Mike McKenna to fill out Event Registration Form – Following Monday

· Recommendations brought to Student Council – Following Wednesday

· Event occurs – At least four weeks after the Monday deadline for grants submission

Grant Application

General Information

Your Name:

Your Clark E-Mail:

Your Cell Phone Number:

Student Group:

Name of Event or Activity:

Date of Event or Activity:

Expected Attendance:

Who is allowed to attend?

What attempts have you made to publicize the event?

Place to be held:

Budget Break Down:

Have you co-sponsored with any groups? If so which ones and how much are they contributing?

If not, have you made an attempt to co-sponsor? If not, why?

Have you sought outside funding?

What is your organization’s current budget?

Has Student Leadership and Programming processed any applications on your request? If yes, explain:

Will the funds requested be used to purchase equipment?

Additional Information:

Waiver Application
Do food expenses exceed 25% of your event/activity budget? If yes explain why the Grants Committee should issue a waiver.
Will your activity take place less than four weeks from the date of the allocation (two Wednesdays after the request is submitted)? If yes explain why the Grants Committee should issue a waiver. 

Activism Application
Would you consider your application eligible for the activism fund? If so explain  
