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BSG Main Office: Room 109 Seymour College Union 

BSG Business Office: Room 113 Seymour College Union 
BSG Programming and Marketing Office: Room 144 Seymour College Union 
	Evan N. Brengel
	President
	BSG Main Office 
	(585) 395-5612

	Nathan Herbert 
	Vice President 
	BSG Main Office 
	(585) 395-5611

	Stefanie Guarino 
	Treasurer 
	BSG Business Office 
	(585) 395-5617

	Becky Bird 
	Office Administrator 
	BSG Main Office 
	(585) 395-2550

	Kathy Yarid 
	Business Manager 
	BSG Business Office 
	(585) 395-5615

	Kim Popen
	Box Office Manager 
	BSG Business Office 
	(585) 395-5619


BSG Main Office Hours

Monday-Thursday 8am-5pm

Friday 8am-4pm 

BSG Business Office Hours 

Monday-Friday 8am-4pm 

BSG Box Office Hours 

Monday-Friday 9:30am-5:30pm
Purpose of the Club Manual 
The manual covers the basic financial policies of the Brockport Student Government and outlines the responsibilities, restrictions and penalties related to the use of fees. This manual is to be treated as a basic reference.  It is the sole responsibly of the BSG Treasurer to enforce the rules of this club manual.  

Violations of this club manual will result in actions being taken towards the club and/or individuals whom have incurred the violation. 

BSG Mandatory Fee 
The BSG Mandatory Fee is paid by students as part of their student bill every semester.  It is the basis for all of the money appropriated to groups by the Brockport Student Government. 

BSG Tax Status 
BSG is a non-profit organization, 501(c)(3). Under this title, we are exempt from state and local taxes. If a vendor requests proof of this exempt status, simply stop by the business office and a certificate will be completed.

Responsibilities of Student Government Funded Organizations 

Clubs or organizations are responsible for acting in accordance with the BSG Constitution, individual club constitutions and Board of Trustee Guidelines, which have authority over the entire Brockport Student Government organization.

Programs and events that are funded by the BSG mandatory fee must be accessible to all College at Brockport Students. 
All forms of communication, written or verbal, including, but not limited to the Stylus, fliers, posters, pamphlets, advertisements and newsletters that are sponsored by the BSG mandatory fee must include the following logo and phrase: 
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 “SPONSORED BY YOUR BROCKPORT STUDENT GOVERNMENT MANDATORY FEE”

OR

“SPONSORED BY YOUR BSG MANDATORY FEE”

The BSG logo and phrase must both be used and must be in proportionate size to all other lettering or logos used.  The phrase and the BSG logo may never be smaller than ½” type.  Copies of the logo can be obtained in the BSG Main Office, room 109 Seymour Union. 

A copy of all advertising must be presented to the BSG Business Office staff to be kept on file. 

Clubs and organizations must provide proper advertisements to all students at the College at Brockport.  Proper advertisements include fliers, posters, pamphlets, and newsletters. Online advertising is not a sufficient advertisement to reach the majority of the campus.  It should be used in conjunction with posters, fliers, etc. 

Types of Clubs
Class II: A newly recognized organization; may not receive funds from BSG. 

Class I: A club is allowed to obtain funding from the appropriate Activity Committee and/or BSG Board of Directors.  

Chartered: A chartered organization may submit a yearly budget for consideration by the BSG Board of Directors, based upon a recommendation by the appropriate Activity Committee. 

“S” Committee (stationary): This “S’ committee was established for certain clubs that do not fit under the auspices of the committee structure.  They may have an affiliation with a national or regional organization that collects dues or perhaps limits participation.  In this case the students are allowed to organize, but may not receive any funding from the Brockport Student Government mandatory fee.  These organizations will not follow the class status system, they will remain a “S” club for their entire existence.  They will be allowed mailboxes, fundraising, special income accounts, room reservations, etc. 

To maintain the current status at which a club stands and/or to move up in status, a club or organization must fulfill the requirements by BSG.  Requirements include:

· Filing a constitution annually 

· Turning in meeting minutes weekly

· Filling out signature cards and all proper paper work in the Business Office 

Every club will fall under one of the following committees: 

· Academic Council 

· Service Council 

· Cultural Committee 

· Fine Arts Committee 

Club Meetings
Club meetings should be held at least once every two weeks while school is in session.

A quorum to do business is a simple majority of voting members.  All voting on main motions must be by a roll call vote.  Amendment to their bylaws shall require a 3/4 vote of those present at a regular meeting.  Changes in bylaws will not take effect until approved by the BSG Board of Directors.

Robert’s Rules of Order shall govern all meetings.

Club Treasurer
It is the responsibility of each club treasurer to maintain accurate records of the following:

· The status of all purchase orders posted and/or paid.
· The balance of funds remaining in the club or organization’s accounts.

· The income generated by club or organizational activities.

· Location of each piece of equipment and furniture allocated to your club or organization.  At any point the BSG Treasurer may audit equipment and missing or broken equipment will be billed to your club. 


Treasurers of each organization must turn over all financial materials to their successors at the end of their terms of office. Treasurers are strongly encouraged to participate in finance training, which will be arranged by the BSG Treasurer.

Club Advisors
It is the responsibly of the club advisor to do the following:

1. The advisors should serve as a resource expert, introduce new program ideas with intellectual content, point out new perspective and directions to the group, assist group members in development of insight into their problems, point out additional resources within the college or outside community, coach individuals in their duties as discussion leaders or officer, etc. 

2. The advisor should know what projects or events are being planned and should offer ideas and suggestions freely, but should be careful not to dominate programming planning.

3. The turnover of officers and members in a student organization is continual and often the only link with even the immediate past is through the advisor.  The advisor can orient new officers and members to this history and help them build it. 
4. As a representative of the college to the organization the advisor is constantly in the position of interpreting the institution’s polices and regulations pertaining to student organizations. He/she should see that his/her group and its officers know what polices are, why they exist, and the channels to be followed to obtain revisions on these polices.  If the advisor has any questions on regulations, he/she or the officers should consult the appropriate administrative officer. 

5. Whenever possible the advisor should work with, and through, the responsible officers of the organization to maintain standards and control of individual behavior. Incipient or current problems can be identified for the officers to handle and procedures established to deal with them.  Responsibility for self-discipline and internal regulation is in itself a learning experience for the officers and the organization.  

6. The advisor should attend all regularly scheduled meetings ensuring that the adequate files are being kept in conjunction with the treasurer and secretary of the club. 
7. Under no circumstance should the advisor take over the club activities and try to run the club as far as financial matters, elections, or any other aspect of the club.  This is a Brockport Student Government club, paid for by student mandatory fees, and should be run exclusively by the students of that club.
8. Selection of an advisor is solely the responsibility of the student organization expect where prohibited by law. 

Types of Funding
Budgets: Clubs and organizations that are eligible receive an annual budget that is developed in the business office with the club or organizations and passed by the Board of Directors.  Clubs and organizations’ budgets vary significantly and any questions regarding your budget should be directed to the BSG Treasurer.  

Board of Directors: The process for appropriations requests begins with the BSG Appropriation Committee.  Your club or organization should submit a proposal to the BSG Vice President, the Chairperson of the Appropriations Committee, any member of the Board of Directors, and/or the BSG Office Administrator.  After your request has been considered by the Chairperson of the Appropriations Committee it will be introduced to the full Committee at the next regularly scheduled meeting.  Your presence at the aforementioned meeting is required for the Committee to consider your request and it is strongly encouraged that as many members of your club or organization attend as is feasible.  If the Appropriations Committee approves your request it will be recommended to the full Board of Directors at its next regularly scheduled meeting.  The Board of Directors will consider your funding request at this meeting.  Again, your attendance and that of your fellow club or organization members is strongly encouraged.  If the Board of Directors approves your request for funding then the proper fiscal procedures will take place to make the approved monies available to your club or organization. 
Committee Reserve:  A club, which has a Class I or Chartered Status, can approach their committee to ask for additional funding from the committee reserves. The majority of the clubs that are in that committee must be in attendance and a copy of the minutes handed in to the Business Manager. Please note that not all committees have reserves.
Special Income Account: If BSG funds are not used in any way to finance the fundraising event, the event revenue may be deposited into a special income account instead of the club’s regular account.  A special income account sets aside the money raised or donated using the same stipulations that mandatory fee money has on club accounts.  All money in these accounts will rollover to the next fiscal year.  Budgeted clubs may not establish these accounts unless they have an approved specific purpose for the raised funds (as approved by the BSG Treasurer.) All revenue earned by BSG clubs must be spent by BSG purchase orders in accordance with the club manual policies. 

Reimbursements: There will be no reimbursements.  All purchases must be approved in advance.  BSG uses the purchase order system and all clubs or organizations must submit the appropriate forms and a P.O. must be approved by the BSG Treasurer before purchasing any product or service.  
BSG Services 
Clubs, organizations and students are entitled to use the following BSG services at cost:
· Copying

· Postage

· Fax

· Posters

· Banners

· Western Union 
· Money Orders
· Laminating 

· Transparencies

BSG Services for Greek Chapters of the College at Brockport 

Brockport Student Government will make two (2) posters, one in the fall semester and one in the spring semester and one hundred and fifty (150) fliers (black and white only), free of charge for each Greek organization. 
Deadlines for Budget Use
Clubs or organizations must plan on spending 50% of their total BSG contribution during the first half of the academic year.
If a club or organization fails to spend 50% of their budget in the first half of the academic year, they must submit a proposal to the BSG Treasurer three weeks before the end of the fall semester.  The proposal must include a detailed plan on how the funds will be spent for the remaining part of the academic year.  

Excessive spending to meet deadlines will not be tolerated.  

CAPITAL EQUIPMENT - Purchase orders for these purchases are due no later than the last Monday in February by noon. 

Spending Your Budget

Donations:    Clubs interested in donations may donate proceeds only which are above and beyond all costs incurred.  This requires special record keeping by the Business Office and Box Office.  Donations of mandatory fee money cannot be given.  The only exception is when the donation has a direct benefit to the student body on the Brockport campus.  For example the Brockport Fire Department and the local food shelf.

Decorations/props:  Do not make any agreements or commitments to purchase decorations or props before meeting with the BSG Treasurer to discuss the items you intend to purchase including necessary arrangements regarding storage.  These items are the property of BSG and will remain that after the event.

Books:   All books purchased by clubs must be an approved budgeted item and are required to be housed and maintained at the DRAKE MEMORIAL LIBRARY.  (The College at Brockport Library).  

Food:  Clubs or organizations must know the approximate attendance of an event, before purchasing food.  Food orders must be appropriate to the attendance expected for the event.  
Give-A-Ways:    T-shirts, pens, key chains, etc. will be considered by the BSG Treasurer for purchase by clubs or organizations.  Clubs or organizations may only buy one clothing item per academic year.  Items should be used to advertise the club or organization’s mission. T-shirts, pens, etc will be allowed to be purchased IF they are to be given as a give-a-way and will be offered to the entire Brockport student body.  All items MUST have the BSG logo on them.

Membership Fees:  No individual membership fees are allowed.

Prizes:  Must be appropriate to the attendance expected for the event. Gift cards will be limited to $75.00 per event.  When buying prizes from the bookstore, BSG clubs and organizations are not charged tax. Make sure you inform the cashier when you purchase your items.  Prizes must be purchased four days prior to the event.  The business office must be notified that the prizes were purchased.  If any club or organization fails to notify the business office, no prize will be awarded at the event.  NO PRIZES WILL BE PURCHASED AFTER THE EVENT!  All prizes are to be left at the BSG Business office for pickup. A prize form must be filled out with each prize.  These forms are available in the business office.  No cash prizes will be allowed. 
Purchase Order Process 

A purchase order form must be filled out to obtain use of funds from your account.  Each form takes a minimum of two weeks to process, so your club must plan ahead.  There will be no exceptions to this rule.  

Steps to follow:

1. You must pick up the purchase order in the BSG Business Office during the normal business hours (8am-4pm).  A staff member will be there to assist you with this process. 

2. Fill out the P.O. and return it to the BSG Business Office by noon on Mondays to ensure that it will be processed for that week.  Work is processed on a weekly basis so plan accordingly. 

3. Upon return of an approved purchase order you may now begin planning the event or go to a vendor to purchase the approved items on the purchase order. 

· When using the purchase order system, you cannot exceed the amount on the P.O. 

· Funds should only be used for what they are requested for.
· P.O.s turned into the business office after noon on Mondays will be processed in the following week’s work. 

Event Planning
1. Reserve space/room(s) for your event with Campus Life or College Events.

2. Fill out a BSG Box Office Notification Form in the BSG business office. The Box Office is in charge of ticket sales and door control, including events which are free. 
3. Complete and submit any P.O.s that need to be done at least 2 weeks before the event.
Non-Paid Workers: Clubs sponsoring an event at which you will use non-paid workers for the production of the event must obtain proof of health insurance and must have a waiver signed by each person that will be working.  These forms will be kept on file in the BSG Business Office.  Club officers are responsible to see that this is completed.  This must be done prior to any type of practice, or rehearsal, as well as the actual event.  If any individual you wish to use does not have health insurance or refuses to sign a waiver they may not be used for participation in the event.

It is the responsibility of club officers to notify the Brockport Student Government Business Manager immediately, or by the next working day, of any accidents or injuries that occur at an event sponsored by your club.  

Ticket sales: All ticket sales must go through the BSG Box Office.  Clubs may not produce their own tickets, purchase ready-made tickets, or own and use a numbering machine for the purpose of selling tickets to generate revenue.  

If there is change of information for an event and the Box Office is not informed, then there will be a minimum of one-hour Box Office wages charged to the club/organization for a Box Office staff person that showed up unnecessarily. 

Payment: We do not pay performers ahead of time for their services. Payment is in the form of a check only and will be available after the performance.
 BSG is not responsible for any agreements entered into, commitments made, or contracts signed before the purchase order has been approved.  This will become your personal responsibility.
Contracts: Any contract exceeding more than one thousand dollars ($1000.00) must be reviewed by the BSG Treasurer and BSG President before entering into an agreement.  The contract must be presented three business days before agreement needs to be finalized. 

Lecturer/Speaker/Performer/Guest:  If the contract states dinner to be part of the courtesy provided this individual you will be limited to that individual, anyone accompanying them, and a maximum of three (3) students from the sponsoring organization.

Complimentary Tickets: All events in which BSG funds are used, the maximum complimentary tickets shall not exceed one hundred (100) tickets or five percent (5%) of the expected attendance, whichever is less.  All complimentary tickets, unless otherwise stipulated in the constitution or bylaws will be given for promotional purposes only.  These promotions must be open to all constituents of BSG.  At least twenty-five percent (25%) of all complimentary tickets must go to the BSG paying members.  All winners of complimentary tickets must go to the BSG Box Office with proper identification to pick up their tickets. Campus media must furnish the BSG Box Office with the names, duties, and ID badges for their representative covering an event, at least three (3) business days before the start of the event to obtain these tickets.  All comp lists must be in the BSG Business Office two days prior to the event and needs to be approved by the BSG Treasurer.  Once the list is approved no changes can be made without the BSG Treasurer’s approval. 
Essential Information
Alcoholic Beverages:  Will not be funded by mandatory fee or special account money under any circumstances.

Bartering:   No club or organization may trade resources for merchandise and/or cash that are not accessible to the entire student population.  Any trade of BSG resources requires prior consent of the BSG treasurer.  ...Board mandated
Bonuses/Lump Sum Stipends:  Will not be paid to any individual(s) without the approval of the BSG Treasurer. The BSG administrative officers may do so only if the criteria and conditions for bonuses are set up with and approved by the BSG Treasurer and then two-thirds approval by the Board of Directors.  This approval must be completed by the last day in April.  BSG stipend employees may not hold a second paid position through BSG except the BSG Box Office and Event Staff.

BSG Training: Club and organization officers must participate in BSG training. 

Commission:  No commission will be paid to any member of a media organization for advertising for a BSG recognized club or organization.  The BSG Treasurer will provide clarification of this policy in regard to a specific instance.  ..Board mandated.
Conferences/Travel:  Money is given to Colleen Donaldson, Grant Development Director for clubs and organizations to formally request funds from. 

Drawings:  All drawings are to be held in the BSG Business Office.  The actual selection of the ticket winners must be done in the presence of a BSG Business Office staff member.  Officers of clubs or organizations are not permitted to enter the drawings at events run by their club. 

Shipping: Any item that your club or organization purchases must be shipped to The Brockport Student Government Office.  You may pick up your item(s) in the BSG Business Office. 

Special Awards/Trophies/Plaques/Etc.:  If not a clearly defined and budgeted item with approved established rules, regulations, and procedures for selection or determination, this request will not be approved by the BSG Treasurer.  The club must approach the Appropriations Committee and the Board of Directors for approval at which time you must include all proposed guidelines that have been established and approved by your club’s membership.  BSG will not fund awards of any nature given by the club-to-club members and/or officers.

Subscriptions: Are not funded by mandatory fee money with the exception of WBSU and The Stylus.  

Supplies: A purchase order must be submitted and processed at least fourteen (14) days prior to ordering supplies.  BSG has an account with Staples.  Please stop in the BSG Business Office for information on ordering supplies.

Telephones: Club telephones are for necessary business calls ONLY, not for personal use.  Unnecessary long distance phone calls are a VERY SERIOUS OFFENSE.  
Club officers or individuals with access to the area where the phone is located should take every precaution to provide for security of the telephone.  Your club may chose to have a pin number that only certain officers will be allowed to use for appropriate long distance calling and the telephone line should be restricted to local calls only (see BSG Office Administrator to set a pin number).

Transportation:  At no time will a club or organization be able to use mandatory fee money given to them by BSG for private trips.  This includes trips to the mall, dinner, etc. A trip planned by a BSG funded club must be public knowledge, properly advertised and made available to any student paying the mandatory fee.  Costs and mode of transportation must have advance BSG Treasurer approval. 
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