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I. Introduction

Please contact the Comptroller at gsocomptroller@syr.edu if there are any questions or
concerns about the provisions for using funds. If you are not familiar with GSO pre-approval
or reimbursement procedures, please contact the Comptroller before any spending occurs.
Pre-approval is required for all reimbursements.?

The GSO budget will consist of funds allocated at the annual GSO Senate budget meeting.
The funds allocated at this meeting can include both the Operational Budget® set by the
University and projected fee revenues for the upcoming Fiscal Year. To maintain the ability of
the GSO to fund its operations and programming, the GSO shall maintain a reserve within
Carry Forward* of a minimum of $50,000. This reserve may be used only when acute funding
emergencies arise, and only with the approval of the GSO Executive Board and notification of
the GSO Senate. As the GSO is a non-profit organization, it will strive to keep unspent funds
to a minimum to prevent the accumulation of a large Carry Forward fund, except in the case
of specific long-term GSO goals.

Changes to this document may be made by the Comptroller, with Senate approval obtained
at the next Regular Senate Meeting. The Comptroller, in consultation with the Finance
Committee (FC), will make periodic review of this document to ensure it matches with
university policies and GSO Senate directives.’

Il. RGSO Provisions for Using Funds

Organizations must meet their stated categorical requirements as follows before using any
allocated funds from GSO.

1. Registration and Recognition - To receive funds from the GSO, all organizations
must be recognized and in good standing with the GSO. Good standing is defined as
being registered with the GSO through the Vice President of Internal Affairs and
approved for funding by the Finance Committee, while organizations with both
graduate and undergraduate members must also register with the Office of Student
Engagement. The Registered Graduate Student Organization Handbook, located on

2 As the GSO operates exclusively by reimbursement (except in rare circumstances), pre-approval ensures
any graduate student who spends money up front will be reimbursed. Pre-approval guarantees that the
expense does not violate GSO or University policies that might endanger reimbursement.

3 The Operational Budget is the amount of money guaranteed to the GSO by the University Budget Office
for planning the GSO Budget. It is purposefully conservative and the actual student fee revenues are
traditionally larger.

4 Carry Forward is the University's term for the unspent revenues of previous fiscal years.

> The Comptroller will update the links in this document as website changes occur.
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the GSO website, contains registration requirements and procedures.®

2. RGSO Annual Budget Allocations - At least 20% of the total GSO Operational Budget
will be allocated to RGSO programming between both the annual budget of RGSOs
and Special Programming.

a.

Funding for Academic (Departmental) RGSOs,” whose membership numbers
are easily verified, will be allocated on a $25 per fee-paying graduate student
basis, capped at $2,000. No Academic (Departmental) RGSO shall receive these
per capita annual budget funds for graduate students in departments and
programs already covered by another Academic (Departmental) RGSO.

Funding for Non-Academic (Non-Departmental) RGSOs will be allocated in
response to their update form submitted to the Vice President of Internal
Affairs or successful Start-Up application. Non-academic RGSOs will be
allocated $300 and, like Academic RGSOs, have access to Special Programming
once per semester. Honor Societies are Non-Academic (Non-Departmental)
RGSOs.

By default, all organizations will receive the same base dollar amount of
funding, $300. Organizations certified as representative of one or more
academic programs by the Finance Committee will receive either this funding
amount or an amount of money per student represented, whichever is higher.?

Organizations that register partway through the fiscal year and whose Start-Up
Applications are successfully reviewed by the Finance Committee may receive
funds equal to the base dollar amount of funding provided to other
organizations in the annual budget, $300.°

i. The Finance Committee may approve Start-Up Funding for newly
registered RGSOs without a Senate vote and, at the committee’s
discretion, with or without an interview of the new RGSO’s
representatives. The Comptroller must report all Start-Up funding
approved at the next Regular Meeting of the Senate.

® Link to the Handbook. For re-registration procedures, see page 5. For starting a new RGSO, see page 8.

7 Academic (Departmental) RGSOs include only those representing all verified graduate student members
of an academic department or program (or multiple academic departments or programs) at Syracuse
University. These RGSOs should facilitate the election and maintenance of Academic Plan Senators for their
associated department(s), as required to access funds (per GSOC Article Il, Section 4(d)). For further
information on “Academic (Departmental)” and “Non-Academic (Non-Departmental)” RGSOs, please see
page 3 of the Handbook linked in the previous footnote.

8 This guarantees that an Academic RGSO will receive at least $300 even if the number of graduate students
in the program it represents is lower than the per student basis would allow.

9 This sentence on Start-Up Applications and funding for new RGSOs is here because the Start-Up funding
application and process is the exact same as for Special Programming.


https://gradorg.syr.edu/wp-content/uploads/2012/10/GSO-Recognized-Student-Org-Handbook.pdf
https://gradorg.syr.edu/wp-content/uploads/2012/10/GSO-Recognized-Student-Org-Handbook.pdf
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3. Special Programming Provisions - Organizations funded from the GSO Annual
Budget may apply for Special Programming funds once per semester. Organizations
must submit a budget for all their annual spending to be eligible to apply for Special
Programming. RGSOs must use their GSO Annual Budget allocation toward Special
Programming requests, excluding any portion of the RGSO'’s annual allocation already
approved for use through the GSO expense pre-approval process.

a. Approved RGSOs funded from the Annual Budget may apply for Special
Programming once per semester.

b. Each Special Programming application may contain more than one event.

¢. When applications which involve co-sponsorship by or support from other GSO
groups are viewed, a representative from each co-sponsor will be invited to be
present at the Finance Committee’s meeting. We require confirmation of co-
sponsorship either by the representative of the co-sponsor who attends the
meeting or in writing beforehand. When considering Special Programming
applications with requests for outside funding (either from co-sponsors or from
organizations, groups, departments, etc. outside the GSO) any requests still
pending at the time of the Finance Committee’'s meeting with the submitting
group will be ignored and will not be included in the Finance Committee’s
discussion concerning the application.

d. Dollar amounts, not ranges, for specific costs are recommended for a Special
Programming application. Requests which do not have sufficient information
may not be heard by the Finance Committee, at the Finance Committee’s
discretion. These groups will be invited to reapply. The Comptroller will inform
the Senate of any applications that the Finance Committee declined to hear at
the next Regular Senate Meeting.

e. Special Programming applications require that the group be registered and in
good standing with the GSO.

f. Cost per graduate student shall be a factor in the consideration of the
application by the Finance Committee.

g. RGSO Special Programming requests primarily intended to facilitate the
academic and professional development of graduates shall be capped at
$3000.1°

h. RGSO Special Programming requests with a social purpose shall be capped at

1° Guidance to the Finance Committee on this condition: academic and professional— e.g., conferences,
speakers/guest lectures, teach-ins, skill development workshops, showcases (e.g., displaying students’
professional, academic, or creative work), and so on. This list is not exhaustive. Common sense should guide.
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$1000."

i. The Finance Committee may recommend an RGSO Special Programming
amount for Senate approval that is higher than the associated cap if, with
reasonable estimation, the ratio of $25 per fee-paying graduate student served
produces a number higher than the associated cap. In such a case, the Finance
Committee may recommend up to the number produced by the ratio, but no
higher.’? Likewise, the Senate may approve an amount more than the
associated cap up to the number produced by the ratio, but no higher. The
Senate may only grant exception, i.e. approve an amount exceeding both the
cap and the ratio, by Resolution with a % vote-by-roll.

j. The Finance Committee ought to lower the RGSO Special Programming
amount recommended for Senate approval if the amount requested by the
RGSO is higher than the number produced, with reasonable estimation, by the
ratio of $25 per fee-paying graduate student served, unless the RGSO makes a
compelling case for an amount that is higher than the ratio but lower than the
associated cap (especially regarding requests primarily intended to facilitate
the academic and professional growth of graduate students).

k. On principle, RGSO Special Programming supported by GSO funds should be
open to all fee-paying graduate students. The Finance Committee may deny
Special Programming applications (or items therein) that do not adhere to this
principle, subject to appeal.’* The Comptroller must report all denied Special
Programming requests at the next Regular Meeting of the Senate.

l. On principle, the GSO encourages departments and other university funding
resources to earmark funds for graduate students, and we encourage the
development of equitable cost-sharing relationships between the GSO,
departments, and other university funding resources for the mutually beneficial
support of their graduate students and the graduate student community. The
Finance Committee ought to pursue equitable cost-sharing negotiations with
departments and other university funding resources regarding RGSO Special

" Guidance to the Finance Committee on this condition: social—e.g., department/interest group specific
gatherings (e.g., picnics, formals, dances, networking mixers, movie screenings, activity days, celebrations),
induction ceremonies, meals not attached to professional or academic events (e.g., regular coffee hours),
and so on. This list is not exhaustive. Common sense should guide.

12 Guidance to the Finance Committee on this condition: reasonable estimation—e.g., the RGSO has held
the event in previous years, has data to demonstrate the average number of fee-paying graduate students
that the event tends to draw, and has a clear rationale justifying the number they expect the event to draw
this year. Cost-reduction and cost-sharing activities ought also to be demonstrated. This list is not
exhaustive. Common sense should guide.

13 RGSOs affected by this condition have the right to appeal the decision of the Comptroller/Finance
Committee per Article Xl of this document.
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Programming requests.

i. The Finance Committee may suspend consideration of an RGSO Special
Programming request to pursue such negotiations.

ii. The Finance Committee may recommend a preliminary RGSO Special
Programming amount for Senate approval that is enough to cover the
request’s urgent, time-sensitive expenses (e.g., speaker travel, venue
reservation, et cetera) while pursuing such negotiations, which must be
made explicit in the recommendation.

iii. Inthe latter event (i.e., ii), the Finance Committee, if it deems necessary,
may move to amend the RGSO Special Programming request previously
adopted at a Meeting after that in which the preliminary funds were
awarded to recommend adding funds to (but not subtracting funds
from) the RGSO Special Programming request in question. This may be
motioned only once per preliminary RGSO Special Programming
amount awarded. The preliminary amount awarded and the additional
amount added together must not exceed the cap and/or ratio of $25
per feepaying graduate student served pursuant the relevant
stipulations and exceptions.

iv. In deliberations regarding a motion to amend the RGSO Special
Programming request previously adopted, the Senate may not under any
circumstances reduce the preliminary amount previously awarded by
the Senate, though it may dispose of the additional amount
recommended by the Finance Committee in usual fashion.

4. RGSO Officer Training to Request Funds - All organizations will present to the GSO

the name and contact information of two officers who will be responsible for the
request of expenditure from GSO funds. These two officers must attend the RGSO
training offered at the beginning of the Academic year and are the only persons
allowed to authorize expenditures on the organization's account.’ Funding requests
submitted by officers who have not attended the training will not be considered. The
President and Comptroller of that organization will be considered default signatories
for that organization.

Adherence to University Standards - Funding for organizations is contingent upon
organizational adherence to the Syracuse University standards for student
organizations.

Failure to Re-Register - Organizations which do not re-register must register as if
they are a new RGSO.

4 This requirement can also be found in the RGSO Handbook, page 5 (1.d.). Link to the Handbook.



https://gradorg.syr.edu/wp-content/uploads/2012/10/GSO-Recognized-Student-Org-Handbook.pdf
https://gradorg.syr.edu/wp-content/uploads/2012/10/GSO-Recognized-Student-Org-Handbook.pdf
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7. Service Availability - All funding of campus wide service organizations will be open
to all fee-paying graduate students.

8. Restrictions on Special Programming and Start-Up Funding - Special
Programming funding and Start-Up funding will be open only to Syracuse University,
non-College of Law recognized student organizations.

9. Funding Qualifications for Undergraduate-Only Organizations - Undergraduate
organizations are eligible to apply for special programming funds only if they are
working on an event in conjunction with a graduate student organization or can
demonstrate how graduate students will actively be assisting with and participating in
an event. Acceptable forms of evidence are joint funding applications specifying the
collaboration with a graduate student organization, documented graduate students
working with the organization on a program or a letter from a graduate student
organization stating their interest in the event being proposed. All undergrad
organizations must first apply to SA before applying to the GSO for funding;
applications submitted without first being submitted to SA will be rejected.

10. Funding for Joint Undergraduate/Graduate Organizations - Joint
undergraduate/graduate organizations are eligible to apply for special programming
funds. Undergraduate/graduate organizations should be prepared to demonstrate to
the GSO Finance Committee and the GSO Senate that graduate students are active
members of their organization, through membership lists or other similar
documentation.

11. Funding for Service Providers - Campus-wide service providers that are supported
by GSO student fees will be required to adhere to the following GSO policies. A list of
these providers is maintained on the GSO website. The GSO is under no obligation to
fund any campus-wide service organization on multiple year agreements. These
organizations must submit a budget each year to be considered for funding by the
Finance Committee.

lIl. RGSO Policies & Requirements

1. RGSO Budget Year - Each organization's budget runs over the course of the
University's Fiscal Year (July 1 to June 30)."

2. RGSO Funding Limit - Each organization may not request reimbursements for more
than the amount allocated by the GSO Senate, either by the RGSO Annual Budget or
by Special Programming.

1> An RGSO's budget must follow the University's Fiscal Year, rather than Commencement to
Commencement, because the general GSO Budget runs according to the University Fiscal Year. To run RGSO
budgets from Commencement to Commencement would be to have several months overlap with the wrong
GSO general budget.
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3. Primary Purpose of RGSO Funds - GSO funds awarded to organizations are primarily
intended to facilitate the academic or professional growth of graduate students. Events
with a social purpose must take place on University Property or within Onondaga
County.

4. Pre-Approval Requirement - The GSO is under no obligation to commit or reimburse
any finances or purchases that were not pre-approved by the GSO Comptroller or
Finance Secretary, nor will the GSO be obligated to reimburse expenditures requested
after the date of the event, without prior approval. To ensure expenditures will be paid,
consult with the GSO Comptroller or Finance Secretary to fill out an expenditure
preapproval form.’® Pre-approval forms must be submitted at least ten (10) business
days before an event, with additional time required for events with special
considerations.!’

a. RGSO expense pre-approvals shall not be granted (i) outside of the Fiscal Year
in which the funds are to be used, (ii) when the Finance Committee is out of
Session, and (iii) before the required number of RGSO officers successfully
complete annual required RGSO Officer Training.' In sole exception to (ii) of
this rule, the Executive Board may grant RGSO expense pre-approvals when the
Finance Committee is not in session if an RGSO'’s associated academic plan’s
degree requirements include mandatory summer sessions.

5. RGSO Officer Pay & Other Restrictions - RGSOs shall not use GSO funds to pay their
leadership any form of compensation. RGSOs may not use their GSO budget
allocations to supply grants (e.g., as conference travel grants in addition to the GSO
PAC Grant program). GSO funds may not be used to pay for Honor Society dues.

6. RGSO Internal Recordkeeping - Organizations are responsible for keeping accurate,
complete, and up-to-date information on all expenses incurred throughout the year.
This information should be organized and maintained in such a manner that the GSO
Comptroller may access it within 24 hours’ notice. The organization may request
budget information from the GSO Comptroller at any time. The organization must
meet with the Comptroller to resolve any budgetary disputes. Resolutions to disputes
are subject to approval by the GSO Executive Board. If no detailed records are provided
to the GSO Comptroller by the organization, the GSO records shall be considered as
accurate.”

7. Sustainability — When planning requests/events with GSO funds, RGSOs should
consult the GSO "Best Practices for Sustainable Events” checklist below (see Appendix

16 Link to the Pre-Approval webpage.

7 Please see the "Planning Ahead” section at the end of the document for specific timing requirements.

'8 In practice, this means that RGSO expense pre-approvals may not be granted over the summer or before
mid-September, to ensure that the Comptroller has sufficient time to train the Finance Secretary (if
applicable) and the Finance Committee and to ensure that RGSO officers are sufficiently trained.

19 The purpose of this requirement is to prevent planning and expense errors on the part of the RGSO for
lack of budget information.
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A). GSO funds should not be used for the purchase of shrimp, crab, and lobster.

8. Special Programming/Start-Up Funds Requirements - All organizations applying
for Special Programming funds or Start-Up funds are required to do the following:

a.

Fill out the appropriate Special Programming/Start-Up Funds Application.?®
Applications should be submitted at minimum a month before the anticipated
event and should be turned into the GSO Comptroller at least seven (7) days
before the next GSO Finance Committee meeting.?’

Submit a full organizational budget specifying how all GSO funds allocated for
the academic year will be or have been spent.

Itemize all anticipated expenses.

Be prepared to justify the level of graduate student involvement and the
benefits of the activity to the graduate student population and university
community. Please provide a breakdown of all expected costs and a list of all
additional sources of funds committed or received to date. As a rule, for groups
that are a combination of graduate and undergraduate or law students, the
GSO will fund the percentage of the event that is proportional to the
percentage of graduate students involved in the organization.??

If requested, make an appointment to meet with the Finance Committee. Have
a representative at the meeting who can discuss the nature of the request.

If Special Programming funds are allocated and confirmed by the Senate, then
the organization’s authorized signatory may spend funds in collaboration with
the GSO Comptroller. Organizations are not to spend allocated monies without
pre- approval from the GSO Comptroller.

Organizations are only eligible to receive Special Programming funds once per
semester. They can apply for funding for multiple events in one application.

An organization receiving Special Programming funds cannot decline the funds
and then reapply for Special Programming within the same semester.

9. Yearly Funding Request Deadline - All requests for expenditure of any funds in a
GSO account for the current Fiscal Year must be submitted to the GSO Comptroller no
later than May 15th.?3

20 | ink to the Special Programming/Startup Funds webpage.

21 Specific dates for Special Programming/Start-Up Funds deadlines are listed on the above linked webpage.
The deadlines are set seven (7) days before the Finance Committee meetings established by that Committee
for the semester.

22 This proportional rule stems from the GSO's mission to fund and support graduate students.

23 This deadline follows the University’s strict End of Fiscal Year deadline, which is different year to year, but
usually the second Monday in June. No processing of any kind happens after this date to allow reconciliation
and end-of-year accounting. The May deadline here allows for any processing lag from the time of
submission prior to the strict University deadline.


https://gradorg.syr.edu/forms/special-programming-start-up-funds/
https://gradorg.syr.edu/forms/special-programming-start-up-funds/
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10. RGSO Planning Responsibility - It is the responsibility of organization and
department representatives to plan accordingly for the entire year.

12. RGSO Standing Requirement - GSO funds allocated to organizations which are not
in good standing?* for a period of 14 days at any time after the first regular meeting
of the GSO Senate during the Fall semester will be returned to the GSO’s Special
Programming budget. The GSO Vice President of Internal Affairs must alert the
Comptroller when informing an RGSO that they have fallen out of good standing.

11. GSO Programming Funding - GSO programming may also be funded through the
Special Programming fund, with Senate approval.

12. Expense Reporting - The Comptroller shall be provided accurate, timely records of
GSO office and programming related expenses to ensure proper recordkeeping. The
GSO Vice President of Internal Affairs and GSO Director of External Affairs will submit
Expense Pre-Approval forms for expenses to ensure they conform with the budget
approved by the Senate and ensure accurate recordkeeping by the Comptroller.

13. SU Service Requirement - No GSO monies will be transferred to any Syracuse
University department or administrative account except for payment for services
rendered as proven by receipt, invoice, or contract.

IV. Income Policies for RGSO Fundraising Accounts

1. GSO Income - The GSO cannot take in any income of any kind other than the revenue
from graduate student fees. All income policies here refer to fundraising accounts,
which are distinct from the Annual Budgets approved and allotted to RGSOs by the
Senate.

2. Distinction from GSO - Organizations wishing to fundraise must set up a separate
account at the Graduate School to use as a depository of funds. Fundraising Accounts
are entirely separate and distinct from GSO Annual Budgets. Contact the GSO
Comptroller to start the process of setting up a Fundraising Account for your RGSO.

3. Graduate School Authority - The creation of these fundraising accounts and each
individual fundraising activity must be approved in advance by the Graduate School.
The Graduate School is the approving authority for Fundraising Accounts.

4. RGSO Income Reporting - The purpose of all income generated from GSO sponsored
events must be explained in writing in any applications for special programming
funding and must be adhered to by the organization. The GSO Comptroller must
approve changes in plans for income. Failure to report income will result in loss of all
remaining funds and a two-year ban on GSO funds.

4 "Good standing” here refers to the requirements that are necessary for an organization to be registered
with the GSO, as noted in 1.1, “"Registration and Recognition.”
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V. Equipment Policy

1.

Equipment Purchase - Equipment should not be purchased with GSO monies except
when other options are not available. Organizations should strive to rent or use
university or departmental equipment when possible.

Donation of Purchased Equipment - When equipment can’t be borrowed or used,
all equipment purchased with GSO funds shall be donated to an approved university
department or center or, if unwanted, an approved local organization. Under no
circumstances should individuals within an organization keep equipment.

Exceptions - Exceptions to these rules include any advertising equipment to be used
over multiple years, such as banners, or equipment with a one-time usage, such as
disposable food serving items.

Substitution of Syracuse Equipment - Equipment related to or in substitution of
Syracuse University or Syracuse City infrastructure shall not be purchased with GSO
funds.

VI. Carry Forward Policy

1.

VII.

Fundraising Accounts - Funds in fundraising accounts will be carried over indefinitely
unless Syracuse University policy provides another limit. Fundraising Accounts are
beyond the authority of the GSO.?

RGSO Budgets - Unused funds in RGSO Annual Budgets return to the GSO at the end
of the Fiscal Year.?

Information Required to Process Reimbursements

The following information is required before any commitments for reimbursements will be
considered.

1.

Contact Information - Name, address, phone number, and a contact person of the
organization or department making the request (i.e. the authorized signer) must be on
all forms.

Vendor Information - Vendor names, address, phone number, and a contact person
from whom the services are being requested. Please include the vendor’s federal tax
identification number on the form.

25 Please ask your RGSO department administrator or faculty advisor about the specifics of your Fundraising
Account.

26 The RGSO Annual Budgets are internal allocations made by the GSO Senate. Unused monies by the GSO
go into the GSO Carry Forward account at the end of the Fiscal Year.
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VIIL.

Social Security Number - If an individual is being paid or reimbursed, it is mandatory
to have their social security number for the purpose of payment. We cannot pay
anyone who does not have a social security number or federal tax identification
number.

Estimates of Expense - It is necessary to have written estimates from vendors,
speakers, performers, or anyone to whom the GSO will disburse funds. Please note
that Syracuse University is tax exempt, and no taxes will be paid on materials or
supplies. Contact the GSO Comptroller for any exceptions to the tax rules that do not
pertain to materials or supplies.

Details of Event - All details of an event should be known before any requests are
made. These details include the event title, date, and venue of the event. If you have
requested a room on campus through Student Centers and Programming Services, it
will be necessary to show confirmation of that room to the GSO Comptroller. This will
ensure that the event has been approved as an official campus event and should follow
all university policies.

RGSO Budget - All organizations have a file in the GSO. This file consists of all
expenditures that were processed or committed to their account. Organizations may
see their own respective files with consent of the GSO Comptroller. This does not
however eliminate organizations' obligation to keep their own records of expenses.?’

Pre-Approval Requirement - Remember that no commitments, whether verbal or
written, shall be made by any student, organization, department, or respective
representatives unless the expenditure request has been officially pre-approved. Such
oral agreements will be deemed void by the GSO, and any potential liability will remain
with the organization.

Outside Vendor Contracts - Neither an organization nor the GSO itself may sign a
contract on behalf of Syracuse University. All contracts with outside vendors need to
be approved by the University Comptroller before they can be acted upon. Only the
University Comptroller, not the GSO Comptroller, can sign or enter a contract on behalf
of the University.

Vendors & Reimbursements

Syracuse University has vendors available that comply with the tax-exempt rule. A list of these
vendors is available at the GSO office.?® Students should consult with the GSO Comptroller
concerning making any purchases with their own money if they expect to be reimbursed. The
GSO, along with Syracuse University, encourages the use of university vendors to receive full

%7 Please see footnote 12.
28 This vendor list changes over the years and may not be readily available. Contact the GSO Comptroller
with vendor questions.
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reimbursements for items purchased. Any reimbursements made to an individual require the
signature of the GSO President or Comptroller, the individual making the request, and an
authorized signatory for Syracuse University.

All reimbursements must be pre-approved by the GSO Comptroller. If a purchase is made
with an outside (i.e. non-SU designated) vendor, tax will be applied to the total cost and the
university will not honor the total reimbursement. When requesting reimbursement, it is
essential to have the following information:

» Name of person to be reimbursed;

Permanent address, phone number;

Reason for purchase;

Amount of reimbursement (original receipts must be attached); the reimbursable
amount must coincide with the amount indicated on the receipts;

> Proof of the expense (pictures, emails, etc.).

Y V V

It will be necessary for payment to have the social security number of the person to be
reimbursed indicated on the form.?°

IX. Executive Pay

Elected GSO executives earning full time pay will be paid a monthly stipend with their total
compensation divided into 12 equal payments. Elected GSO executives not earning full time
pay will be paid half on June 1st (the first day of their executive term) and the remaining
amount May 1st. If an elected official is removed from office via impeachment or resign, they
are not entitled to any remaining pay. This payment structure may be modified by the Senate
via instructions contained in the Annual Budget.

X. General Policies and Exclusions

1. Advertising - The GSO will pay for advertising but encourages groups to use the most
cost-effective means of advertising at its disposal. Free advertising is available through
GSO social media accounts, the Syracuse record events calendar, e-mail listservs, the
GSO website, and fliers posted across campus (which may need approval from the
GSO). Further advertising options include but are not limited to the Daily Orange and
other campus publications and programs. Due to rising advertising prices, we
encourage groups to exhaust free advertising methods prior to requesting those with
significant additional costs. All GSO sponsored public events should be advertised in
the graduate student monthly newsletter by contacting the GSO Director of External
Affairs.

2. Duplicating and Printing - The GSO will pay for printing of advertising materials if

29 Link to the GSO Reimbursement Webpage.
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necessary, so long as those materials are reproduced at a university copy center or the
business offering a lower bid for the job.

3. Travel - Special Programming funds may not be used to fund travel for individual
students, groups, field trips, or other excursions off campus unless such travel has a
professional or academic purpose. Approved travel by personal automobile will be
reimbursed on a mileage basis, not as reimbursement of gas expense. Please check
with the Comptroller for the current mileage rate. Other travel will be reimbursed as
actual expense. Special Programming funds may be used to reimburse for travel when
approved under normal procedure.

4. Gifts, Prizes, Dues, and Donations - These will be decided on a case-by-case basis
but are unlikely to be approved.®® Events designed to generate a donation to an
organization outside of Syracuse University may be funded, but the GSO funds used
shall be last in, first out. (GSO supports the event by guaranteeing a certain level of
funding. If the proceeds of the event exceed the amount of funding guaranteed, then
the GSO will commit no funds and the proceeds of the event will be used to pay for
the event. Any money left over will be directed to the group’s fundraising account. If
the proceeds do not exceed the amount of funding guaranteed by the GSO, then the
funds committed by the GSO will be equal to the amount guaranteed minus the dollar
amount of the proceeds. In this case, no money is put in the group’s fundraising
account.)

5. Honorariums - All payments to people for services rendered must be accompanied
by a contract, signed by the appropriate university official, or memorandum of
understanding. Because of the necessary paperwork required by the University and
the IRS for speakers on campus, the GSO will not directly pay invited speakers, but
reimburse the relevant academic departments.3’ Under no circumstances will cash or
check be advanced to any person without a contract. Please contact the GSO
Comptroller for the appropriate procedures.

6. Reimbursements - Reimbursements must always be accompanied by an official,
detailed, and verifiable receipt or invoice showing payment details. Reimbursements
will only be made to those individuals with a social security number or to corporations
possessing a federal tax identification number.

7. Off Campus Events - Organizations using GSO funds are free to use their allocated
funds anywhere they choose, provided that special programming funds do not violate
the travel policy outlined above. This does not exempt organizations from the alcohol

30 University policy prohibits the reimbursement of gift cards that are considered a “cash equivalent.” Please
contact the GSO Comptroller for details about specific requests. Link to University policies on gifts.

31 RGSOs seeking to pay an invited speaker must therefore work with their department and seek
reimbursement of the department from the GSO.
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8.

policy below.

Alcohol - The GSO will not fund, in part or in whole, any event that takes place where
alcohol will be present unless certified serving staff oversees alcohol distribution.3?

Exclusions - The GSO will not pay for the following items in RGSO funding requests:
massages, conference attendance, business cards, stationery, stamps, tuition, or
stipends for enrolled students on campus.3?

XI. Catering Policy & Procedure

All events or functions that take place on university grounds must be catered by the university
unless prior arrangements have been made through the food services department. There are
no outside vendors permitted to disburse food on university grounds unless food services
have been notified and has given their approval; this is for health and safety purposes.

Steps to follow when arranging a catered event:

>

>

Verify your event's location with events scheduling and wait for their confirmation on
availability. This step must precede an official request for GSO funds.

Get an itemized list of all the foods and beverages you want to order.3* If specific foods
are not available through food services, other arrangements can be made through
outside vendors. Once this list has been compiled and costs have been estimated in
writing, make your request for GSO funds.

The GSO assumes no liability for damages done to facilities by attendees or for any
other liability created by the host organization. Acceptance of GSO funding will be
construed as an acceptance of liability for the event. Student organizations will not
hold the GSO liable for any negligence caused by said organization. Organizations are
not under any obligation to accept funds from the GSO once an allocation has been
approved by the Senate.

XIl. Miscellaneous Items for Planning Ahead

SU vendors: Ten (10) business days prior to the day of the event.

Campus Catering: Twelve (12) business days prior to the date of the event.

Outside Food Vendor: Food may be ordered from outside vendors only with SU
Catering’s approval, and the approval of the University Comptroller. This must be done
fifteen (15) business days prior to the date of the event.

32 |f you are planning to have an event catered with alcohol, please note that catering requires a minimum
30-day notice to acquire the necessary liquor licenses.

33 These exclusions are in place to prevent RGSO funds being used for the personal expenses of an
individual.

34 This can be found on the SU Catering website. Link to SU Catering Menus.



https://foodservices.syr.edu/catering/menus-policies/
https://foodservices.syr.edu/catering/menus-policies/

Last Updated: 31 August 2024 17

XIll.

Catering with Alcohol: For the alcohol at catered events, SU Catering requires thirty
(30) day notice to acquire the necessary liquor licenses.

Equipment: You must provide a comparison between three vendors for the lowest
price of comparable items. All requisitions for such purchases take a minimum of 4
weeks to clear and be ordered.

Items for resale and fundraising: You must see the GSO Comptroller for details
before ordering any items.

Application of Fiscal Policy & Appeals Procedure

The GSO Comptroller will maintain the intent of the policies contained within this
document. The Comptroller shall negotiate agreements with any individual
organization or department in execution of this document or Senate-approved
budget. The Executive Board must approve any such agreements.

Any decision of the GSO Comptroller/Finance Committee (FC) may be appealed to the
GSO Executive Board3® by a Syracuse University GSO Member (defined per GSOC
Article I, Section 1) in the following manner:

a. The Member must submit the appeal to the President (gsopresident@syr.edu)
and the Vice President (gsointernalvp@syr.edu) in writing, the President Pro
Tempore (gsoprotemp@syr.edu) and Parliamentarian (gsoparl@syr.edu).

b. The Executive Board (i) may decline to review the appeal. If the Executive Board
opts to review the appeal, they may (ii) sustain the decision of the
Comptroller/FC, or (iii) override the decision of the Comptroller/FC.3’

i. If the Executive Board declines to review the appeal, the decision of the
Comptroller/FC is sustained by abstention. The Executive Board may
choose to explain the decision to decline, though it is not required, but
must communicate the right to appeal to the Senate (per Section II).
PAC Grant decisions may not be appealed to the Senate.

35 Link to the SU Catering timeline. Please note that this timeline does not include GSO approvals.

36 The GSO Executive Board and Rules & Administration Committee retain interpretive authority over the
policies in this document.

37 Guidance to the Executive Board on this provision: On principle, the Executive Board should not
override the decision of the Comptroller/FC when a request under review is in clear violation of GSO
standing legislation, GSO Fiscal Policy, or University Policy on one or several counts. The Executive Board
ought to consult precedent(s), tact, and common sense in cases of considerable grey area in the
interpretation and application of a policy. The Executive Board is encouraged to consult the GSO Rules &
Administration Committee, and furthermore is especially encouraged to petition that committee for a
formal Opinion in novel cases that lack significant precedent or interpretive consensus.
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ii. If the Executive Board sustains the decision of the Comptroller/FC, they
must communicate their rationale to the Member along with the right
to appeal to the Senate (per Section Il). PAC Grant decisions may not be
appealed to the Senate.

iii. If the Executive Board overrides the decision of the Comptroller/FC, the
Member shall have the opportunity to renegotiate funding requests
with the Executive Board directly. The Senate shall make final decisions
regarding Special Programming requests as usual.

3. Any decision of the GSO Executive Board, barring PAC Grant decisions,® may be
appealed to the GSO Senate by a Syracuse University GSO Member (defined per GSOC
Article I, Section 1) in the following manner:

a. The Member must submit the appeal to the President (gsopresident@syr.edu)
and the Vice President (gsointernalvp@syr.edu) in writing, the President Pro
Tempore (gsoprotemp@syr.edu) and Parliamentarian (gsoparl@syr.edu). The
President shall direct the Chair of the Senate to place the appeal on the next
Regular Meeting agenda under New Business.

i. Appeals must be presented to the Senate in the form of a Resolution to
Override. The Members of the Rules & Administration committee shall
prepare the required Resolution on behalf of the appealing Member.3?

b. The Senate may (i) override the decision of the Comptroller/FC, (ii) override the
decision of the Executive Board, or (iii) sustain the decision.*°

38 Rationale: This ensures that GSO Senate is not encumbered with adjudicating numerous PAC Grant cases
by Resolutions to Override. The authority to award PAC Grant funds is invested in the GSO General Secretary
and PAC Grant Committee, administered in accordance with GSO PAC Grant and Fiscal Policy. The authority
to approve disbursement of awarded funds is invested in the GSO Comptroller, administered in accordance
with GSO PAC Grant and Fiscal Policies. The right to appeal to the Executive Board, including members of
the GSO Rules & Administration Committee, in PAC Grant matters ensures that the above Officers and
Committees are dutifully and fairly applying the policies and provisions legislated by the GSO Senate.

39 Rationale: This ensures that the Resolution to Override meets all procedural requirements and contains all
relevant information regarding the appeal (e.g., details of the funding request under review, the provided
rationale of the appealing Member, the provided rationale of the Comptroller/FC, the provided rationale of
the Executive Board if applicable, et cetera).

40 Guidance to the Senate on this provision: On principle, the Senate should not override the decision of
the Comptroller/FC, or override the decision of the Executive Board, when a request under review is in clear
violation of GSO standing legislation, GSO Fiscal Policy, or University policy on one or several counts. The
Senate ought to consult precedent(s), tact, and common sense in cases of considerable grey area in the
interpretation and application of a policy. The Senate is encouraged to consult the GSO Rules &
Administration Committee, and furthermore is especially encouraged to petition that committee for a
formal Opinion in novel cases that lack significant precedent or interpretive consensus if the Executive Board
has not already done so.
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i. If the Executive Board declined to review the appeal (per Section l.b.i),
the decision does not count as an “action of the Executive Board” (per
GSOC Atrticle I, Section 13(n)) but as an action of the committee. The
Resolution to Override the decision of the Comptroller/FC requires a
majority vote to pass.

ii. If the Executive Board sustained the decision of the Comptroller/FC (per
Section l.b.ii), the decision counts as an “action of the Executive Board”
(per GSOC Article 1l, Section 13(n)). The Resolution to Override the
decision of the Executive Board requires a 2/3 vote to pass.

iii. Avote in favor (i.e., yes) is to override the decision. A vote opposed (i.e.,
no) is to sustain the decision. Failing the Resolution to Override (i.e.,
affirmative votes fail to reach the threshold required to override) is thus
a vote to sustain the decision of the Comptroller/FC or to sustain the
decision of the Executive Board.

iv. If the Senate votes to override, the original funding request shall be
adopted and considered by the Senate in usual fashion.

v. If the Senate votes to sustain, the decision is final. The appealing
Member may be encouraged to submit another funding request that
meets the requirements upon which the decisions were made.

GSO Senate Directives?!

Relevant directives of the GSO Senate listed in descending order include:

>

>

GSO Senate Resolution 24.13: A Resolution Reregulating RGSO & Special
Programming Budget Practices; passed. 561 GSO Senate (2023-2024 AY).

GSO Senate Resolution 24.10: A Resolution Establishing the GSO Catering Policy;
passed. 56" GSO Senate (2023-2024 AY).

GSO Senate Resolution 24.09: A Resolution to Override the Executive Board's
Sustainment of the GSO Finance Committee’s Rejection of the Special Programming
Request from Sigma Upsilon; failed. 56" GSO Senate (2023-2024 AY).

GSO Senate Resolution 23.12: A Resolution to Revise the GSO Fiscal Policy; passed.

55t GO Senate (2022-2023 AY).
GSO Senate Resolution 23.11: A Resolution Limiting the Purchase of Shrimp, Crab, and

Lobster; passed. 551 GSO Senate (2022-2023 AY).

41 This is a note: To date, the GSO Rules & Administration Committee has issued no formal Opinions on
matters regarding GSO Fiscal Policy. If ever this occurs, they should be added among the list (and this note
deleted).
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Appendix A
Best Practices for Sustainable Events

Congratulations on having received approval for your upcoming event! On behalf of the GSO, we
want to share a few best practices and suggestions for making your event more sustainable.** We
hope these will help ensure your event is as accessible and welcoming for as many people as
possible. Additionally, for first-time event planners, this list may help you holistically consider the
various facets of event planning.

1. When inviting attendees, have you asked whether any accommodations are needed in
terms of accessibility, dietary restrictions, and allergies? This includes major allergens
including dairy, eggs, shellfish, fish, wheat, tree nuts, peanuts, soy.

2. When scheduling your event, have you taken into account any potential holidays it may
conflict with?

3. Do you encourage carpooling or using public transportation? Who could organize rides?

4. Do you have options of roughly equivalent complexity, flavor, and nutritional value which
are vegan and/or vegetarian? Is more than 50% of your planned menu plant-based?

5. Will all food be labeled, and will these labels include ingredient lists?

6. If you plan to obtain outside catering, are you supporting a locally-owned business?

7. Is your food sourced locally, i.e. within 250 miles of Syracuse? To the degree you can
ascertain, has it been sourced sustainably? This might include being organic, fair trade, or
produced through humane practices? If seafood is served, is it considered a "best choice”
or "good alternative” on the Monterey Bay Aquarium'’s watch list?

8. If you are purchasing decorations or other materials, are you able to reuse these for future
events? How will they be cleaned, if necessary, and stored?

9. How will you reduce total waste from your event? Can you ask attendees to bring reusable
containers to use both as plates and for taking home leftovers?

10. Do you encourage folks to bring reusable water bottles? Can you serve drinks in bulk, such
as from pitchers or large dispensers, rather than through individual, single-use products?

11. Are you planning on recycling or composting any of your waste? How and who will take
care of this?

If you have any questions, please feel free to ask the GSO Comptroller or the Chair or a current
member of the GSO's Climate Action Committee (CAC). On behalf of the GSO, we want to express
our thanks for your commitment to increasing our institution’s sustainability.

42 These tips are derived from the Sustainable Event Certification Guide prepared by the Office of
Sustainability at SUNY-ESF.



