
BY-LAW BOOK II

The Society’s Finances
UPDATED MARCH 19th, 2007
UPDATED BY SSMU COUNCIL, APRIL 1, 2010
UPDATED BY THE SSMU EXECUTIVE COMMITTEE MAY 27, 2010

UPDATED BY THE SSMU EXECUTIVE COMMITTEE JANUARY 28, 2011
UPDATED BY THE SSMU EXECUTIVE COMMITTEE FEBRUARY 17, 2011
Table of Contents

Bylaw I-1 General
4
Article 1 - Financial By-Law - General
Bylaw II-2 Budgeting
5
Article 1 - SSMU Operating Budget
Article 2 - SSMU Budget Revisions
Article 3 - SSMU Activities and Events Budgets
Bylaw II-3 FINANCIAL RESPONSIBILITY
7
Article 1 - General
Article 2 - Financial Authority
Article 3 – SSMU Socially Responsible Investment By-Law
Bylaw II-4 FINANCIAL PROCEDURES - CLUBS
9
Article 1 - Club Financial Procedures - General
Article 2- Club Bank Accounts
Article 3 -Club Investments
Article 4- Club Contracts
Article 5 - Club Auditing
Article 6 - Club Sanctions
11Bylaw II-5 FINANCIAL PROCEDURES – SERVICES, MEDIA and SSMU ACTIVITIES


Article 1 - Service, Media and SSMU Activity Financial Procedures - General
Article 2 - Service, Media and SSMU Activity Investments
Article 3 - Service, Media and SSMU Activity Contracts
Article 4 - Service, Media and SSMU Activity Auditing
Article 5 - Service, Media and SSMU Activity Sanctions
13Bylaw II-6 NON-STAFF REMUNERATION


Article 1 - Non-Staff Remuneration - General
Article 2 - SSMU Executive Stipends
Article 3 – Executive Credit Cards
Article 4 - Food Allowance
Article 5 - Executive Cell Phones
Article 6 - SSMU Manager, Commissioner and Coordinator Stipends
Article 7 - Interest Group Stipends
Article 8 – Service and Media Stipend
Article 9 - Casual Salaries
16Bylaw II-7 EXTERNAL FUNDS


Article 1- Capital Expenditure Reserve Fund (CERF) 

Article 2- Students’ Society Award of Distinction
Article 3-- The Library Improvement Fund
Article 3– Queer McGill Undergraduate Fund
 Article 4 - Health and Dental Plan Reserve Fund (HDRF)

 Article 5 - Student Life Fund (SLF)
21Bylaw II-8 INTERNAL FUNDS


Article 1 - Campus Life Fund (CLF) 

Article 2 – Ambassador Fund
Article 3 - SSMU Environment Fee Fund (EFF) and Environment Project Fund (EPF) 

Article 4 - The Base fee allocation for student space
Bylaw II-9 Financial Procedures – Internal Transactions
29
Article 1 - Financial Procedures – Expense Requisitions
Article 2 - Financial Procedures – Petty Cash
Article 3 - Financial Procedures – Cheques and Purchase Orders
Article 4 - Financial Procedures – Cash Advances
Article 5 - Financial Procedures – Invoices to be Paid
Article 6 - Financial Procedures – Payroll


BY-LAW II-1 GENERAL
ARTICLE 1 – FINANCIAL BY-LAW - GENERAL
1.1 This Financial Regulations By-Law will be the effective by-law for:

1.1.1All financial activities of the Students’ Society of McGill University (hereinafter ‘SSMU’ or ‘Society’); and
1.1.2. All financial activities of the Clubs, Services and Media (hereinafter ‘Interest Group(s)’) under the SSMU’s financial jurisdiction.

1.2 Any person or group of persons may recommend introducing a new regulation or procedure, making void an existing regulation or procedure, or modifying an existing regulation or procedure, by making a written request to the Chairperson of the Executive Committee.  Amendments to these rules must be brought to the Executive Committee for review, and to Council for approval.

1.3 The Vice President (Finance and Operations) will make updated copies of these Financial Regulations available to any member of the Society upon request.

1.4 The content of these Financial Regulations is subject to change without notice.  It is the obligation of Society members and chief financial officers of Society Interest Groups to remain informed of any changes to the Financial Regulations.

1.5 These Financial Regulations are subject to the Constitution of the Society.

BY-LAW II-2 BUDGETING
ARTICLE 1 – SSMU OPERATING BUDGET
1.1  The Executive Committee will approve the operating budget (hereinafter ‘Operating Budget’) for the following year by its last meeting in May.

1.2 In early March of each year, the Vice President (Finance and Operations) shall review the figures for all budget categories.  They shall then present their recommendations for an Operating Budget to the Executive Committee.  The Executive Committee shall then compile the Operating Budget for the following fiscal year with the input of the incoming executives. It is the responsibility of the Executive Committee to have an Operating Budget approved by the Committee’s last meeting in May.

ARTICLE 2 – SSMU BUDGET REVISIONS
2.1 In early September and Mid January of each year, the Vice President (Finance and Operations) shall review the figures for all budget categories and submit their recommendations for a revised budget (hereinafter ‘Revised Budget’) to the Executive Committee.  The Executive Committee shall then compile the Revised Budget. When the Executive Committee is satisfied with the Revised Budget, it shall approve the presentation of the Revised Budget to the Council for ratification.  The Vice President (Finance and Operations) shall be responsible for submitting and presenting the Revised Budget to the Council.  It is the responsibility of the Executive Committee to have a Revised Budget approved for ratification by the Council by October 15th and February 15th of each year.
2.2 Until the Council has ratified the Revised Budget, the Vice President (Finance and Operations) shall ensure that Society departments and accounts do not exceed their permitted subsidy as stipulated in the Operating Budget.

ARTICLE 3 – SSMU ACTIVITIES AND EVENTS BUDGETS
3.1 SSMU Activities and Events are all activities, events, services, productions or publications run by the Society directly through a Society Executive, Society Commissioner or Society Coordinator.  Budgets for events and activities run by Society Interest Groups are to be considered as part of the yearly budget submitted by Clubs, Services and Media (see SSMU Interest Groups Budgets section of this by-law).
3.2 All Society Activities and Events requiring funding from the Society must submit a budget to receive funding for activities or events taking place during the current year.
3.3 It is the responsibility of the Society Executive under whose portfolio the activity or event is occurring to submit a budget for that activity or event to the SSMU Executive Committee.  Budget submission shall be submitted to the SSMU Executive no later than two (2) weeks before the activity or event, or, by September 15th for fall semester events and January 15th for winter semester events, whichever comes first.
3.3 The budget approved by Executive Committee and ratified by Council shall be that activity or event’s official Society budget for the fiscal year concerned (June 1st to May 31st).

ARTICLE 4 – SSMU INTEREST GROUP BUDGETS
4.1 SSMU Interest Groups are all the accredited Clubs, Services and Media groups under the financial jurisdiction of the Society.  

4.2 All Interest Groups requiring funds from the Society must submit a budget to receive funding for events or activities that they would like to see take place during the upcoming year.

4.3 Full-status Society Interest Groups may apply for funding during two operating periods.  The first is the summer period, which shall cover operations between June 1st and September 30th.  The second is the fall and winter period, which shall cover operations between October 1st and May 31st.  Unless otherwise decided by the Funding Committee, the deadline for budgets for the fall and winter period shall be September 30th of every year.  Similarly, unless otherwise decided by the Funding Committee, the deadline for budgets for the summer period shall be May 31st.

4.4 Clubs that receive full status after September 30th will be eligible for club funding past the deadline set by the Funding Committee

4.5 Interest Groups budget requests shall be submitted to the Funding Committee Coordinator.  The Funding Committee Coordinator shall be the chairperson of the Funding Committee and shall submit such request to the Funding Committee for consideration at its next meeting.

4.6 Funding for Interest Groups will be considered by the Funding Committee and will be allocated according to the criteria including but not limited to:


4.6.1 
Contribution to the McGill community


4.6.2 
Relevance to McGill students


4.6.3 
Number of students involved


4.6.4 
Length of the events


4.6.5 
Interest group’s performance over the previous fiscal year


4.6.6 
Financial soundness of the proposed budget

4.7 Interest Groups may appeal any financial decision made by the Funding Committee within two weeks of the Interest Group’s notification.  Interest Groups should appeal decisions to the Funding Committee before taking their appeal to the Executive Committee or the Council.

BY-LAW II-3 FINANCIAL RESPONSIBILITY
ARTICLE 1 - GENERAL
1.1 The Chief Executive Officer of the SSMU is the President.

1.2 The Chief Financial Officer of the SSMU is the Vice President (Finance and Operations).  The SSMU Vice President (Finance and Operations) is responsible for:

1.2.1 
Ensuring that all revenues and expenditures are generally in keeping with the wishes of the Funding Committee and the Council;

1.2.2 
Ensuring that the Financial Regulations are updated on a regular basis; and 

1.2.3 
Keeping the Executive Committee, the Funding Committee and the Council apprised of the Society’s ongoing financial status.
1.2.4
Signing off on all check requests with the exception of service budgets.  Services budgets must still be reviewed by the Vice-President (Finance and Operations) in order to prevent over-spending.  Written permission may suffice in a case where a signature may not be made available.  No check requests may go to accounting otherwise.

1.2.4.1
In the absence of the Vice President Finance and Operations, the President in consultation with the Comptroller shall provide a signature in the Vice President Finance and Operations’ stead.
1.3. The Chief Employee of the SSMU is the General Manager.  The General Manager shall be responsible for: 


1.3.1
Implementing the Council’s policies;


1.3.2
Overseeing the day to day functioning of the Society; and 

1.3.3
Assuming the responsibilities and duties of the Comptroller in the case of their absence, but only for the period of their absence.

1.4 The Internal Auditor of the SSMU is the Comptroller.  The Comptroller is responsible for: 


1.4.1 
Ensuring that the Society’s financial activities follow these Financial Regulations;


1.4.2
Reporting any contravention of these Financial Regulations to the Executive Committee.


1.4.3
Producing monthly financial statements; 


1.4.4
Overseeing the work of all regular or casual accounting employees.

1.5 The chief financial officer of any Interest Group (for example: a VP Finance or a Treasurer) is responsible for: 

1.5.1 
Ensuring that their Interest Group stays within the budgeted amounts allotted by the Funding Committee and the Council; 

1.5.2 
Ensuring that projected revenues are generally realised and to ensure that their group not over-expend in any expense account;

1.5.3
Keeping the Funding Committee Coordinator apprised of their financial status throughout the fiscal year; and

1.5.4
Ensuring that their group’s activities follow these Financial Regulations.

ARTICLE 2 – FINANCIAL AUTHORITY
2.1 
The Vice President (Finance and Operations) has the authority to alter all budgets not previously approved by the Executive Committee, except for the General Office and Administration, University Centre, and Food and Beverages budgets, in the given fiscal year while preparing the Society’s Revised Budget.  The Council gives this authority to the Vice President (Finance and Operations) with the understanding that these budget alterations will be presented to the Executive Committee and the Council for ultimate approval and ratification.

2.2 Similarly, the Vice President (Finance and Operations) has the authority to alter all budgets when preparing the Operating Budget except for the General Office and Administration, University Centre, and Food and Beverages budgets. Council gives this authority to the Vice President (Finance and Operations) with the understanding that these budget alterations will be presented to the Funding Committee and the Council for ultimate approval and ratification.

2.3 The General Office and Administration, University Centre, and Food and Beverages budgets are to be entered by the General Manager at the beginning of each fiscal year.  Furthermore, it is the General Manager’s duty to keep these budget categories updated during the course of the year.  The General Manager must report alterations to these budget categories to the Vice President (Finance and Operations) and the Comptroller.  Council gives this authority to the General Manager with the understanding that these budget alterations will be presented to the Executive Committee and the Council for ultimate approval and ratification in the Operating and Revised Budgets.

2.4 As long as the total subsidy approved by the Executive Committee and the Council remains unchanged, the Vice President (Finance and Operations) has the authority to alter the budgeted amounts within a department’s accounts if they deem such a request from an Interest Group’s chief financial officer to be reasonable.

2.5 The Vice President (Finance and Operations) and/or the Comptroller are authorized to suspend the budget of any organization violating this Financial Regulations By-Law.

ARTICLE 3 – SSMU SOCIALLY RESPONSIBLE INVESTMENT BY-LAW
3.1 As a student union, the SSMU must constantly strive to act in the best interests of its students. When it comes to investing money, the SSMU must recognize that this money is students’ money and act accordingly. Therefore, the Society needs by-laws to ensure any investment in corporations or governments does not contradict student interests;

3.2 All investments of the SSMU, regardless of size, must abide by the following guidelines:

3.2.1 Avoidance of  companies and governments with material interests in:

3.2.1.1 Socially Harmful Areas (e.g. Weapons and Tobacco)

3.2.1.2 Human Rights abuse (e.g. child/sweatshop labour and political oppression)

3.2.1.3 Environmentally harmful areas (e.g. pollution and destruction of habitat)

3.2.2 Priority consideration given to companies with a proven track record of:

3.2.2.1 Positive contributions to the environment

3.2.2.2 Promotion of sound employment practices

3.2.2.3 High standards of corporate governance and transparency

3.2.3 All parameters defined by the SSMU Ethical Purchasing Policy in regards to corporate practice;
3.3 Any request by a student to review the practices of a corporation or government that the SSMU invests over 10,000 in will be handled by the Financial Ethics Review Committee;

3.3.1 The committee will meet within five (5) working days of the request;

3.3.2 The committee will submit a written recommendation to Council within fifteen 915) working days of the request upon which it has been called to act.

BY-LAW II-4 FINANCIAL PROCEDURES - CLUBS
ARTICLE 1 – CLUB FINANCIAL PROCEDURES GENERAL
1.1 Each accredited Club of the Society shall be required to adhere to the Financial Regulations By-Law.

1.2 Any serious infraction of this by-law is grounds for removal of a signing officer from their position within the Club.  The Clubs may also face further penalties and sanctions as outlined in the Sanctions section of this Article.

1.3 The Society will provide training sessions, in September of each year, for Club chief financial officers detailing the basic accounting procedures that each they must follow.

1.4 For all cash expenses, a receipt shall be obtained. Receipts shall be kept with the Club's ledger.

1.5 A ledger must be kept by the chief financial officer of each Club detailing all their expenses and revenues. Ledgers may be acquired from the SSMU Vice President (Finance and Operations) or Vice President (Clubs and Services).

ARTICLE 2 – CLUB BANK ACCOUNTS
2.1  Each Club receiving funding from the Society is required to open and maintain a bank account with the Society’s institution of choice.

2.2  All monthly Club bank statements shall be received by the Society.

2.3 The Society has ultimate jurisdiction over the finances and bank accounts of the Club.

2.4 The chief financial officer and the chief executive officer of the group shall be the signing authorities of the Club and shall be entitled to sign cheques and make other financial transactions on behalf of the Club.

2.5 Clubs must change the names of the signing officers on their accounts as soon as their new executive enters office.  Signing officer forms are to be completed at the Society’s financial institution after a letter of approval has been requested from and approved by the Vice President Clubs and Services. Clubs who have not registered their new signing officers with the Society will not be able to access their accounts.

2.6 Groups found having unauthorized outside bank accounts will automatically have their budget and constitution suspended.

ARTICLE 3 – CLUB INVESTMENTS
3.1 
The Funding Committee must approve all financial investments (i.e. GICs, Treasury Bills and Endowment Funds) undertaken by accredited Clubs. 

ARTICLE 4 – CLUB CONTRACTS
4.1 Chief financial officers of SSMU Clubs shall submit all potential contracts greater than $1,500 in value to the Vice President Clubs and Services for evaluation before signing the contract.  The Vice President Clubs and Services shall evaluate the legal and financial soundness of the contract and return it to group in an expedient manner.

4.2  The General Manager must sign any agreement made directly on behalf of the Society that requires a written contract regardless of approval by the Vice President Clubs and Services.

4.3 With the exception of personnel contracts, all contracts larger than $15,000 made by any Society Interest Group must be submitted to the Financial Ethics Research Committee for review (see Constitution and by-laws regarding the Financial Ethics Research Committee).

ARTICLE 5 – CLUB AUDITING
5.1
The Club’s chief financial officer must present an annual income statement to the Society by May 31st every year.  The annual income statement shall include all financial transactions during the fiscal year (June 1st to May 31st).

5.2 All supporting documentation, ledgers and receipts shall be attached to the annual income statement.

5.3 Annual income statements will be used by the Society to conduct a financial audit of each Club receiving funding.  The SSMU Clubs Auditor, shall complete this audit by June 23rd every year.

5.4 The VP Finance and Operations will inform Clubs of any financial irregularities in writing by August 31st every year.

5.5 Should an internal audit indicate financial irregularities that cannot be accounted for, or if a Club should fail to comply with any of the financial regulations, they will be subject to sanctions by the Society (see Article 6 – Club Sanctions).

ARTICLE 6 – CLUB SANCTIONS

6.1
All breaches by Clubs of these Financial Regulations shall be brought to the attention of the SSMU Vice-President Clubs and Services.

6.2 The SSMU Vice-President Clubs and Services will address any contravention by a Club of these Financial Regulations.  The Vice President Clubs and Services will issue a written statement to the Club in question informing it of the Sanctions being imposed.  

6.3 The matter shall be referred to the Funding Committee for review.

6.4 Any appeals by the Club in question should be made to the Funding Committee.

BY-LAW II-5 FINANCIAL PROCEDURES – SERVICES, MEDIA and SSMU ACTIVITIES

Article 1 – SERVICE, MEDIA AND SSMU ACTIVITY FINANCIAL PROCEDURES - GENERAL XE "Service Financial Procedures - General" 
1.1 This Article of the Financial Regulations applies to groups or activities with ‘internal’ Society accounts.  This includes Interest Groups such as Services and Media and SSMU Activities and Events (e.g. FROSH) that have assigned department numbers with the Society.

1.2 The chief financial officers of Services and Media and the coordinators of SSMU Activities and Events understand that the Society has ultimate jurisdiction over their group’s, activity’s or event’s finances and departmental accounts.

1.3 The chief financial officer and the chief executive officer of a group shall be the signing authorities of said Service or Media.

1.4 Services and Media must notify the Society of changes to their signing officers.

1.5 The Society will provide training sessions, in September of each year, for Services and Media chief financial officers detailing the basic accounting procedures that each they must follow.

1.6 A receipt shall be obtained and attached to all cheque requisitions and petty cash requests.

ARTICLE 2 – SERVICE, MEDIA, AND SSMU ACTIVITY INVESTMENTS
2.1 The Funding Committee must approve all financial investments, such as GICs, Treasury Bills and    Endowment Funds, undertaken by Services and Media.

ARTICLE 3 – SERVICE, MEDIA, AND SSMU ACTIVITY CONTRACTS

3.1
Chief financial officers of SSMU Service and Media groups shall submit all potential contracts greater than $1,500 in value to the Vice President Clubs and Services for evaluation before signing the contract. The Vice President Clubs and Services shall evaluate the legal and financial soundness of the contract and return it to group in an expedient manner.

3.2  Coordinators and/or Society Executives of SSMU Activities and Events shall submit all potential contracts greater than $1,500 in value to the responsible Vice President (Finance and Operations) for evaluation before signing the contract.  The Vice President (Finance and Operations) shall evaluate the legal and financial soundness of the contract and return it to group in an expedient manner. 

3.3 The General Manager must sign any agreement made directly on behalf of the Society, which requires a written contract regardless of approval by the Vice President Clubs and Services.

3.4 With the exception of personnel contracts, all contracts larger than $15,000 made on behalf of the Society must be submitted to the Financial Ethics Research Committee for review (see Constitution and by-laws regarding the Financial Ethics Research Committee).

ARTICLE 4– SERVICE, MEDIA, AND SSMU ACTIVITY AUDITING

4.1 The Society conducts its year-end financial reconciliation during the summer and closes the fiscal year of each internal department number.  The SSMU Vice President (Finance and Operations) will inform Services and Media of any financial irregularities resulting from this year-end reconciliation in writing by August 31st every year.

4.2 Should an internal audit indicate financial irregularities that cannot be accounted for, or if a Service or Media should fail to comply with any of the financial regulations, they will be subject to sanctions by the Society (see Sanctions section of this Article).

ARTICLE 5 – SERVICE, MEDIA, AND SSMU ACTIVITY SANCTIONS

5.1 
All breaches by Services or Media of these Financial Regulations shall be brought to the attention of the SSMU Vice President Clubs and Services.

5.2 Any contravention by a Service or Media of these Financial Regulations will be dealt by the SSMU Vice President Clubs and Services.  The SSMU Vice President Clubs and Services will issue a written statement to the group in question informing it of the sanctions being imposed. 

5.3 The matter shall be referred to the Executive Committee for review.

5.4 Any appeals by the group in question should be made to the Executive Committee.

BY-LAW II-6 NON-STAFF REMUNERATION

ARTICLE 1 – NON-STAFF RENUMERATION GENERAL
1.1 The following remuneration Article applies to all non-staff employees of the Society.  (For staff remuneration, see the Staff Employee By-Law). This remuneration By‑Law shall apply only to members of the Society but does not preclude members of the Society from being hired by the Society for certain staff positions under normal hiring procedures.

1.2 All casual salary and stipend recipients must be eligible to work in Canada.  That is, they must have a Social Insurance Number or working VISA authorization.

1.3 Payment of any type of remuneration to an individual shall cease in the event of the resignation or removal of that individual.

1.4 The Executive Committee and Council may terminate the remuneration of any individual who fails to perform his/her duties, subject to appeal to the Judicial Board.

1.5 While the term ‘Stipend’ is used in this Article it shall be considered as synonymous to the term ‘Honorarium’.

1.6 Any annual increases to Executive stipends shall be effective May 1 unless otherwise decided by the Council.

1.7 Except as herein provided, no member of the Society shall receive remuneration in the form of money, gifts, accommodation, or any other item of value which requires, or is likely to require, expenditure or outlay by the Society.

ARTICLE 2 – SSMU EXECUTIVE STIPENDS
2.1    
All SSMU Executives shall receive an annual stipend determined by Council.

2.2  Stipends shall be paid by the Society every two weeks.

2.3  Resignations notwithstanding, the SSMU Executives shall be employed by the Society from the first (1st) of May to the thirtieth (30th) of April.

2.4  The stipend of each SSMU Executive shall be increased on an annual percentage basis by not less than the Cost of Living Index as promulgated by Statistics Canada for the Montreal region in March of that year.

ARTICLE 3 – EXECUTIVE CREDIT CARDS
3.1  
 All SSMU Executive will be given an SSMU credit card, with a credit limit corresponding to the duties of the position.

3.1.1
This limit can be increased by joint decision of the Comptroller and the Vice President (Finance and Operations).
3.2 
All expenditures made on the credit card must be backed up with both receipts and a Purchase Order form.

3.3
Upon receipt of the credit card all executives must sign an agreement to follow the SSMU Credit Card Use Policy.
3.4
All expenditures over $100 must be reported by the Comptroller to Council via a written report to Council.

3.5
Credit cards must be returned to the SSMU Comptroller 2 weeks prior to the end of the executives’ term.

ARTICLE 4 – FOOD ALLOWANCES
4.1
The Food Allowance shall apply only to the SSMU Executives.

4.2 
The Food Allowance shall be compensation to the SSMU Executives for food expenses incurred in the execution of their duties.

4.3 Each SSMU Executive may claim up to fifty ($50) per month for food expenses.

4.4 No SSMU Executive may claim more than the amount allocated for that given month.

4.5 The Food Allowance shall be adjusted on an annual percentage basis by not less than the Cost of Living Index as promulgated by Statistics Canada for the Montreal region in that year.

ARTICLE 5 – EXECUTIVE CELL PHONES
5.1 All SSMU executives are entitled to a cell phone paid for by the SSMU for the duration of their term.

5.2 Reimbursement for person cell phone use will not be offered as an alternative

5.3 An Executive’s final paycheque will not be issued until the cell phone is returned to the SSMU General Manager.

ARTICLE 6 – SSMU MANAGER, COMISSIONER, AND COORDINATOR STIPENDS
6.1 The stipend of any Society Manager, Commissioner or Coordinator shall be submitted to the Executive Committee for approval.

6.2 Stipend will be awarded to members holding positions within the Society, recognized by the Executive Committee and Council, according to the following criteria:

6.2.1 Responsibility: A characteristic that measures the required quantity and quality of the production, coordination, and supervision of any event or activity.  This includes but is not limited to personal accountability and social, ethical and financial responsibility;

6.2.2 Visibility: A characteristic which measures the prestige of the position relative to the activity or event in question in terms of its availability and public profile across campus; 

6.2.3 Time Commitment: A characteristic which measures the estimated quantity and period of time commitment throughout the year; 

6.2.4 Skills: A characteristic which measures the skill set of the applicant required to fill the position; 

6.2.5 Market Value: A characteristic that measures the general market value of skills required to fill a position.  Relative market value shall be considered only under circumstances where a highly specialized skill set is required.

6.3 The stipend approval request shall be submitted to the Executive Committee with a stipend level recommendation from the Executive under whose portfolio the Officer, Commissioner or Coordinator is working.

6.4 Once approved the member receiving the stipend shall be able to choose whether they wish their stipend to be paid bi-weekly, in two end-of-semester instalments, or in a lump sum at the end of their duties for the year.

6.5 It is the responsibility of the Officer, Commissioner or Coordinator receiving the stipends to submit the appropriate documentation required for the accounting clerk responsible for payroll to issue the stipend.

6.6 The Executive under whose portfolio the Officer, Commissioner or Coordinator is working shall submit the Executive Committee’s decision to the Comptroller and the accounting clerk responsible for payroll.

ARTICLE 7 – INTEREST GROUP STIPENDS
7.1
Club executives are not eligible to receive stipends for their positions.  

ARTICLE 8 – SERVICE AND MEDIA STIPENDS
8.1 
Services and Media stipend requests will be considered when the group submits its budget to the Executive Committee for either of the two funding periods.  

8.2 The budgets should include a stipend breakdown with appropriate explanations and names of office holders when possible.  

8.3 Once approved it is the responsibility of the Service or Media member receiving the stipend to submit the appropriate documentation required for the accounting clerk responsible for payroll to issue the stipend.  

8.4 Service and Media stipend recipients may choose to have their stipend paid in two end-of-semester instalments or in a lump sum at the end of the year.  

8.5 The SSMU Vice President (Clubs and Services) shall submit the Executive Committee’s decision to the accounting clerk responsible for payroll.  The SSMU Vice President (Clubs and Services)’s submission shall include the Service or Media’s stipend breakdown with the names of office holders when possible.

ARTICLE 9 – CASUAL SALARIES
9.1 Casual salaries shall not be considered for Clubs.

9.2 Casual salary requests will be considered when the department submits their budgets to the Executive Committee for any of the budget revision periods.

9.3 An itemized list of the distribution of casual salaries with the job description and names of office holders when possible must be attached to the budget request.

9.4 Once approved it is the responsibility of the members receiving casual salaries to submit the appropriate documentation required for the accounting clerk responsible for payroll to issue the casual salary.

9.5 Casual Salaries shall be paid by the Society every two weeks.

9.6 If Casual Salaries are being included in the budget request, 4% of the total casual salaries must be allocated for Vacation Pay.

9.7 If Casual Salaries are being included in the budget request, 4.3% of the total casual salaries must be allocated to the Quebec Pension Plan (see expense account 6838).

9.8 If Casual Salaries are being included in the budget request, 2.7% of the total casual salaries must be allocated for Medicare (see expense account 6851).

9.9 If Casual Salaries are being included in the budget request, 3.15% of the total casual salaries must be allocated for Employment Insurance (see expense account 6871).

BY-LAW II-7 EXTERNAL FUNDS

ARTICLE 1 – CAPITAL EXPENDITURE RESERVE FUND (CERF)
Origin

1.1 The Capital Expenditures Reserve Fund was created in 1986 from the proceeds of the bookstore profits ($60,000), the 1985‑86 operating budget surplus ($10,000), and the budgeted non‑cash depreciation expenditure (debt repayment) of ($50,000).  The initial deposit totals approximately $120,000 dollars.

Purpose

1.2 The creation of the Capital Expenditures Reserve Fund is one of many steps in ascertaining our goal of ensuring the long-term financial stability of the Students' Society of McGill University.

1.3 By its very definition, a capital expenditure is an outlay to acquire the use of long-term assets.  In effect, the Capital Expenditures Reserve Fund is a mechanism that allows the Society to set aside funds for the anticipated maintenance and purchase of capital assets that cannot be supported from the operating budget.

1.4 In addition to strengthening and expanding our capital base, the Capital Expenditures Reserve Fund emphasizes a long-term budgeting approach following a three to five year time horizon. 

Administration

1.5 The following procedures for the administration of the Capital Expenditures Reserve Fund are designed with two objectives in mind:

1.5.1 To ensure proper checks and balances for the fund;

1.5.2 To outline the appropriate usage and maintenance of the fund.

1.6 Any expenditure recommendation from the Capital Expenditures Reserve Fund must be approved by the Executive Committee, with a written statement of support or dissent from the Comptroller and the General Manager, and subsequently receive the approval of the Council.

1.7 Capital expenditure items should be congruent with the original intent of the Capital Expenditures Reserve Fund.

1.8 Items not included in the Capital Cost Allowance (CCA) Categories of the Federal Income Tax Act should not be considered for Capital Expenditures Reserve Fund projects.

1.9 This fund will not be used for the sole benefit of any one individual or restricted group.

1.10 As a maintenance feature, in every fiscal year, a minimum amount equal to $30,000 shall be restricted in the Final Budget to be deposited in the Capital Expenditures Reserve Fund at the year's end.

1.11 Excess of revenue over expenses (expenses over revenue) generated in the Operating Fund shall be transferred to (from) the Capital Expenditures Reserve Fund on an annual basis.

1.12 All current assets of Capital Expenditures Reserve Fund shall be kept in the form of low risk investments, separate from the Society's operating account.

ARTICLE 2 – STUDENTS’ SOCIETY AWARD OF DISTINCTION
Origin

2.1 
The Students’ Society Award of Distinction Fund was established in May 1990 by the Executive Committee according to the recommendations of the Task Force on Priorities Report (January 1990). The scholarship fund was made possible by the Society’s food suppliers - Scott’s Catering Services and Coca-Cola Bottling - endowment contribution of $100,000.  Since its inception, Marriott, Miraval and currently Tiki-Ming Enterprises Inc. contribute to this fund. 

Purpose

2.2 
The Students’ Society of McGill University (SSMU) affirms that student excellence must embrace both the extra-curricular and academic aspects of a student’s life.  As a result, SSMU has created a unique scholarship, The Students’ Society Award of Distinction (SSAD) for outstanding student contributions to the McGill community.  These scholarships shall be awarded to students who have demonstrated leadership in the University through significant contributions to students’ activities and organizations coupled with outstanding academic achievement. 

Administrative Information 

2.3 The SSAD is administered under the jurisdiction of the Vice President, University Affairs. 

2.4 The total sum awarded from the Fund in any given year shall not exceed eighty (80) percent of the total interest earned from the investment of the Fund from February 1st of the prior academic year to January 31st of the current academic year.   The Vice-President University Affairs shall inform themselves on the amount of interest available to be disbursed from the SSMU Comptroller, in any given year, before beginning the application process.  Twenty (20) percent of the interest from the fund shall be added to the value of the endowment to ensure the long-term security and commitment of the Society to the Award. Up to four (4) awards may be given in any academic year. The size of the awards is at the discretion of the committee, within the parameter of the amount of money available in the Award of Distinction fund account.

2.4.1 If, in any given year, the Selection Committee should determine that there are fewer suitable candidates than number of awards available, it is not obliged to issue all the Awards. 

2.4.2  If, in any given year, the Selection Committee should determine that there are no suitable candidates, it is not obliged to issue the Award. 

2.4.3  Recipients of the Award shall receive their scholarship in two equal installments at the beginning of the Fall and Winter semesters upon submitting proof of their registration to the Vice-President University Affairs.  The Vice-President University Affairs shall then submit a request to disburse the funds. 

2.4.4  If, at some future date, the Society deems for whatever reason, that the Award is no longer desirable or practical, consideration should be given to establishing or supplementing a bursary fund with the Fund’s endowment and interest. 

2.4.5 All current assets of Award of Distinction Fund shall be kept in the form of low risk investments, separate from the Society's operating account.

2.5 The minimum publicizing of the SSAD shall be: 

2.5.1 One (1) ad no smaller than 10.25" x 7" in each the Tribune and the Daily;

2.5.2 One (1) ad no smaller than 10.25" x 7" in the Le Délit Français; and 

2.5.3 All of these advertisements shall be paid for out of the Vice President, University Affairs’s budget, so as not to diminish the amounts available for the SSAD. 

Eligibility

2.6 The following shall establish the guidelines for eligibility for the award: 
2.6.1 Members of the SSMU, who are also full-time or part-time students registered and continuing in degree programs.   

2.6.2 Undergraduate students must complete a minimum of 12 credits by the conclusion of the current academic year.   

2.6.3 Awards may be given to those students currently attending McGill University who will pursue academic work at another school in the coming year. 

2.6.4 Out-standing academic merit shall be evaluated on an applicant’s entire performance at McGill. 

2.6.5 Student members of the Selection Committee and Executives (past and present) of the SSMU are ineligible. 

Assessment of Applications

2.7 Financial need may be a consideration should the number of qualified applicants exceed the number of scholarships. 

2.8 A self-assessment of financial need, similar to that used by the McGill University Department of Financial Aid, shall be submitted with the application. 

2.9 All candidates must submit two letters of reference.  One (1) must come from someone who can attest to the significance of the applicant’s contributions to student life, for example the president of an organization. The other one (1) must be written by an instructor at McGill University. 

2.10  All applicants must provide a factual list in chronological order of their principal extra-curricular activities. 

2.11  Applicants must arrange for complete, official transcripts from McGill to be sent to the SSMU.  No transcripts will be accepted from applicants. 

2.12  Any applicant who may have transcripts from another university must submit those as well. 

2.13 Two essay questions shall be asked in the application: 

2.13.1  “What have been your most significant contributions to the quality of student life at McGill University?  Why?” 

2.13.2 “What are your long-term goals?  How have your academic endeavours contributed to the achievement of these objectives?” 

2.14 At the discretion of the Selection Committee these essay questions may be altered or additional essay questions may be asked. 

2.15 An affirmation of authenticity will be required, in which the student will sign and date the following text: “To the best of my knowledge, I certify that the information on this form is accurate and correct.” 

2.16 The contents of a candidate’s file shall initially be held in strict confidence and shall be reviewed only by the members of the Selection Committee.   

2.17 Once the candidates are notified as to who has been successful, candidates’ files will be given to the SSMU Administrative Assistant to be archived. 

Deadline

2.18 The application period must begin no later than March 1st of the academic year.

2.19  Full Applications and all letters of reference must be received no later than 5:00 p.m. on a due date to be set and publicized by the Vice President, University Affairs of the SSMU.  That date must be no later than March 31st of the academic year. 

Method of Selection

2.20 A Selection Committee will review the applications.  The composition of the Selection Committee will be as follows: 

2.20.1  President (ex-officio, voting) 

2.20.2  Vice President, University Affairs (ex-officio, voting) 

2.20.3  At least two (2) Councillors 

2.20.4  At the discretion of the Selection Committee, up to three (3) members-at-large from the membership of the Society may be added to the Selection Committee. 

2.20.4.1 The number of members-at-large shall not exceed the number of members stipulated in 5.1. 

2.20.5 The Selection Committee may also consult with qualified individuals including past and present SSMU executives, past winners of the SSAD, the Registrar and Director of Admissions, McGill Admissions or Registrar’s staff, members of the Senate Committee on Scholarships and Student Aid, the Dean of Students or the Associate Dean of Students, and the Deans of the various Faculties. 

2.20.6  All members of the Selection Committee must be present in order to make the final selections.

ARTICLE 3 – THE LIBRARY IMPROVEMENT FUND
3.1
The SSMU Library Improvement Fund (“LIF”) is a fund composed of fees paid by members of the SSMU and other contributions, the sole and unique purpose of which is to enrich the resources normally provided by the University and used by students.  Two-thirds (2/3) of the LIF will be distributed to libraries proportionally based on the number of students in each faculty or department.


3.1.1
Proportionality need not occur on a yearly basis, but shall occur in the long term.

3.2
One-third (1/3) of the LIF will be allocated to specific projects.

3.3
The SSMU Library Improvement Fund Committee (“LIFC”) shall be a committee of the SSMU Council, and will administer the LIF.

3.4
The LIFC shall be composed of the following members:

3.4.1
the Vice President, University Affairs;

3.4.3
the two (2) SSMU reps to the Senate Committee on Libraries;

3.4.4
the General Manager or his/her delegate (non-voting); and

3.4.5
the Director of Libraries and two (2) representatives from the libraries chosen by the Director (non-voting).

3.4.6 Library Improvement Fund Commissioner

3.5
A faculty (non-student) member may appoint another faculty member to represent him or her.

3.6
The Vice President, University Affairs shall:

3.6.1
chair the LIFC meetings;

3.6.2  
set and distribute the agenda for LIFC meetings and inform all members as to the dates and times for these meetings at least five (5) days in advance;

3.6.3
coordinate all actions taken between meetings, and keep all members informed as to these actions; and

3.6.4
report all LIFC actions to the SSMU Council.

3.7
The LIFC shall determine a list of project expenditure proposals and shall present that list to SSMU Council for ratification.

3.8
Any member of the Students’ Society or Faculty may submit a project expenditure proposal to the LIFC.

3.9
All LIFC meetings are open to the public.

3.10
The quorum for a LIFC meeting shall consist of two-thirds (2/3) of the voting members.

3.11
The collection of the fund shall be as follows:

8.11.1
Every full-time undergraduate student shall contribute ($8.50) per semester to the LIF.

8.11.2
Every part-time undergraduate student shall contribute ($4.25) per semester to the LIF.

8.11.3
The LIF fees shall be collected by McGill University as part of the McGill Student Fund.

3.12
An appropriate amount of the LIF shall be set aside for the purchase of identification plaques that shall read "Gift of the Students' Society of McGill University".  These plaques shall be placed in a reasonably prominent manner, without causing damage.

3.13
The continuance of the LIF fees shall be put to a referendum once every five years.

ARTICLE 4 – THE QUEER MCGILL UNDERGRADUATE FUND
Origin

4.1 The Queer McGill Undergraduate Fund was established in January 2007 as a means to provide students affected by discrimination against queer or trans* minorities with assistance to continue their studies.
Purpose

4.2 The Fund aims to provide assistance to students suffering from violence or discrimination as a result of being queer or trans*, specifically. The goal of the Fund will be to allow its recipients to continue their studies despite extenuating circumstances in their life. 
 4.3 The Fund is exclusively need-based. Its purpose is not to reward academic performance but to assist those experiencing hardship.

Types of Funding

4.4 Long-Term Funding shall be given at any point during the Fall and Winter semesters and its primary goal shall be to ensure the recipient’s ability to remain a student for that semester, covering, for example, a fraction of tuition and/or living expenses.
4.4.1 Long-term Funding shall not exceed 1000$ for any given instance;

4.5 Emergency Funding shall be given out at any point during the year and its specific purpose shall be to meet the immediate needs of the applicant as a result of an emergency.
4.5.1 Emergency funding shall not exceed $250 for any given instance;

4.5.2 The Selection Committee shall convene to review any applications for emergency funding within no more than two (2) weeks of receiving a completed application;

4.5.3 If Emergency Funding is requested during the summer all efforts should be made to convene the committee or if not possible to contact the Queer McGill Executive Committee for their input.
Eligibility

4.6 Funding is open to all SSMU members if they are enrolled in full-time degree programs as full-time undergraduate students.
4.7 Funding is open to all individuals holding any awards or scholarships granted by McGill University or the Society.
4.8 Previous recipients of the Fund are eligible to apply, but will have lower priority.
Recipients of Emergency funding shall only be eligible to receive funding once per semester.
4.9 Society Executives and members of the Selection Committee, at the time of application, will be ineligible for the Award.

Administration

 4.10 The Queer McGill Executive Committee, in conjunction with the Vice-President University Affairs,  shall be responsible for coordinating the administration of the Fund – including publicity, application forms, committee formation and meetings.  It is the Vice-President University Affairs’ responsibility to inform the Council of the Selection Committee’s decisions.
4.11 Funding shall be awarded by an ad-hoc Selection Committee composed of the following members:

4.11.1 The Vice-President University Affairs (chairperson/ secretary);

4.11.2 One (1) Councilor (voting);

4.11.3 Four (4) representatives selected by the Queer McGill Executive Committee (voting);

4.11.4 One (1) member-at-large appointed by the Equity Committee (voting); 

4.11.5 President (ex-officio/non-voting);

4.11.6 One (1) community representative, appointed by the Queer McGill Executive Committee (non-voting).
4.12 Quorum for a meeting of the Selection Committee shall be four (4) voting members in addition to the chairperson. 
4.13 Applications for the Queer McGill Undergraduate Fund must be accompanied by:

4.13.1 A comprehensive cover letter, explaining the applicant’s situation and need for funding as well as a specific request for an amount of funding;

4.13.2 One letter of reference from someone who can attest to the applicant’s circumstances;

4.13.3 Proof of student status;

4.13.4 Any documents supporting the amount of funding requested (e.g. tuition bills);

4.13.5 Any other documents specified by the Vice-President University Affairs and/or the Selection Committee.
 4.14 Upon review of an applicant’s file, the Selection Committee may request an interview with the applicant.

4.14.1 No more than three (3) Selection Committee members may participate in the interview process;
4.15 Only members of the Selection Committee may review the contents of a candidate’s file and interview.  Committee members shall adhere to strict confidentiality concerning the contents of the candidate’s file and interview.
4.16 All applications for funding shall be sent both to the Queer McGill Executive Committee and the Vice-President University Affairs.
4.17 The total sum awarded from the Fund in any given year shall not exceed seventy (70) percent of the total Fund over the present fiscal period.  The Vice-President (Clubs and Services)  shall inform themselves on the amount of interest available to be disbursed over the course of any given year in consultation with the Vice-President (Finance and Operations)
4.18 If, in any given year, the Selection Committee should determine that there are no suitable applicants, it is not obliged to issue funding.
4.19 All current assets of the Queer McGill Undergraduate Fund shall be kept in the form of low risk investments, separate from the Society's operating account. 
4.20 At the end of every fiscal year, any surplus in the Queer McGill department shall be transferred into the QMFUND. 
ARTICLE 5 – HEALTH AND DENTAL RESERVE FUND (HDRF)
Origin

5.1 After the 2005 referendum on student fees for the SSMU Health and Dental Plan, the amount of money raised by the levy has been much higher than the fee charged by our plan administrator, ASEQ.  The surplus fees collected by the SSMU for the SSMU Health and Dental Plan, starting in fiscal year 2006-7, will be collected in the Health and Dental Plan Reserve Fund.
Purpose

5.2 The creation of the HDRF is meant to ensure that money students spend on health and dental insurance is going towards health and dental coverage.  The amount of the levy collected by the SSMU for the Health and Dental Plan above and beyond what is charged by our plan administrator should not be going into the operating budget, but instead should be kept separate to ensure steady health care costs for students.  This will both alleviate pressure on the SSMU VP Finance and Operations to conduct a new referendum every time the Health and Dental Plan costs change and ensure future financial statements aren’t inflated by the temporary surpluses of the Health and Dental fees. 
Administration of HDRF
5.3 Surpluses from the SSMU Health and Dental Plan Fees, at the end of the fiscal year, must be transferred into the HDRF;
5.4 Surplus is defined as the total amount collected by the SSMU Health Plan Fee and SSMU Dental Plan fee minus the fee charged by our health plan administrator and the 2% administrative fee;
5.5 The HDRF can only be drawn down in fiscal years where the total fees collected from students are less than the fee charged by the administrator and the 2% administrative fee;
5.6 In January of every year, the SSMU VP Finance and Operations will request preliminary cost estimates for the following fiscal year’s health and dental coverage.  If the projected cost will exhaust the funds in the HDRF, the SSMU VP Finance and Operations will prepare a referendum question to alter the fees for the Health coverage and the Dental coverage;
5.7 All current assets of HDRF shall be kept in the form of minimal risk investments separate from the
Students' Society's operating account;
5.8 Minimal risk investments are defined as: terms deposits, T‑Bills and government backed bonds.
ARTICLE 6 - STUDENT LIFE FUND (SLF)

Origin

6.1 The Student Life Fund was created in March 2010 by a student referendum and a transfer of the proceeds of the McGill Students’ Renovations Fund (MSF) fee – an amount of $338,000 at the time MSF was abolished.

Purpose

6.2 The Society established the fund to emphasize its commitment to student life on campus. The goal of the fund is to provide a steady flow of income for the Society to invest in initiatives that will improve student life and to ensure unused resources from departments deemed vital for student life on campus remain available for use in future years.
6.3 The fund shall provide a space for the year end surpluses of the Fee Funded and non-Fee Funded departments, which are listed below, to be made available in future years without having to roll into the Capital Expenditures Reserve Fund:
6.3.1 Internal Fee funded Funds; including but not limited to the Campus Life Fund, Environment Fund, Ambassadors Fund, and Space Fee Fund.
6.3.2 Fee Funded SSMU Services and the Non-Fee Funded Services; including but not limited to Tv McGill, the Sexual Assault Center of the Students’ Society, the Union for Gender Empowerment, the McGill Nightline, McGill First Aid Service, Walksafe, Drivesafe, and Midnight Kitchen.
6.3.3 Fee Funded Student Associations; including but not limited to the Nursing Undergraduate Society, the Physical & Occupation Therapy Undergraduate Society and the Social Work Student Association.
6.3.4 The Gerts Student Life Fund.

6.4 The fund shall make available to clubs any favourable difference between the year end result and what was budgeted that is left in the Club Fund department from previous years, which should be allocated by the standard procedures followed by the SSMU Funding Committee.

Administration

6.5 The following procedures for the administration of the Student Life Fund are

designed with two objectives in mind:
6.5.1 To ensure proper checks and balances for the fund;
6.5.2 To outline the appropriate usage and maintenance of the fund. 
6.6 The fund shall be made up of internal department accounts, in a manner similar to the Operating Fund, which shall include:
6.6.1 A main department hereby referred to as Reserve Fund, which shall act as the heart of the fund. The initial capital, which shall be internally restricted, and the interest it generates shall form an integral part of the Reserve Fund.
6.6.2 A Student Life Fund equivalent department for each department of the Operating Fund that rolls any funds to the Student Life Fund; including all departments listed in Article 31.3.
6.7 Groups, such as SSMU Services and faculty associations under the Society, which have transferred surpluses into the Student Life Fund shall have the ability to transfer the totality or a portion of the funds kept in the Student Life Fund to their respective department in the Operating Fund by submitting a request to the VP Finance & Operations AND the Comptroller.
6.7.1 No more than 80% of the yearly interest generated by the Reserve Fund in the previous year could be allocated in a current year.
6.7.2 The figure of the yearly interest generated by the Reserve Fund shall be the figure indicated by the Society’s audited financial statements.
6.7.3 All recommendations to allocate funds from the Reserve Fund interest revenue shall be subject to the approval of the Comptroller, who shall refuse any recommendation if the total amount used exceeds the available amount.
6.7.4 All recommendations to allocate funds shall be congruent to the spirit of the Student Life Fund, that is, they should all be destined to events, projects, groups or initiatives that will improve student life at McGill.
6.8 The Comptroller shall inform the Funding Committee and the Executive Committee of the balance of all departments of the Student Life Fund on a monthly basis.
6.9 Groups, such as SSMU Services and faculty associations under the Society, which have transferred surpluses into the Student Life Fund shall have the ability to transfer the totality or a portion of the funds kept in the Student Life Fund to their respective department in the Operating Fund by submitting a request to the VP Finance & Operations and the Comptroller.
6.10 All assets in the Student Life Fund shall be kept in the form of liquid low risk investments or bank accounts.
6.11 The capital of the Reserve Fund and 20% of its yearly interest revenue shall be internally restricted.

6.11.1 In order to use a portion of the internally restricted capital, or interest revenue, a 2/3rds favorable vote of Council is required.
6.11.2 In between meetings of Council, the Executive Committee shall not have the power to use the internally restricted capital, or interest revenue, and shall wait until the next meeting of Council.

BY-LAW II-8 INTERNAL FUNDS

ARTICLE 1 – CAMPUS LIFE FUND (CLF)
Purpose

1.1 The Society’s Campus Life Fund is intended as a source of financial assistance for initiatives including but not limited to projects, events, conferences, publications, and productions of an academic or social nature.  The Campus Life Fund also recognizes the contribution of athletic programs to the McGill community and shall, where applicable, offer financial assistance to such endeavours.  Any member or group within the membership of the Society may seek funding for such initiatives.

Administration

1.2 To be eligible for funding, the initiative must be consistent with the existing By-Laws and Constitution of the Society.

1.3 Requests must be accompanied by:

1.3.1 Campus Life Fund Request Form;

1.3.2 A letter of introduction, clearly detailing the initiative and its goals and objects;

1.3.3 A comprehensive budget overview, showing all revenue and expenses.

1.4 Requests to the Fund must conform to all of the following guidelines, unless otherwise determined by a two-thirds (2/3) majority of the Funding Committee:

1.4.1 The objective of the initiative must contribute to the betterment of campus life;

1.4.2 The request must be made by a member of the Students' Society;

1.4.3 Members of the Students' Society must be responsible for and involved in the overall co-ordination and production of the initiative;

1.4.4 Notwithstanding articles 28.12 thru 28.14, no members of the Society may be restricted from attending or participating in the initiative;

1.4.5 The initiative must not have goals or objectives for which Society groups have already been allocated resources;

1.4.6 No funds may be used to loan resources to Society groups for the purposes of start-up costs;

1.4.7 A specific time frame for the initiative must be determined in advance;

1.4.8 All requests must be received ahead of the date of the initiative or its commencement;

1.4.9 The Funding Committee or Executive Committee may establish further guidelines that are not inconsistent with these terms of reference herein.

1.5 All requests shall be addressed to the Funding Committee Coordinator of the Society.

1.6 The Funding Committee will consider all requests and shall submit their decisions for ratification at the following Council meeting.

1.7 The Society’s Funding Committee Coordinator shall administer all aspects of the Campus Life Fund.  This shall include ensuring the timely processing of cheques, maintaining records of fund allocation, and informing applicants as to the status of their application. 

1.8 Publicity associated with all funded initiatives must include the Students' Society Logo in conjunction with the words "Assistance provided by the Students' Society of McGill University". Failure to do so will result in loss of funding.

1.9 The Funding Committee, Executive Committee and Council reserve the right to deny any funding request based on factors including but not limited to: moral objections and questions to the viability of the initiative.

1.10 Unsuccessful applicants have the right to obtain a written letter listing the reasons as to why the funding request was denied. 

Special Provisions

1.11 Funding to athletic programs shall be limited to unfounded tier three athletic teams as defined under McGill University’s Department of Athletics Intercollegiate Sport Classification Process Terms of Reference.

1.12 Funding to athletic programs shall be limited to subsidizing a portion of the athletic program’s travel and/or league affiliation fees.

1.13 Where the Students’ Athletic Council representative of Council is not a member of the Funding Committee, the Funding Committee may consult with said representative of requests from athletic teams.

Budget Provisions

1.14 The Fund is to be at least forty thousand dollars ($40,000) per operating year.

1.15 No more than two thirds (2/3) of the fund, as approved in the Operating Budget, may be allocated by the end of the fall semester.

Matching Contributions

1.16 The Society may from time to time enter into agreements regarding the matching of Society contributions from the Campus Life Fund.  The Funding Committee Coordinator, in coordination with the Executive Committee, is responsible for facilitating this process.

Publicity

1.17 It shall be the responsibility of the Funding Committee Coordinator to take out prominent advertisements in McGill Student Publications informing the student body of the existence of the Campus Life Fund and the application process
ARTICLE 2 – AMBASSADOR FUND
Purpose

2.1 The Society’s Ambassador Fund is intended as a source of financial assistance for hosting or participating in competitions and conferences of an academic nature; hosted or attended by McGill students. Any member or group within the membership of the Society may seek funding for such initiatives.

Administration

2.2 To be eligible for funding, the initiative must be consistent with the existing By- Laws and Constitution of the Society.

2.3 Requests must be accompanied by:

2.3.1 Ambassador Fund Request Form;

2.3.2  A letter of introduction, clearly describing the activity;

2.3.3 A comprehensive budget overview, showing all revenue and expenses.

2.4 Requests to the Fund must conform to all of the following guidelines, unless Otherwise determined by a two-thirds (2/3) majority of the Funding Committee:

2.4.1 The objective of the initiative must contribute to the visibility and recognition of the excellence of SSMU members;

2.4.2 The request must be made by a member of the Students' Society;

2.4.3 A specific time frame for the initiative must be determined in advance;

2.4.4 All requests must be received ahead of the date of the initiative or its commencement;

2.4.5 The Funding Committee or Executive Committee may establish further guidelines that are not inconsistent with these terms of reference herein.

2.5 All requests shall be addressed to the Funding Committee Coordinator of the Society.

2.6 The Funding Committee will consider all requests and shall submit their decisions for ratification at the following Council meeting.

2.7 The Society’s Funding Committee Coordinator shall administer all aspects of the Ambassador Fund. This shall include ensuring the timely processing of cheques, maintaining records of fund allocation, and informing applicants as to the status of their application.

2.8 The Funding Committee, Executive Committee and Council reserve the right to deny any funding request based on factors including but not limited to: moral objections and questions to the viability of the initiative.

2.9 Unsuccessful applicants have the right to obtain a written letter listing the reasons as to why the funding request was denied. 

Budget Provisions

2.10 No more than two thirds (2/3) of the fund, as approved in the Operating Budget, may be allocated by the end of the fall semester. Matching Contributions
2.11 The Society may from time to time enter into agreements regarding the matching of Society contributions from the Ambassador Fund. The Funding Committee Coordinator, in coordination with the Executive Committee, is responsible for facilitating this process.
Publicity

2.12 Publicity associated with all funded initiatives must include the Students' Society Logo in  conjunction with the words "Assistance provided by the Students' Society of McGill University" on any team apparel, competition vehicles, posters, invitations, or other such publicity material. Failure to do so will result in loss of funding.
2.13 It shall be the responsibility of the Funding Committee Coordinator to take out prominent advertisements in McGill Student Publications informing the student body of the existence of the Ambassador Fund and the application process.
ARTICLE 3 - SSMU ENVIRONMENT FEE FUND (EFF) and ENVIRONMENT PROJECT FUND (EPF) XE "Special Projects Fund (SPF)" 
Origin

3.1 
The Environment Fee Fund (EFF) was created in 2007 to raise funds and awareness to change the environmental impact of the activities of the Society and help student groups promote and proliferate environmental sustainability on the downtown campus. This fund is financed by an opt-out able fee of $1.25 per member, per fall and winter semester, created by referendum in March 2007 and to be collected for three years, starting fall 2007.  

Purpose

3.2 The Environment Fund is meant as source of financial support for:

3.2.1
Environmental initiatives within the SSMU, including student coordinator positions and infrastructure changes to SSMU events and space;

3.2.2 
Student-run environmental projects on campus through the Environment Project Fund, to which at least $10 000 a year will be allocated from the Environment Fee Fund.

Division of the Fund resources

3.3 
The fund will be divided into two resource pools: the SSMU Internal projects fund and the Environment Project fund.

3.3.1 
At least $10,000 will be allocated to the environment project fund with the remainder of the environment fee allocated to the SSMU internal projects fund; but an amount in excess of 10,000 may be allocated in any given year by Funding Committee or Council.

Administration of the SSMU Internal Environmental Projects Fund 

3.4 
After the allocation of at least $10,000 is made to the Environment Project Fund, the remainder of the Environment fee fund will be allocated to the SSMU internal environmental projects fund.

3.4.1 
This fund is intended for a wide range of large and small-scale projects intended to increase the environmental sustainability of the society. Examples of the uses of this fund include but are not exclusive to: purchasing of capital goods and materials, providing stipends for research projects and students doing work regarding environmental sustainability at SSMU and funding sustainable practices for alterations being made to the university center. 

3.4.2 
Decisions regarding the allocation of these resources shall be made by Environment Committee, Executive Committee and Funding Committee pending the final approval of SSMU Legislative council. 

3.4.3 
No less than $2,500 must be reserved from this fund to pay the stipends of the two Environment Commissioners, and cover parts of the costs related to environmental conferences. 

Administration of the Environment Project Fund

3.5 
At the regular meetings of the Funding Committee, applications from SSMU members for environmental projects will be reviewed. 

3.5.1 
To be eligible for funding, the initiative must be consistent with the existing By-Laws and      Constitution of the Society. The initiative must also cause a measurable reduction on the environmental impact of activities on the downtown McGill Campus, or run by student member groups, or serve to measure the impact of current practices.  
3.6  
Requests must be accompanied by:

3.6.1
SSMU Environment Project Fund Request Form, including environmental auditing
documentation set by the Environment Commissioner;

3.6.2
A letter of introduction, clearly detailing the initiative and its goals and objects;

3.6.3
A comprehensive budget overview, showing all revenue and expenses.

3.7     Requests to the Fund must conform to all of the following guidelines, unless otherwise determined by a two-thirds (2/3) majority of the Funding Committee:


3.7.1
The objective of the initiative must contribute to the betterment of campus
environmental impact, either by measuring the impact of current practices or measurably reducing the impact of activities on the downtown campus;
3.7.2
The request must be made by a member of the Students' Society;

3.7.3
Members of the Students' Society must be responsible for and involved in the overall co-ordination and production of the initiative;

3.7.4 Notwithstanding articles 34.12 thru 34.14, no members of the Society may be restricted from attending or participating in the initiative;

3.7.5 No funds may be used to loan resources to Society groups for the purposes of start-up costs;

3.7.6 A specific time frame for the initiative must be determined in advance;

3.7.7 all requests must be received ahead of the date of the initiative or its commencement;

3.7.8 The Funding Committee or Executive Committee may establish further guidelines that are not inconsistent with these terms of reference herein.

3.7.9 all requests shall be addressed to the Funding Committee Coordinator of the Society.
3.7.10 The Funding Committee will consider all requests and shall submit their decisions for ratification at the following Council meeting.
3.7.11 The Society’s Funding Committee Coordinator shall administer all aspects of the Environment Fee Fund as relates to the allocation of funding to external groups. This shall include ensuring the timely processing of cheques, maintaining records of fund allocation, and informing applicants as to the status of their application. 
3.7.12 Publicity associated with all funded initiatives must include the Students'  Society Logo in conjunction with the words "Assistance provided by the Students' 
Society of McGill University". Failure to do so will result in loss of funding.
3.7.13 The Funding Committee, Executive Committee and Council reserve the right to deny any funding request based on factors including but not limited to: moral objections and questions to the viability of the initiative.
3.7.14 Unsuccessful applicants have the right to request a written letter listing the reasons as to why the funding request was denied. 
Budget Provisions (EPF)

3.8
The Environment Project Fund is to be at least ten thousand dollars ($10,000) per operating year.

3.9  
No more than one half (1/2) of the fund, as approved in the Operating Budget, may be allocated by the end of the fall semester.

Matching Contributions (EFF)

3.10 
The Society may from time to time enter into agreements regarding the matching of Society contributions from the Environment Fee Fund.  The Funding Committee Coordinator and the Environment Commissioner, in coordination with the Executive Committee, are responsible for facilitating this process.

Publicity

3.11 
It shall be the responsibility of the Society’s Environment Commissioner to informing the student body of the existence of the SSMU Environment Fund and the application process.

ARTICLE 4 – THE BASE FEE ALLOCATION FOR STUDENT SPACE
4.1 The base fee for student space is adjusted according to the rate of inflation, set by Statistics Canada’s annual Consumer Price Index (CPI) inflation rate for the province of Quebec. One dollar and five cents per member, per semester shall be taken from the base fee for the governance of student space improvements. 

4.1.1 65 percent of the fee will go to the SSMU Funding Committee to be allocated for renovations inside the Shatner building. 10 percent of each dollar will be allocated by the Funding Committee for sustainable building initiatives within the Shatner building. 

4.1.2 25 percent of each dollar will be available for allocation by the Funding Committee to be applied for by external groups to improve student spaces across campus. 

4.1.2.1 Should external groups not apply, this money can be applied for by internal SSMU projects.

 XE "Special Projects Fund (SPF)" 
BY-LAW II-9 –FINANCIAL PROCEDURES – INTERNAL TRANSATIONS
ARTICLE 1 – FINANCIAL PROCEDURES – EXPENSE REQUISITIONS
1.1 Any expense over $150 requires approval of an expense requisition, without which an expense will not be reimbursed or paid for.

1.2 An Expense Requisition form is filled out with the required information, at the Society’s general office and must be approved by the signing officer(s).

1.3 The Accounts Payable clerk shall then determine if:

1.3.1 The budget has been approved and remains in good standing;

1.3.2 There are finances uncommitted and unexpended within the budget;

1.3.3 There were funds allocated for this particular expenditure under the appropriate account; and

1.3.4 There are funds remaining within the account, both unexpended and uncommitted.

1.3.5 Should all these conditions be met, the Accounts Payable clerk shall approve the expense to be incurred.
1.4 Should a purchase order be requested, once procedures have been followed, the signing officer(s) may pick up the purchase order at the Society’s general office.

1.5 After an expense has been incurred, payment/reimbursement will occur as detailed in Financial Procedures – Petty Cash and Financial Procedures – Cheques and Purchase Orders. 

1.6 The GST and QST portion of your expense must be shown separately.

1.7 If an expense over $150 is not approved beforehand, but still deemed necessary, the reimbursement will not be given to the claimant until 6 weeks after submission.

ARTICLE 2 – FINANCIAL PROCEDURES – PETTY CASH
2.1 The maximum amount shall be $50 per form.  However, for special events, cash advances for the purposes of a float may be issued to a maximum of $250.  The Comptroller may authorize exceptions to these limits.

2.2 All petty cash forms must be completely filled out according to the “Procedures for Expenditures” set out by the SSMU Comptroller.

2.3 The Accounts Payable clerk shall determine if:

2.3.1 The budget has been approved and remains in good standing;

2.3.2 There are finances uncommitted and unexpended within the budget;

2.3.3 There were funds allocated for this particular expenditure under the appropriate account; and

2.3.4 There are funds remaining within the account, both unexpended and uncommitted.

2.3.5 Should all these conditions be met, the Accounts Payable clerk shall enter the appropriate account numbers and shall issue the reimbursement.
2.4 The GST and QST portion of your request must be shown separately.

ARTICLE 3 – FINANCIAL PROCEDURES – CHEQUES AND PURCHASE ORDERS
3.1 The signing officers of the department concerned must fill out a cheque requisition form obtainable at the Society’s general office.  Applicable documentation must be attached.  

3.1.1 All cheque requisition and purchase order forms must be completely filled out according to the “Procedures for Expenditures” set out by the SSMU Comptroller.

3.2 For expenses over $150 the Accounts Payable Clerk must have approved an expense requisition form before the expense was incurred.

3.3 The Accounts Payable clerk shall determine if:

3.3.1 The budget has been approved and remains in good standing;

3.3.2 There are finances uncommitted and unexpended within the budget;

3.3.3 There were funds allocated for this particular expenditure under the appropriate account; and

3.3.4 There are funds remaining within the account, both unexpended and uncommitted.

3.3.5 Should all these conditions be met, the Accounts Payable clerk shall enter the appropriate account numbers, issue the cheque and submit it to the Comptroller for approval.
3.4 In the case of performers, speakers or cheques for honoraria, tax waivers, personnel forms and contracts are required to be attached to the requisition forms.

3.5 The GST and QST portion of the cheque requisition must be shown separately.  

ARTICLE 4 – FINANCIAL PROCEDURES – CASH ADVANCES
4.1 Only individuals receiving Stipends or Salaries from the Society are entitled to ask for a cash advance.

4.2 Cash advances may never exceed the amount Students' Society would be providing the individual in that fiscal year.

4.3 At the discretion of the Comptroller cash advances may be provided.

ARTICLE 5 – FINANCIAL PROCEDURES – INVOICES TO BE PAID
 XE "Invoices to be Paid (Service, Media and SSMU Activities)" 
5.1 Invoices shall be prepared and processed by the Accounts Payable clerk.

5.2 When the Comptroller is satisfied that financial procedures have been followed, they shall initial the authorization to pay.

5.3 The GST and QST portion of the billing must be shown separately.

ARTICLE 6 – FINANCIAL PROCEDURES - PAYROLL
6.1 The signing officers shall submit Payroll requests of casual employees to the Payroll clerk where they shall be prepared and processed.

6.2 In the situation of Interest Groups, they shall be forwarded to the VP Clubs and Services who, when satisfied that it is in keeping with the decisions and By-laws on employment adopted by the Council, shall sign the request and return it to the Comptroller's office.

6.3 When the Comptroller is satisfied that financial procedures have been followed the payroll shall be authorized and issued. 
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