CRITERIA FOR ALLOCATIONS

1. Request must benefit, in some way, the student body as a whole. The budget committee will judge the validity of your request.
2. A current constitution must be on file at the Student Senate Office before allocated funds will be distributed to a club or organization.
3. Money may not be allocated for field trips. Be creative with requests. If requesting money for a speaker, please have a tentative date and /or speaker set up.
4. Once allocated, the money must be spent according to the original request or as specified by the budget committee and/or President and Vice President of Student Senate.
5. The Student Senate must approve any changes in the purpose of the allocated allotments. 
6. Over-spending of the allotted amount will be billed to the proper organization.
7. Throughout the year, the budget committee and the Student Senate President and/or Vice President will monitor funding.
8. If there are extenuating circumstances regarding the use of allocated funds, verbal permission may be granted to make alterations, but it must be approved by the Student Senate President and/or Vice President and the budget committee chairperson. A valid request must be presented [in writing] at least two weeks in advance.
9. Please present request [in writing] to Student Senate for approval.  
10. Please dress professionally – no casual/athletic attire.
11. Deadline for fund requests: Fall – September 20th, Spring – January 23rd.  

General Information about allocations:

Allocation money does not go into your organization’s bank account.
*Example: $250 of allocation money does not allow you to write a check out of your organization’s checking account.

In order to use allocated money, you must contact the Student Senate Vice President
approximately two weeks in advance. (Student Senate: studentsenate@acornmail.peru.edu).
Why? Any allocated money that is spent must be documented and sent through the business office. The business office then sends it to the state government and they issue us a check. THIS PROCESS COULD TAKE UP TO TEN DAYS from the day of processing. Original invoices or itemized receipts are required to process payment. 

To charge items at Peru State College:
If you want to purchase an item at the Bookstore or Dining Services, you will need your budget code and a signature. Each organization has a budget code. You can find out what your budget code is by contacting the Business Office. The store then sends the bill to Student Senate for payment through the business office using your allocated money.

To pay for a speaker:
If your organization would like to bring a speaker to Peru State College, you will need to contact this speaker at least two weeks in advance. You will need to come to the student Senate V.P. and get a contractual agreement. Complete the top portion, mail the form to the speaker or give it to them so they can fill in their social security number, their address, and signature; return to Student Senate. This is necessary because it may take up to ten days to receive a check from the state. If you do not follow this process, you will not have funds to pay the speaker on the day of the event. 
