Office of Student Engagement
Student Organization Funding Guidelines
Purpose Statement
The Office of Student Engagement recognizes the value of student-led and co-curricular programming and has established the Student Organization Funding board to support cultural, recreational, and experiential learning for students outside the classroom. Our goal is to provide students with the opportunity to shape the student experience at National Louis University and to promote leadership and service to the NLU community.

Objectives
The objectives of the Student Organization Funding board are:
1. To uphold the Office of Student Engagement’s commitment to meaningful student participation in activities and programs;
2. To provide a format through which student organizations can ask for and receive funding for events and programs which benefit the NLU community;
3. To oversee the spending of funds in which students are good stewards of NLU resources.
These guidelines are reviewed as needed by the Director of Student Engagement.

Funding Details
Funding Cycle:
The Student Organization Funding board will operate following the National Louis University’s fiscal year. 
· The budget period runs July1st – June 30th
· Events/expenses must fall between July 1, 2024 – June 30, 2025
Funding Limits and Restrictions:
· Allocations will be provided until funds run out.
· Funding will not be provided for personal expenses.
· Funding must be used for events and programs open to all NLU students. 
Process Overview
General:
· Award letters, which will hold the allocation decision made by the board, will be sent to student organizations within 7 days following the funding request meeting.
· Award letters will be sent by email to the student organization’s president and treasurer and will provide information on the decision to allocate full, partial, or no funding.
Submission:
· Student Organizations must apply at least 2 weeks in advance of the event for which they are requesting funding.
· The president and/or treasurer must attend the funding meeting.
· Student organizations must not be late to their scheduled meeting time and will be considered ineligible if they miss their time.
· If student organizations are partnering with one another or with a University department on a program, they must explain the involvement of each party on the application.
· Student organizations are asked to obtain quotes for all budget items. Quotes should be included on the budget spreadsheet.
Reporting and using funds:
Student organizations that receive funding must be aware of the following:
1. Student organizations and their advisors are responsible for maintaining an accurate record of all expenses. 
2. The president or treasurer can schedule a meeting with the Office of Student Engagement to pay for expenses.
3. Venmo, Quick Pay, Paypal, and other share payment systems are not acceptable forms of payment. Student organizations will not be allowed to pay vendors using these methods.
4. Students may not sign contracts themselves. These agreements must be completed by the university.
5. Payments that require a contract must be paid by the University. Students cannot pay for these services and request a reimbursement.

Decision-Making Criteria
Please find below the objective criteria on which allocation decisions are made:
· How does this program/event further National Louis’s mission?
· How do this program,/event further the student organization’s mission?
· Is this program open to all students?
· Is this program free to attend?
· How many students are expected to participate?
· If a conference, how does the group plan on bringing the information back and having a positive impact on campus?
· How will success be measured?
· How much does the program cost pet student?
· Has the organization considered the most cost effective measures for this program/event?
· How does this program enhance students’ cultural awareness?
Application Procedure
1. Complete the Student Organization Funding Board form:  
a. Be sure to attach the completed budget spreadsheet.
2. Register for a funding meeting by selecting a hearing date and time.
a. Funding meeting are scheduled on a first come, first serve basis.
3. Student organizations will be notified of the results via email within 7 days of the meeting.

