SUNY College at Old Westbury

J\

Procedure No. B-07 Use of College Facilities for Fundraising Activity Index
1.0 PURPOSE and SCOPE ........ccccciiiiiiiiiiiiiiiiiiiiiiisiiissisississsssssssssssssssssssssssssssssssssssssssses 1
2.0 RESPONSIBILITIES......ccotttiiimmmnniiiiiniiiiiinnnseiiiinieiisssssassiiiieiiimmmsssssiesssssssssssssen 1
3.0 DEFINITIONS ...coeeeiiiiiiiiiiiiiiitiiniiiiiiiiiieteseiiiiiiiieeteessssssiiiieetttsssssssssisssteessssssssssssssssens 2
4.0 PROCEDURE .....ccuuuuuiiiiiiiiiiiiinnnniiiiiiiiiieesnssssiiiiinieeteassssssiiiissteessssssssssssssseessssssssssssssssans 2
5.0 REFERENCES ......iteeuiiitiiiiiitiiiiiitieniiiniieeiienienesiisiesaesieieesessistessessestessssiesaensssesnesnsssnns 4
6.0 APPROVALS.......ciiiittttttiiiiiineeteitiasiiiiiiniieeessssssiiiiiitteeesssssssssssseettssssssssssssssssssssssssssses 4

EXHIBIT 1 - BUDGET/ACTUAL WORKSHEET

EXHIBIT 2 - EVENTS RECORD OF COLLECTION FORM

Issued By: Signature: Effective Date:

Calvin O. Butts 6
President, College at Old Westbury / PJ,_ »»W November 12, 2009




SUNY College at Old Westbury

¢ N
Ly

|
i

Procedure No. B-07 Use of College Facilities for Fundraising Activity Page 1 of 4

1.0 PURPOSE and SCOPE

It is the policy of the State University of New York College at Old Westbury (the College) to
establish guidelines for fundraising activities that involve the use of College Facilities by
students, faculty and staff. Such events constitute Internal Events which are governed by the
College’s Procedure B-01. For procedures related to the collection of proceeds for events, refer
to the College’s Procedure B-01.1. This procedure does not address fundraisers by the Student
Government Association or ancillary organizations, since they are governed by their own set of
policies. However all fundraising activities held on campus by ancillary organizations, like the
SEFA campaign, are strongly encouraged to comply with appropriate portions of this procedure.

2.0 RESPONSIBILITIES

2.1

2.2

2.3

2.4

2.5

A student, faculty or staff member seeking to hold a Fundraiser on the College campus is
responsible for obtaining initial approval from her/his immediate supervisor and, as
appropriate, the Officer of Student Activities (for students), the Office of Academic
Affairs (for faculty) or the respective Division Head or Vice President (for staff). Once
approved, each individual should submit a Use of College Facilities for an Internal Event
Form according to the College’s Procedure B-01.

The Office of Student Activities of the Division of Student Affairs (Student Activities) is
responsible for granting preliminary approval for student requested fundraising,
obtaining approval from the Vice President for Student Affairs, requesting usage of the
room, facility or area from the Office of Facilities Rentals and placing its “seal of
approval” on campus advertising (flyers) for the Fundraiser after receiving notification
by the Office of Facilities Rentals.

The Division Head or Vice President (VP) is responsible for approving staff requested
fundraising event by determining its propriety and that the event does not conflict with
College or SUNY Guidelines and ensuring that the event is properly managed.

The Office of Facilities Rentals of the Division of Business & Finance (Facilities Rental) is
responsible for determining the availability and scheduling of the Fundraiser on the
College Calendar. The Facilities Rental Office also notifies the College’s Internal Control
Officer of upcoming fundraising events.

The Permit Committee is responsible for approval of the Fundraiser and use of facilities,
identifying college-wide resource requirements, determining the price and fee for the
event and recommending the event to the College President, if appropriate. Fees will
be guided by Section 4.6 of this procedure.
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2.6

2.7

The Internal Control Officer is responsible for reviewing submitted documentation
regarding the Fundraiser, determining if sufficient controls were in place and reporting
weaknesses in fundraising activity.

The College President has final approval for the Fundraiser and must be consulted if
concerns arise regarding the propriety of a Fundraiser.

3.0 DEFINITIONS

3.1

3.2

3.3

3.4

The Requestor is a student, faculty or staff member of the College coordinating a group
or an organization affiliated with the College, who prepares the proposal for the use of a
College facility and moves the proposal through the approval process.

A Fundraiser is an event or action that generates 100% of its net revenue to benefit a
College affiliated group; no monetary gain is made by the Requestor or individuals in the
group.

A Facility can be any of the following: a room (Maguire Theatre, a classroom,
conference or presentation room, etc.); a building (Student Union, Clark Center, etc.) or
an area (Trainor field, baseball fields, atrium, etc.).

A Vice President (VP), for the purpose of this policy, is considered to be any of the
following: the VP for Academic Affairs; the VP for Enrollment Management Services; the
Assistant to the President for Advancement; the VP for Student Affairs; the Assistant to
the President for Administration; and the Chief Financial Officer. A Division Head, for
the purpose of this policy, is considered to be any of the following: The Director of
Public & Media Relations, the Chief of University Police and the Chief Information
Officer.

4.0 PROCEDURE

4.1

4.2

The Requestor must submit a written proposal to their immediate supervisor for review.
If accepted, the supervisor will then forward it to the VP or Division Head for approval.

The proposal must be specific to the individual event, outlining a detailed plan for the
purpose of the Fundraiser, including the layout of the event, how it will be executed and
a detailed budget (See Exhibit A). Minimally the request should answer these
questions:

a. What is the purpose of the Fundraiser?

b. Who will the Fundraiser benefit?
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How will the Fundraiser operate?

What resources and space are needed from the College?

How much will the Fundraiser cost?

Are there sponsors to cover some costs?

What is the expected revenue?

How are the funds to be collected and cash controlled? (Are there advance
collections and when collected?)

S@ oo 0

4.3 Once the proposal has the proper supervisory, departmental and Internal Control
Officers approvals, it should be submitted to the Permit Committee.

4.4 The Permit Committee will review the proposal, check availability of the venue using the
College Calendar and assess the fee. External events paying more funds to the College
than the Fundraiser or scheduled before the Fundraiser, at the same facility, take
priority. The Permit Committee will provide the Requestor with a schedule that
indicates how the assessed fee was determined. If the expected revenue from the
Fundraiser is significant, the Permit Committee may suggest a revenue sharing proposal.

4.5 As soon as the Requestor is aware that a planned Fundraiser will not go forward,
immediate notification must be made to the Facilities Rental Office (or 50% of the
potential revenue will be charged to the Fundraiser Requestor).

4.6 Other fundraising/considerations include:

a. Monies must be turned over to the College Foundation with an “Event Record of
Collections” Form. The form, (attached to this policy for convenience) is part of the
B-01.1 Events Collection Policy.

b. No money should change hands between the Requestor and those being paid for
their assistance.

c. Receipts (proceeds) are to be remitted intact. All purchases or expenses need to be
accounted for separately and not paid from receipts.

d. All purchases need to be appropriate for the Fundraiser.

e. The “Actual” section of the Budget Actual Worksheet should be completed showing
the amount raised by the individual responsible for the activity and submitted to
the College’s Internal Control Officer at the end of each fundraising activity.

f. No additional Fundraisers will be approved for the Requestor or its organization
until the revenue is accounted for and report submitted and all funds reconciled.

g Additional labor or other costs incurred by the College, above those estimated by
the Permit Committee, should be charged to the organization.
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4.7 College staff are prohibited from maintaining funds or accounts that are not subject to
institutional control or review.

4.8 All checks for the Fundraiser must be made payable to “Old Westbury College
Foundation”.

5.0 REFERENCES

The following authoritative documents were referenced in the preparation of this policy:

a. SUNY’s University-wide Policies and Procedures, #5603; Use of University Facilities by
Non-Commercial Organizations

b. College at Old Westbury Procedures:
e B-01; Use of College Facilities for Internal Events
e B-01.1; Events Collection Policy
e B-02; Use of College Facilities by Non-Commercial Organizations
e Student Conduct Handbook

6.0 APPROVALS
This policy was reviewed by the College’s Permit Committee, Executive Vice President, Vice
President for Student Affairs, Vice President for Academic Affairs and Chief Financial Officer
prior to approval by the President.
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Use of College Facilities
for Fund-Raising Activity

Budget Worksheet

Exhibit 1

Facility to be used:

Event Title:

Group or Team Name:

Notes/Comments rave purchase order with Chartwells for food

Name of Organization / Grou ? EE‘
Date(s) of e\g/ent pShN\\No“\ks\'\“‘
Time(s) of event: \)DG?:‘ \—\E E\|€ )
. \5" .
Quantity $ Per Unit | Income | Expense
Income
20.0 [# of guest - ticket sales $  25.00 $500.00, |
Donations/Sponsorships $650.00 ////////////////4
Other - Sales of Whatever $125.00 ,///////////////A
Other - Sales of Advertising $ 250.00 ///////////////j
Expenses
: Cost to use facilities ] $1,000.00
5.0 |Labor - Event Manager 36721 | $183.60
5.0 [Labor - Cleaner 36720 | $183.60
|
//////////////
|
///////////////
|
Totals $1,525.00 $1,367.20 $157.80
Total Fu nd'RaiSing prOfit (difference between Income and Expense) $157.80
Authorization: Requestor Date
VP/Division Head Approval Date
Internal Control Officer Approval Date
Permit Committee Approval Date

Tickets will be pre-numbered and sold in advance and at the gate. Sponsor s

WELL provide checks for payment one week prior to event.




Procedure No. B-01.1

EXHIBIT 2

SUNY COLLEGE AT OLD WESTBURY
Event Record of Collections

Date:

EVENT:

EVENT NO. ACCOUNT NO.

ORGANIZATION:

LOCATION:

EVENT STAFF COUNTER:

UNIVERSITY POLICE OFFICER:

EVENT PROCEEDS: (Insert amounts)

Cash Counted at Event $
Checks Included in Proceeds $
Coins Included in Proceeds $

TOTAL PROCEEDS COLLECTED: $

Total Proceeds Were Counted and Verified by:

COUNTER (Date) UNIVERSITY POLICE (Date)

Comments:

Issued By:
Dr. Calvin O. Buitts, Ill
President, College at Old Westbury

Effective Date:

August 12, 2004
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