POLICY FOR UNDERGRADUATE AND GRADUATE STUDENT ACTIVITIES
Department of English (approved by Executive Committee 9/7/10)
This policy applies to all undergraduate and graduate students—whether acting as individuals or as a group, whether situated in English or in other University of Minnesota departments.  It concerns all types of activities – such as student-sponsored or –organized publications, speaker lectures and readings, panels, conferences, and social events – that involve any kind of financial transaction.
“Financial transaction” includes but is not limited to the following:
· Requests made by English students for funding from the English Department, its programs (e.g., the Creative Writing Program, the Undergraduate Program), and its endowment funds
· Requests made by non-English students for funding from the English Department, its programs, and its endowment funds
· Requests made by English students for funding from other University of Minnesota units—departments, colleges, research grant offices
· Requests made by English students for funding from donors—individuals, corporations, governments, foundations, and philanthropies
· Agreements made by English students with third-party vendors for goods or services, whether they involve a formal contract or an informal promise of payment
· English students’ out-of-pocket payments for goods and services related to the activity
· English student sales of goods and service

Funding Requests:
All requests for funding of activities sponsored  or organized by English students – whether made to the English Department, other university units, or donors – must be presented as a proposal that briefly explains the activity, identifies the individuals or group organizing it, and presents a line-item budget.  All requests for funding from English made by non-English students must provide the same information.
The proposal must be submitted to the appropriate program administrator.  Undergraduates should submit to the Director of Undergraduate Studies, graduate students in the MA and PhD programs to the Director of Graduate Studies, and students in creative writing to the Director of Creative Writing.  Program directors may approve the proposal, reject it, or ask for modifications and then accept or reject.  Program directors will forward the proposal to the Chair who in turn will approve or reject it.   Non-English students may submit their proposals directly to the Chair.
 Students whose funding request is approved will need to contact Mary Barfield at barfield@umn.edu to inquire about necessary paperwork.
Donors:
Donors may be individuals, families, trusts, businesses, and other entities.  All English students seeking to secure funding from donors must also provide the activity’s description and budget;  a list of donors they wish to approach; and an explanation of the approach to be used, along with any documents (such as a letter of solicitation).  This material must be submitted to the program director for his/her approval and to the Chair.  
Other English-student contacts with donors must also be approved—for example, a thank you letter, a report on the activity funded, a request for continued or future funding.  Contact requests and documents also must be approved according to the process outlined above.
Third-Party Vendor Transactions:
English students are NOT authorized, as individuals or groups, to make formal contracts or informal agreements with vendors who can provide the activity with goods or services.  Students must submit an account of the good(s) or service(s) required, along with pricing from two vendors.  Pricing cannot exceed the amount specified for that good/service in the previously approved line-item budget.  
This pricing document(s) must be approved by the program director and the Chair.  After approval, the student(s) must contact Mary Barfield about necessary paperwork.
Out-of-Pocket Payments:
English students may NOT make out-of-pocket payments for student activities without prior approval of payment and reimbursement by the program director and Chair.  Prior approval requests must be submitted on the department’s reimbursement request form.  When the reimbursement form itself is submitted, it must be accompanied by the original receipt(s) of purchase, not copies; receipts should be lightly taped to sheets of paper, not stapled.
University Policy:
University policy prohibits students, individuals and groups, from selling goods or services without institutional approval obtained through an established process.  The English Department prohibits most types of sales, such as sale of publications, admissions tickets, and souvenirs.  Sales and other profit-making ventures violate federal and state tax authority regulations on the tax-exempt status of educational institutions.  Such violations endanger the university and the department.
English student groups may not maintain bank accounts and other such funds at off-campus financial institutions or at online sources such as PayPal.  All money appropriated to and spent by the groups must be contained within and transacted by the financial system maintained by the department, the college, and/or the university.
Statements of university policy and procedure may be found at http://www.sua.umn.edu/groups/handbook/clp_vs_rso.php and at http://policy.umn.edu/Policies/Finance/Accounting/EXTERNALSALES.html
Policy Compliance:
Individual English students or officers of a student group will be required to sign a letter of agreement indicating that they understand and will comply with the policies, and they will also initial a copy of this policy statement.  Non-English students will initial a copy of this policy statement.  In addition, all budget and other requests will be signed by the students or officers of a student group.
Policy Violations:
English student violations of university and department policies will result in a penalty: depending upon the nature and severity of the violation, the activity may be temporarily suspended pending a satisfactory resolution or it may be terminated.





