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Guidelines for Student Activity Fund at IT University of Copenhagen 1. Background & General Rules In 2014 ITU`s executive management delegated the Student Council a responsibility of fund distribution in relation to student activities. Student Council has agreed to collaborate and took a step further to establish a Student Activity Fund so called SAF. The initial purpose of this fund is to the support the student activities which aim to improve the study environment at ITU, either of a social or academic nature. The application procedure for funds is created to be clear and easy to follow in administrative terms. Only motivated applications with descriptive budget of the activity can be considered for funding. Through a project report, a following checkup will ensure that the money is used in accordance with the approved application. Decision making is given to students themselves through a committee, which is to ensure a fair distribution of money for a wide range of activities for the students. The Student Council, as the student union at ITU, established SAF by: 1) Creating a committee and setting initial rules and procedures that are meant for students to follow; 2) Hiring a secretary that would be responsible for the daily operations of SAF. Currently, the head of SAF (treasurer of the Student Council) performs SAF management and accounting, fundraising and guidance to the committee. The Student Council also intends to help with kickstarting of student organisations and other initiatives: advice with the establishment of financials, accounting, project management, bylaws and guidance for further fund search and facilitation of cooperation between different initiatives. Funds that are not allocated to projects in the end of the fiscal year will automatically be added to next year’s fund.
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2. Main requirements for activities ● ● ● ●



Student-driven Based on volunteering Adds value to ITU student environment Targeted at all ITU students



The funds are designed to create maximum value for the greatest number of students. Activities should be realistic, reasonable, well described and planned. Quality of activities has priority once the application is considered within the committee. The project period cannot not be longer than 6 months, but you are welcome to reapply. Documentation of the expenses must be provided immediately after the stated end date of the project. Granted funds that are not spent on the project have to be returned to SAF no longer than a month after the end of the project. You can follow the procedure in the application process.



3. Committee The committee is appointed by the The Student Council`s board of directors and decided upon a The Student Council`s board meeting prior to the first SAF committee meeting, during the fall semester. In 2015, the committee consisted of 5 selected people: 2 Student Council members (vice-chair and a Board of Directors student representative) and 3 members from the other most prominent student organizations: ScrollBar, Analog and ITU Innovators. For fall 2016 – spring 2017, the committee will consists of 5 selected people: 2 Student Council board members (president and treasurer) and 3 invited members from the following student organisations: ScrollBar, Analog, ITU Innovators. Chairman/The head of SAF is elected during the first meeting by the committee itself. Chairman is responsible for leading the meetings and ensuring order. The SAF Committee is responsible for the decision-making in SAF, including: ● Voting which application(s) should be funded; ● Voting what part of application(s) should be funded – if funding should be partially granted The committee meets at least four times per semester to consider received applications and discuss the improvement of the SAF application process. The decision of granting funds should be made within a month after the application was received and applicants should be informed as soon as possible. If you want to become a committee member for the fall 2017 – spring 2018, please contact the current head of SAF at: [email protected] 2



4. Treasurer The current Treasurer of the Student Council is responsible for SAF operations, which include the following: ● Handling of Applications & Project reports; ● Consulting ITU students or student organisations (regarding funding, budgets, SAF applications, reporting, bylaws etc.); ● Scheduling & hosting SAF committee meetings; ● Promoting SAF; ● Applying for external funding



5. Rules of procedure 5.1 Individual students/ groups of students/ student organisations can request funding by filling out an application with reference to given criteria in this guideline. A webpage created by Student Council will provide all relevant information, the dates of committee meetings, response times, etc. and online applications. An application must contain the project description, project plan and budget, as well as motivation for the project. Each application must contain the name and contact information of the student who is responsible for the project and thus responsible for economy and project report. Applicants also have to mention in which ways and to which degree they plan to promote SAF if they receive the support. 5.2 Awarding The head of SAF administers the applications, so it can be processed as quickly and thoroughly as possible. SAF Committee meets at least four times per semester where applications are approved, rejected or called for corrections. The applications are as well voted on within SAF`s digital platform in order to make the process faster. Each allocation is done based on application’s quality and relevance. The payment in full is done within short time after being awarded. The assigned student undertake the responsibility to use the grant solely to applied purposes and under the proposed budget. Awarded applicants are asked to promote SAF in accordance to the SAF promotion system. The system is as it follows: ● Mention on social media platforms such as Facebook, Instagram etc. posts and events; ● Use the SAF logo on all posters, banners and posters used for promoting the event physically and on social media platforms; ● Mention SAF during the event and spread the great word about it 3



5.3 Reporting It is the person’s in charge responsibility to account for the use of the allocated amount in the form of receipts, which must be submitted to the head of SAF at the end of the project in a report, where applied and used amounts are compared. Students also have to document the project’s outcomes in the form of written report and pictures or videos. Checkups may be done by the head of SAF. The students will be requested to return: ● The unspent amount (remaining surplus); ● The amount which was spent, but undocumented;  ● The amount that was not spent in accordance to application; ● In exceptional cases, full/part of support if SAF was not promoted in the agreed manner (committee decision) 5.4 Administration ITU or other sponsors transfer the available amount on a separate bank account owned by the Student Council, and the account is subject to audit. The head of SAF prepares and documents financial transactions and operates the bank account and executes the actual transactions. The head of SAF shall prepare regular reports on approvals and rejections of applications, appropriated funds, and controlling checkups. The committee is accountable for how the money was distributed and they are required to prepare an annual report on the overall funding and their use. SAF devotes its resources and management of the fund to applicants, mainly through dedicated work of the committee, head of SAF and support of Student Council`s board. Administrative costs, such as the launching costs, are expected to be less than 10% of fund expenses.



6. Funds By joined resources from the Student Council and ITU, in 2015, SAF kicked- off with 70.000 DKK. Other money generating stakeholders at ITU, such as Analog and Scrollbar, were expected to contribute with an amount they consider a fair contribution. External sponsorship is expected to be attracted in the near future. In the year 2016, ITU sponsored SAF with 80.000 DKK what significantly contributed to great events and initiatives at ITU. As more and more applications were coming in, the Student Council managed to get 150.000 DKK from ITU in the year 2017! The amount is intended for activities which one way or another can help make ITU more attractive place to study at. From students… By students… To students… The Guidelines were last updated on: 2nd of February, 2017. 4
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