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The Good Idea Fund Board Mission Statement
The Good Idea Fund exists as a way for individual students, faculty, and staff to apply for and access student activity fee funds to engage the undergraduate student body in a broad spectrum of impactful student life and campus based initiatives.
The Good Idea Fund Board Goals
I. Help individual students, faculty, and staff see their ideas come to fruition.
II. Provide funding and assistance to student organizations and departments on a supplementary level.
III. Give all undergraduate students, the ability to be engaged within the Drexel University community through the implementation of their ideas.
IV. Provide a diverse array of programs, events, and projects, created by students, for the benefit of the entire undergraduate student body
V. Fully expend the allocated funds in order to benefit the undergraduate body and Drexel community 
VI. Carefully evaluate each application and reach a group consensus on any funding decision
The Good Idea Fund Budget
The fiscal year of the Drexel University Good Idea Fund Board shall be the same as Drexel University’s Institutional fiscal year [July 1 to June 30]. During the end of June until mid-July university funds are frozen to review funding from the previous fiscal year and reallocate for the coming fiscal year. 

*TGIF’s budget for the fiscal year 2015, July, 1 2014- Jun 30, 2015 is $120,000.00.

The budget for The Good Idea Fund will be determined at the close of the previous fiscal year. An allocated portion of the unused and returned student activity fee funds distributed through the Annual Allocations process for student organizations from the previous fiscal year will comprise the beginning balance of The Good Idea Fund for the new fiscal year. SAFAC’s allocation process ends approximately August 1st for the coming fiscal year. Thus, the TGIF budget is not known or awarded until or after August 1, 20XX.  

 Example:
	Fiscal Year 2013 Good Idea Fund beginning balance = Fiscal Year 2012 closing returned unused Annual Allocations from student organizations.

 Fiscal Year 2012 closing returned unused Annual Allocations from student organizations is in excess of $100,000.00

The Good Idea Fund’s budget for the Fiscal Year 2013 beginning balance will equal $90,000.00



All transactions related to The Good Idea Fund will occur through the Office of Campus Activities and will be spent from The Good Idea Fund account. 

At the end of the fiscal year any unused money from The Good Idea Fund will be rolled back into the next fiscal year’s annual allocation.
Note: The Coordinator of Campus Activities, Assistant Director for Campus Engagement and Associate Dean for Campus Engagement reserve the right to deny any purchase request or reimbursement from this account which may violate The Good Idea Fund policies, Drexel institutional policies, state and/or federal laws.






 The Good Idea Fund Application Process

I. Eligibility:
The following criteria must be met in order to apply to The Good Idea Fund: 
a. The idea must benefit and impact the undergraduate student body in some fashion (i.e. social, cultural, educational, etc.)
b. Any event idea and/or program idea must be open and free of charge to all undergraduate students in attendance
c. The idea must be a one-time event. The Good Idea Fund will not award funds for recurring events
d. All events must occur on a Drexel University campus

Tier 1: Items or events falling below a total cost of $500.00 to supplement awarded SAFAC funds for student organizations as they relate to events open to the undergraduate community.
a. *Recognized student organizations unforeseen expenses as they relate to open mission specific events that follow SAFAC guidelines; only allowed once a year.
b. *New Student Organizations, whom missed the recognition deadline, expenses related to open events
c. Individuals, students, staff, and or faculty 

Tier 2:  Items or events falling whose total cost falls between $501.00 and 1000.00 and 
a. *Recognized student organizations unforeseen expenses as they relate to open mission specific events that follow SAFAC guidelines
b. Individuals, students, staff, and or faculty 

Tier 3: Events submitted by individual students, faculty and staff from $1001.00 to $50,000.00
a. The application must be submitted by an individual student, faculty, or staff member.

* Recognized student organizations or recognized new student groups are organizations of undergraduate and or undergraduate and graduate student who have either fulfilled all requirements set by SAFAC and the Office of Campus Activities to be considered “recognized” or they are new student groups who have registered with the Office of Campus Activities. This DOES NOT include Line Items such as CAB, Dragon Concert Series, Fraternities and Sororities, and Club Sports, etc. These groups should see their advisors about designated supplementary funding through their specific areas.

 Note: Submitting an application to The Good Idea Fund does not guarantee a monetary award. 
II. The Good Idea Fund Application
a. Contact Information: Applicants will list their name and contact information on this part of the application.
b. Idea Information: Applicants will list idea details such as date, time, location, and provide a description of the idea and how it will positively impact the undergraduate student body.
c. Budget: Applicants will line item and detail all expenses they wish to apply for from The Good Idea Fund.
d. Organization and Department Affiliations: Applicants will list all affiliations or positions held within a student organization, or Drexel Department.

The Good Idea Fund application  is to be submitted through Dragon Link and can be located on the TGIF DragonLink page under the “Forms” tab.


III. Submitting Application
Applicants may submit their application to The Good Idea Fund at any time during the fiscal year when applications are available through DragonLink, but are advised to review application deadlines.
 If needed, applicants will be contacted to supply any additional documentation if needed. Applications will be reviewed in a reasonable amount of time. Ideas that have passed the first stage of the initial review process will then advance to the interview stage, if necessary. All tier 3 events that have passed the first stage of the initial review process will require a board interview.
Application Deadlines: 	
a. Tier 1: 10 days minimum prior to proposed event date
b. Tier 2: 1 month minimum prior to proposed event date for all applications funding events and 10days for supplemental funding 
c. Tier 3: 2 months minimum prior to proposed event date
Note: Review of applications will not begin until the board is operational and awarded a budget for the current fiscal year. Applications will be fully reviewed, pending functioning operations and budget, approximately the first week of the fall term.
V. Applicant Appointments 
The Good Idea Fund board will review the application and discuss it, and then the applicant will be contacted via email to coordinate the day, time, and location that their interview (if applicable) will take place. Applicants will be allotted time to  present their idea to The Good Idea Fund and explain how their idea will benefit the undergraduate student body. This allows for open communication between The Good Idea Fund board and the applicant prior to a final decision being made.
VI. Award and Funding Package Sent
After an application has been accepted by The Good Idea Fund, the applicant will receive a formal award package detailing any awarded funds and decisions regarding the reviewed application, as well as an information sheet outlining funding/spending policies, the TGIF Guidelines, Event Evaluation Form, Event Checklist, and advertising materials as well as the name of the assigned Good Idea Fund Liaison, and the liaison will be cc-ed on this email. From there the liaison will begin conversations with applicant.

If the application is denied the applicant will receive an email stating so and explaining the reasoning behind the decision.
VII. Access to Awarded Funds
All awarded monies will be spent from The Good Idea Fund account. All purchases will be made through the TGIF Treasurer, to be overseen by the TGIF Advisor. Applicants will work with only their assigned liaisons to make  reservations and access awarded funds. 

VIII. Liaisons
All approved and funded Good Ideas will be assigned a Good Idea Fund Board Liaison. This Liaison will assist the applicant in reserving space, purchases contracting vendors/agents, placing catering orders, etc. This liaison will be the applicant's primary point of contact throughout the implementation of the idea. The liaison will communicate during initial emails and or meetings what the timeline for appointments and the event will be. 


IX. Appeals
At the discretion of The Good Idea Fund, we may grant one week to modify, add or change their application based on our suggestions, and put it up for vote again. Not all ideas will qualify for appeal. 

Spending Policies/Guidelines for Applicants

a. Any event idea must be open to all undergraduate students of Drexel University.  

b. All events must be advertised through the Drexel advertising resources (i.e. DragonLink, DrexelNow, InfoNet, posters, flyers, social media etc). Advertising must be approved by The Good Idea Fund prior to use and contain the TGIF logo.

c. Funds cannot be used to purchase alcohol or any other items that violate university policy. 

d. Funds cannot be used for contributions, donations and or fundraisers. 

e. Funds cannot be used as contributions or donations to charitable organizations. 

f. Funds cannot be used to pay honoraria, instruction or service fees to employees or students of Drexel University (including coaching fees).
[bookmark: _GoBack]
g. Funds will not be allocated for miscellaneous, petty cash, or unknown activity items.

h. Awarded applicants must remain within their awarded budget. The Good Idea Fund will not be responsible for expenses beyond the allotted funds. If the applicant chooses to surpass their allotted budget without consulting TGIF for approval, all costs may be defaulted to the applicant and the Good Idea Fund may choose not to fund any event proposed by the applicant in the future for one academic year.

i. Personal or individual memberships will not be funded. 

j. Capital items purchased with The Good Idea Fund allocations are the property of Drexel University and will stay within the ownership of Drexel University and must remain in the TGIF/SAFAC Office.

k. All business transactions (check requests, purchase orders, etc.) must be submitted to your liaison or the TGIF Advisor for processing.

l. The University reserves the right to freeze any and all awarded funds of an applicant which violates any State/Federal Laws, and or the University, SAFAC and/or The Good Idea Fund policies and procedures.

m. All applicants which received funding are required to submit an Event Evaluation detailing event information such as attendance, services, etc. to The Good Idea Fund Board upon completion of an awarded idea no later than seven days following the event.

n. The Good Idea Fund board will not fund recurring events to prevent the fund from becoming a standard operational budget.



Contact Information
I. Joe Howanski, Chair
a. Phone: 
b. Email: joseph.j.howanski@gmail.com
II. Shane O’Connor, Vice Chair
a. Phone: 484-947-9094
b. Email: sto26@drexel.edu
III. Sneha Ramachandrula, Treasurer 
a. Phone: 
b. Email: sneha.ramachandrula@gmail.com
IV. Sarah Olsen, Advisor
a. Phone: 215-895-6238
b. Email: smo68@drexel.edu
FAQs
· Can I submit multiple ideas within one calendar year?
· For both individuals and organization we will only fund 1 event a term. This is to ensure others are getting the opportunity to utilize the funds. And if others have submitted applications, as funds deplete, we will take the fact you have already had an event funded this calendar year into account.
· Can I have an event off campus?
· No, no events that have any off campus aspect to them will be funded
· Why would my event not get approved/ funded?
· It was not in line with the criteria laid out in this guide.
· Its monetary request takes up a larger percentage of the TGIF budget then the board deems is equivalent to the return on investment and or impact on students.
· There was an event too similar to this event:
· Funded by TGIF this academic year
· On the university calendar within the same time frame
· Funded annually by a programing board on campus such as CAB 
· Can TGIF board members put in an application?
· No, if you are a Dragon Link designated TGIF Board member you are not eligible to put an application in and will not have a submitted event funded.
· Can I make purchases, reservations, etc. on my own for my approved TGIF event?
· That is highly discouraged because one Drexel University is moving away from reimbursements, two it may not be an approved purchase based on funding polices and thus you will not be able to be reimbursed, and lastly it is a quicker and simpler process to go through your TGIF liaison.
· Can I put an application in for an event during the summer term?
· No, TGIF only funds events that take place from the Fall to Spring term due to fiscal year time constraints.



Financial Processes
	
Applicants have three options in accessing their Good Idea Fund awards:

a. Applicants can request to have purchases made on a SAFAC credit card (preferred method of purchase).
b. Applicants can request to have a check or cash request processed and mailed to pay for merchandise or services.
c. Applicants can submit a request to contract for external vendors/performers. 

Note: The Coordinator of Campus Activities, Assistant Director for Campus Activities and Associate Dean for Campus Engagement reserves the right to change and update all policies and procedures regarding purchasing throughout the fiscal year.
I. Purchase Order
The Office of Campus Activities has a credit card which can be used to purchase services, catering and a wide variety of other expenses.  It is highly recommended applicants take advantage of this resource to limit the amount of out-of-pocket expenses applicants cover. 

Once your event is approved you will make a purchasing plan with your liaison and the liaison will work with the TGIF Treasurer and Advisor to make purchases via credit card on your behalf.  

Note: There is a $2,500 per purchase limit.  If your order exceeds $2,500 it will take an additional 1-3 business days to processes.

Note: Any order between $2,500 - $4,999 will require one additional competition quote.  Any order over $5,000 will require two additional competition quotes.  Failure to submit competition quotes along with your order will cause your order to be unprocessed.  
II. Cash Requests
Cash Requests are used to reimburse applicants for purchases made with credit or debit card or cash under $100.00.  Cash Requests are also used to pay for merchandise and services where credit card is not accepted and applicants do not want to pay out-of-pocket. 

Once your event is approved you will make a purchasing plan with your liaison and the liaison will work with you to fill out cash reimbursement forms on your behalf and submit them to the TGIF Treasurer and Advisor.
III. Check Requests
Check Requests are used to reimburse applicants for purchases made with credit or debit card or cash over $100.00.  Check Requests are also used to pay for merchandise and services where credit card is not accepted and applicants do not want to pay out-of-pocket. 






Once your event is approved you will make a purchasing plan with your liaison and the liaison will work with you to fill out check reimbursement forms on your behalf and submit them to the TGIF Treasurer and Advisor.

Note: If a check is not received within 15-17 business days it is the responsibility of the student to inform the Office of Campus Activities. 

Note: Please be sure that when completing a Check Request for reimbursement purposes to supply your permanent home address. 

IV. Contracts 
Contracts are necessary every time an outside vendor or performer is coming to conduct business on Drexel’s campus.  Contracts are necessary regardless if they are being paid for their services or not. This helps to ensure that both parties fulfill their obligation even if they are not getting paid. Examples include: DJ’s restaurants, speakers, amusement rides/games, dance troupes, etc. Work with your Good Idea Fund Liaison to get started with the contract process. 

*NOTE: For a full outline of financial purchasing and reimbursements policies and procedures of the Office of Campus Activities please view the document in the TGIF Dragon Link Documents page. 

Policies/Procedures Changes

The Coordinator of Campus Activities, Assistant Director for Campus Activities, Associate Dean for Campus Engagement, and Dean of Students reserve the right to change, update, remove, or add policies and procedures throughout the academic and fiscal years.  

Should this occur, applicants will be notified via e-mail by the Office of Campus Activities.

If an applicant wishes for the Office of Campus Activities or Associate Dean for Campus Engagement, to review and/or revise an existing policy, a formal written request detailing the following should be submitted:
1. Name of applicant
2. Policy/Procedure in question
3. Details concerning the policy or procedure and why a review/revision is being requested.

This should be sent to the Coordinator for Campus Activities by either dropping it off at Creese (SORC) room 32G or email at smo68@drexel.edu
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