Medical Student Council (MSC)
Budget Committee


Funding Policies and Funding Proposal Application Guidelines

1.ELIGIBILITY
1.1. In order to apply for funding, student interest groups must be recognized as an official David Geffen School of Medicine at UCLA student organization as described in Article III Section 2 of the Associate Students of the School of Medicine Bylaws, Policies, and Procedures  The application to receive recognition can be found on the student affairs website. Individual students and groups of students may also apply for funding if all named applicants are enrolled in the David Geffen School of Medicine at UCLA and applicants have retained the mentorship of a faculty advisor.
1.2. Each class of the David Geffen School of Medicine may constitute a student interest group (for example, the Class of 2017 may be considered a student interest group), and will follow and abide by the rules and guidelines applicable to student interest groups, unless otherwise noted. For our purposes, they will be known as class groups. This does not require an application for recognition as a student interest group.  

2. FUNDING ELIGIBILITY

2.1. In order to be eligible for MSC funding, the individual submitting the application must be currently enrolled as a UCLA medical student. Applications submitted by student organizations must be written by a student who attended the mandatory Budget Committee Introductory Meeting. 

2.2. For student organization eligibility of MSC funding, the group must be a recognized UCLA student interest group.  
2.2.1. Student interest groups recognized prior to January 1st of the academic year are eligible for funding during that academic year; however groups recognized after January 1st of the academic year shall not be guaranteed MSC funding until the following academic year.

2.2.2. Each student interest group must designate one student officer to attend the annual MSC Budget Committee Introductory Meeting at the beginning of the academic year to be eligible for funding.  The student who attends this meeting will be designated the MSC contact and will be the ONLY student for that organization for the academic year who is eligible to submit a MSC funding proposal for that student interest group. Any elected official that has attended the MSC Budget Committee Introductory Meeting may submit a proposal on behalf of themselves or any member of their class.

3. APPLICATION DEADLINES

3.1. An example of a proposal will be made available to use as a template. Please see proposal instructions for all items that must be included in a proposal. Proposals will not be reviewed unless they are accurately completed. 
3.2. The Budget Committee shall meet monthly on preferably the first Tuesday of each calendar month. 

3.3. For events taking place on or after the second Tuesday of the month, a proposal must be submitted by 11:59 PM of the last Tuesday of the preceding month. For events taking place before the second Tuesday of the month, a proposal must be submitted by 11:59 PM of the last Tuesday of two months prior. A proposal submitted at least 6 weeks in advance of the event will always meet the deadline. 

3.4. For requests requiring SAO assistance in purchasing, the first eligible day for a funded event discussed at a calendar month’s Budget Committee meeting shall be the Tuesday following the Budget Committee meeting.
3.5. Proposals for conference funding must be submitted at least thirty (30) days prior to the start of the conference. 
3.6. It is recommended that all funding applications be submitted 2 months prior to the proposed event and required that the final version of the application is submitted no later than 1 week before the upcoming Budget Committee meeting (scheduled for the 1st Tuesday every month).  
3.7. Applicants can expect official notification of the funding decision from the Budget Committee chair or designated correspondent within 72 hours of the meeting at which it was reviewed. 

3.7.1. All requests that do not require SAO assistance can be purchased after receipt of an ‘approved’ funding decision from the Budget Committee chair or designated correspondent.
3.8. The MSC will not retroactively fund any application items. 

4. REIMBURSEMENTS

4.1. Students must submit all reimbursement receipts and forms within 21 days of the event or travel.  The student must submit original itemized receipts and/or bank/credit card statements along with the MSC Funding Approval Form and Student Reimbursement Form to the appropriate individual within the SAO, as indicated on the proposal application.  
4.2. Students must submit by email the MSC Budget Committee Follow-up Form and Program Evaluation Form to the Budget Committee Chair and the appropriate individual within the SAO, as indicated on the proposal application, within 21 days of the event or travel.  It is recommended that you submit all these forms at the same time.

4.3. All funding not claimed by June 30th of the academic year will be forfeited.  Funding does not carry over to the next academic year.

4.4. Conferences-, students must submit a copy of the conference registration form and receipt, receipt and bank/credit card statement to the Student Affairs Accounting within 21 days of conference date.
4.4.1. Students shall have 2 options for registration fee reimbursement:

1) Payment may be made directly to the vendor by UCLA

2) Students may pay with personal funds and submit an expense voucher and receipt after the trip has been completed.

4.5. Travel- All reimbursement claims must be submitted within 21 days upon return from trip in accordance with the university policy. 

4.5.1. Students must submit claims for reimbursement for approved expenses on a travel expense voucher. This form should list an itemization of the expenses approved by MSC and a copy of the email approval by Budget Committee Chair.

4.6. Food and Other Events-All reimbursement claims must be submitted within 21 days of the event. 

4.6.1. Students must submit claims for reimbursement for approved expenses on meals and/or other approved event costs. This form should list an itemization of the expenses approved by MSC and a copy of the email approval by the Budget Committee Chair.

5. FUNDING POLICIES
Section 1: General

5.1.1. The MSC bases funding approval on the over-arching principles of direct Medical Student benefits and limitations of a finite budget.

5.1.2. The MSC operates within a finite budget; funding of all applications may not be possible. Our goals are to create a fair and objective system for the distribution of funding for student activities.
5.1.3. The MSC insists that student interest groups, individual students, and groups of students retain a faculty advisor for mentorship with regard to applying for funding. All funding proposals except for those only requesting food must be acknowledged by a faculty advisor.

5.1.3.1. Each student interest group applying for conference or non-food funding must notify their faculty advisor. This requirement may be met by either: a) cc'ing the faculty advisor when submitting the proposal to the Budget Committee Chair via e-mail and having the faculty advisor reply-all to acknowledge receipt or b) submitting a copy of the proposal to the appropriate SAO officer with a signature of the faculty advisor next to their name on the proposal.

5.1.3.2. Each individual student or group of students applying for non-food funding must notify their faculty advisor. This requirement may be met by either: a) cc'ing the faculty advisor when submitting the proposal to the Budget Committee Chair via e-mail and having the faculty advisor reply-all to acknowledge receipt or b) submitting a copy of the proposal to the appropriate SAO officer with a signature of the faculty advisor next to their name on the proposal.
Section II. Exclusion items

5.2.1. MSC funds should not be used for the exclusive benefit of any one individual. As such, items such as food, personal copies, certain forms of transportation, and gift items are ineligible for funding (as outlined below)

5.2.2. The following items are NOT eligible for funding by the MSC:

· Alcohol

· Gifts to students, faculty or non-students 

· Meals while traveling

· Transportation to the airport

· Postage

· Speaker Honorariums

· Office Supplies

· Individual research travel (SAO-funded only)
· Anything else not eligible for funding according to UCLA school-wide funding guidelines
Section III. Food Policy

5.3.1. A student interest group is granted 1 SAO sponsored meal per academic year that must be used prior to January 1st of the academic of the year. 
5.3.2. The MSC will fund 1 event per student interest group per academic year, in addition to the 1 SAO-funded lunch. Each event will be funded for up to $325 (estimated as $6.50 per person for 50 people).  

5.3.2.1. The MSC would like to encourage student interest groups to hold additional meetings, therefore all organizations may apply for MSC sponsored lunches.
5.3.2.2. Food will only be sponsored for events that directly benefit medical students through career advising, specialty interest exploration, medical education and community experience. 
5.3.2.3. Students may seek assistance from the appropriate SAO Officer or refer to the Student Organization section of the DGSOM Medical Student Website for SAO food policies.
5.3.2.4. The MSC and SAO, together, shall not fund more than 2 simultaneous lunch talks or similar events. The first 2 events posted to the Medical Student Calendar for any given time slot with "MSC/SAO Funding Pending" in their titles shall have priority for funding.
5.3.2.5. Students organizing lunch talks or similar events may budget for parking for guest speakers. Funding for parking shall not exceed the cost of all-day parking at UCLA pay-by-space lots for approved speakers. Funding for parking will come out of the established budget for lunch talks organized by students.
5.3.3. In the circumstance that a student interest group has exhausted both its SAO and MSC sponsored events, and a truly outstanding event has been planned, a group may apply to the MSC for a maximum of 1 additional funded event. The typical funding application should be used in this instance. The requirements for approval of this additional event will be stringent and at the discretion of the MSC Budget Committee. 

5.3.4. Applicants must first apply to and exhaust all funding from both their respective departments and career-based colleges for lunch or dinner events.  If the colleges and/or departments are unable to fund the meal, the group can then apply for MSC funding.
5.3.5. Two or more student interest groups may program a collaborative week-long project and receive funding for up to $325 (estimated as $6.50 per person for 50 people) for 1 extra event in addition to their MSC/SAO-funded lunches. To apply for this extra funding, the week-long project must be in collaboration between 2 or more groups planning 3 or more cohesive events, with a sharing of responsibility between the groups. 
5.3.5.1. Each individual student interest group may only participate in one collaborative week per year. 

Section IV. Conference and Travel Policies

5.4.1. Eligible travel reimbursable entities include registration fees, transportation and lodging for attendance at conferences, professional meetings, societies and community organizations.
5.4.2. Students will be expected to pay a deductible for the attendance of the conference: $100 for events out of state, $50 for in state events. 
5.4.3. Students must receive approval for travel, lodging, registration expenses prior to the event. No retroactive funding will be permitted. 

5.4.4. Reimbursements for student travel will be approved only for the individual designated as on the authorized account charge. Individuals must be named on the group proposal and specifically approved in writing by the MSC. Funds granted to one individual may not be split between group members unless approved in advance.

5.4.5. Air travel- UCLA student traveler shall use air coach or equivalent fair at the lowest available price at time of submission of the funding proposal. Students are encouraged to take advantage of discounts on air tickets.

5.4.5.1. Ticketless/electronic airfare will be reimbursed with an original copy of itinerary/confirmation with the form of payment indicated. If a credit card is used, a copy of the statement highlighting billed airfare must also be submitted

5.4.5.2. Airfare will not be reimbursed until air travel is completed

5.4.6. Privately owned automobile- A student may choose to use a privately owned automobile for travel to conferences greater than 50 miles from UCLA campus. Student driver must provide evidence of valid license, insurance and registration to satisfy state law. Expenses for car registration and insurance are not eligible for funding.

5.4.6.1. Students will be reimbursed for the use of a privately owned automobile in accordance with university rates (57.5 cents/mile).

5.4.6.2. No additional reimbursement will be allowed for automobile related expenses such as tolls, parking, ferries, etc.

5.4.7. Lodging- shall not be reimbursed if the lodging site is within 50 mile radius of the traveler’s home residence or UCLA Westwood campus

5.4.7.1. Traveling students are encouraged to share accommodations with classmates or other attendees.

5.4.7.2. If a non-funded student will share the room, the individual will need to cover the appropriate portion of the cost for lodging.

5.4.8. Conference Funding- Each Student Interest Group may receive funding for one (1) conference per fiscal year. The conference designated must be in line with the mission statement of the student interest group as determined by the Budget Committee.
5.4.8.1. Attendance at conferences will be limited to Student Interest Group Head Coordinators listed in the Annual Renewal Application, national officers, or voting members. Individuals attending a conference without concurrent representation of a student interest group will not be considered for conference funding.
5.4.8.1.1. Each Student Interest Group may request funding for a maximum of two (2) Head Coordinators to a conference.

5.4.8.1.2. Head Coordinators elected to office for the subsequent academic year and approved by the MSC shall be eligible for conference funding if the current Presidents or Head Coordinators choose not to attend or if the Student Interest Group has not used its two (2) allocated spots for the requested conference.
5.4.8.2The MSC  will fund up to $650 per individual per fiscal year for in-state conferences and $800 per individual per fiscal year for out-of-state conferences. Budget proposals may only include registration fees, airfare or driving costs, and lodging costs. 
5.4.8.3. Each student interest group funding will not exceed $2500 per group annually for the purpose of conferences and travel related expenses.

5.4.8.4. Each student must show written correspondence with the conference organizer regarding their contribution to individual funding for the conference.

5.4.8.5. The MSC Budget Committee will keep their own records on the amount funded for conferences for each student interest group during the school year, but it is the responsibility of each student interest group to consider the maximums allowed for student conference funding, to keep track of the amount of MSC funds approved for conferences, and to plan for the total amount of funding needed for conferences during the school year
Section V. Events Organized by UCLA Medical Students for National Organizations:

5.5.1. The MSC will not provide MSC funding for UCLA student interest groups to organize regional or national events on behalf of a national organization. For example, no MSC funding would be provided to UCLA-AMA to organize and plan the Regional AMA conference. The MSC recognizes the value of hosting these conferences and would like to encourage student interest groups to take on such tasks therefore the MSC may recommend funding by the SAO (please see section VI). 
5.5.1. Registration fees for UCLA students to attend conferences hosted at UCLA are still eligible for funding by the MSC.

Section VI. Health Fairs
5.6.1. Coordinators of health fairs must work in conjunction to share supplies and resources.  Student interest groups are encouraged to work together early in the year to formalize a budget.
5.6.2 An updated inventory of all supplies must be provided with health fair funding applications

Section VII. SAO Funding Recommendations

5.7. The MSC budget is a finite budget separate from the SAO.  If the MSC does not feel the proposed budget meets council funding eligibility or exceeds council funds, they may recommend review by the Student Affairs Office.  Decisions regarding the use of SAO funds are at the discretion of the SAO alone.

Section VIII. Funding For Class Programming 
5.8.1 The MSC may fund class events through elected class officials. The class officials must abide by these same rules with regard to timelines for submitting a funding proposal, and the same restrictions and exclusion items will apply. 

5.8.1.1. These proposals may include but are not limited to events that promote wellness, learning or a sense of community at the medical school.

5.8.2. Each class shall receive a budget of $1000 that they can use for eligible MSC funded expenses for the fiscal year.
5.8.3 Each class shall receive an additional $250 for the fiscal year toward meals or snacks for each individual class MSC meeting. Class MSC meetings with Budget Committee-funded snacks must be open to the general student body.
Section IX. Appeal Process

5.9. If (an) applicant(s) feel that funding was not appropriately allocated, the MSC recommends the student first contact via email the Budget Committee Chair.  If the MSC Budget Committee Chair can easily remedy the discrepancy, he/she will do so.

5.9.1. If the MSC Budget Committee Chair believes that the discrepancy needs to be addressed by the entire committee the chair will email the student an appeal form, which needs to be filled out by the last Tuesday of the Calendar month. The appeal will then be reviewed by the entire committee at the next MSC Budget Committee Meeting.
5.9.2. Because the MSC Budget Committee only meets on a monthly basis, it is recommended that student interest groups submit their proposals with adequate time (at least 2 months before the event) to allow for an appeal if necessary.

6. NON-ALLOCATED FUNDS AT THE END OF THE YEAR
6.1. Starting at the April meeting, the Budget Committee may begin discussing the prospects of having non-allocated funds at the end of the year. The committee may take actions including, but not limited to, relaxing the funding maximums, holding proposal contests, or hosting school wide events at the discretion of the committee.  

6.2. Any non- allocated funds remaining at the end of the May Budget Committee Meeting shall be allocated at the discretion of the Budget Committee for the benefit of the DGSOM Medical Student Population.
7. AMMENDMENTS

7.1. These guidelines may be amended at a Budget Committee meeting by a two-thirds (2/3rd) vote of the Budget Committee votes cast.

7.2. Any amendments to these guidelines approved by the Budget Committee must receive final approval at a school-wide MSC meeting by a two-thirds (2/3rd) vote of the votes cast prior to going into effect.

7.3. Amendments approved at the MSC meeting will go into effect at the next regularly scheduled Budget Committee meeting.
