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[bookmark: _Toc451427410][bookmark: BoardMissionStatement]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.
[bookmark: _Toc451427411][bookmark: BoardGoals]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 
VI. Carefully evaluate each application and reach a group consensus on any funding decision
[bookmark: _Toc451427412][bookmark: Budget]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. 

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. Thu, the The Good Idea Fund 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 $900,000.00



All transactions related to The Good Idea Fund will occur through the SAFAC Office 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 moved to the Campus Project Fund.

Note: The Assistant Director for Finance and Administration and Associate Dean for Finance and Administration reserves 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.



[bookmark: CodeofConduct]Board Code of Conduct

I. Members should attend every meeting barring emergency circumstances
II. Members should review all application submitted on Dragon Link prior to attending an application review meeting
III. Members should attend all The Good Idea Fund/OCA related trainings, bonding and meetings announced by Advisor barring emergency and or extraneous circumstances 

[bookmark: MeetingFormat]Meeting Format
Can vary depending on a number of circumstances but should follow the general format/include the following steps:

I. Roll is taken
II. Agenda is reviewed
III. Receive updates from liaisons on approved events that are ongoing
IV. Review any events that occurred in between meetings
V. Items based on meeting type
1. At application review meetings:
· Discuss any applications that are on the agenda to classify them by tier
· Vote as to whether any applications should advance to the interview stage
· Hold interviews with event candidates about their events
· Vote on event discussed in the interview
2. At House Keeping meetings:
· Internal matters will be discussed
· Trainings or presentations that need to be given will be held
VI. Set agenda for next meeting

As best as we can, meetings will alternate between application reviews and in-house organizational meetings. Barring circumstances such as a sudden influx of applications this policy may be adjusted.
[bookmark: _Toc451427413][bookmark: Board]The Board of The Good Idea Fund
I. [bookmark: _Toc451427414][bookmark: BoardStructure]The Good Idea Fund Board Structure
[bookmark: _Toc451427415]The Board will consist of the following:
a. Full-time undergraduate students
1. Executive Board: Oversees and carries out administrative duties of The Good Idea Fund.
· Chair
· Vice-Chair
· Treasurer
2. Officers: Carries out respective duties and may also serve as liaisons
· Secretary
· Marketing Manager
· Senior Liaison
· SAFAC Liaison (non-voting)
· Supplemental Funding Chair
3. Other Board Members:
· Liaisons: Responsible for coordinating and event planning with accepted applicants.
1. Minimum of three liaisons
· Chair Emeritus
Note: The board may contain no more than two members of any other single organization that is considered of similar mission, scope, and influence as The Good Idea Fund; namely SAFAC, CAB, USGA, DAD. This does not include liaisons approved by the Chairman to or from the respective boards.

b. Staff Member
1. Advisor, which will be the Assistant Director of Finance and Administration (non-voting).

Note: The Chair of the SAFAC Board and the President of the USGA cannot chair The Good Idea Fund.

Note: Board members are allowed to submit applications for review, however for the purpose of their event they are not board members.

II. [bookmark: _Toc451427416][bookmark: MemberResponsibilities]The Good Idea Fund Board Member Responsibilities
a. Chair:
a. Have overall responsibility for the operation of The Good Idea Fund Board
b. Preside at all regular meetings of The Good Idea Fund’s board
c. Call to order and preside at special meetings
d. Develop and provide training for the incoming members with the advisor
e. Responsible for communicating funding decisions, guidelines, and procedures with applicants
f. Contact applicants to arrange all review appointments
g. Contact applicants to inform them of any documentation needs
h. Run The Good Idea Fund meetings
i. Assist the advisor with the coordination of the interview process for incoming board members with input from the entire Executive Board
j. Voting position in the event of a tie
k. Hold at least 1 office hour per week in the SORC from the fall term through the spring term

b. Vice-Chair:
a. Responsible for performing the duties of the Chair in the event the chair is absent or unable to serve
b. Assist the Chair in his/her duties
c. Oversee liaisons, including senior liaison, to ensure all meetings and events are being run and evaluated as required
d. Coordinate the recruitment process, with the assistance of the marketing manager, E-Board, and advisor
e. Assist with the interview process
f. Attend all The Good Idea Fund board meetings, trainings, and bonding events
g. Voting position
h. Hold at least 1 office hour per week in the SORC from the fall to the spring term

c. Treasurer
a. Record and maintain a balance of funds and expenses
b. Communicate with liaisons to ensure that all needed purchases are being made on behalf of the applicant in a timely fashion
c. Make purchases, with approval or assistance of the advisor
d. Keep members aware of funds and expenditures
e. Perform other duties as directed by the Chair
f. Assist with the interview and recruitment process
g. Attend all The Good Idea Fund meetings, trainings, and bonding events
h. Voting Position
i. Hold at least 1 office hour per week in the SORC from the fall to spring term
j. Process purchase requests with assistance of The Good Idea Fund’s advisor
d. Secretary: 
a. Record and maintain minutes of all meetings
b. Send minutes to all board members, as well as posting them to DragonLink
c. Prepare an agenda with the Chair for all meetings
d. Keep the organization informed
e. Maintain attendance (roll call) at all meetings
f. Maintain a calendar of events
g. Perform other duties as directed by the Chair
h. Attend all The Good Idea Fund board meetings, trainings, and bonding events
i. Voting position

e. Marketing Manager
a. Develop and administer The Good Idea Fund marketing materials for brand recognition
b. Work with applicants to design all marketing materials for events
c. Send marketing materials to all members for review and distribution
d. Update and maintain all The Good Idea Fund social networking websites
e. Work with the Chair and the advisor to coordinate the online presence of the organization
f. Perform other duties as directed by the Chair or advisor
g. Create and work on a marketing plan for The Good Idea Fund as an organization to raise awareness of The Good Idea Fund and get the mission out to the Drexel community
h. Attend all The Good Idea Fund board meetings, trainings, and bonding events
i. Voting position

f. SAFAC Liaison
a. Attend any The Good Idea Fund meetings and events when possible
b. Give informed opinion on applicants based on SAFAC policies and procedures
c. Ensure all accepted applications and events are adhering to SAFAC policies
d. Non-voting position

g. Student Liaison:
a. Assist applicant with all necessary details to execute the event
b. Maintain regular communication with applicant: either face-to-face or weekly/biweekly emails
c. Maintain a working budget for any committed events and communicate expenses to the Treasurer
d. Work with the advisor and Treasurer for purchases
e. Work with advisor for needed contracts
f. Serve as a spokesperson for The Good Idea Fund
g. Attend all events directly assigned to as a liaison and all The Good Idea Fund events when possible
h. Attend all The Good Idea Fund board meetings, trainings, and bonding events
i. Voting position

h. Advisor:
a. Ensure all university policies/procedures are being adhered to
b. Offer high-level guidance to the board
c. Ensure an unbiased decision-making process
d. Attend all meetings
e. Provide an estimate of the budget for each fiscal year
f. Process all procurement requests for all awarded ideas
g. Facilitate board member training(s)
h. Responsible for communicating funding decisions, guidelines, and procedures with the university community at large
i. Non-voting position

i. Chair Emeritus:
a. Chair Emeritus serves at the pleasure of the chair
b. Input need not be acted upon and is only taken into consideration
c. Serves as a resource, not a board member
d. Serves as a senior advisor to the Executive Board
e. Is only a former chairman, one that did not run for re-election in the most recent election
f. Voting position at will, must declare if voting

j. Supplemental Funding Chair:
a. Responsible for pre-screening all supplementary funding applications based on inadequacy of application completion, or the organization having already applied for its maximum meaning that one or more of the following conditions is not met:
i. Complete the application to the fullest
ii. The application follows The Good Idea Fund’s guidelines
b. If questions arise about the application or details are not described, he/she will reach out to the applicant for clarification
c. Responsible for remaining unbiased in these decisions and reporting the results of applications to the board 
III. [bookmark: _Toc451427417][bookmark: SelectionofBoardMembers]Selection of Board Members
a. Candidates will submit an application to The Good Idea Fund Board Advisor and Executive Board via Dragon Link.
b. Candidates will be interviewed by the sitting Executive board members and Advisor.
c. Selection process is based on interview and group consensus by board members and Advisor.
d. E-Board members of the board must be elected by the board and must have served with the board for at least 1 full academic year prior (4 non-consecutive quarters), unless otherwise approved by the chair or previously sitting E-Board
e. Criteria to be a Board Member:
1. Be a current enrolled full-time undergraduate student
2. Not have an active judicial sanction
3. Have a minimum cumulative GPA of 2.5 (checked at the end of each summer quarter, if requirement not met the member is placed on a probation period and must meet with The Good Idea Fund’s advisor)
4. The board may contain no more than two members of any other single organization that is considered of similar mission, scope, and influence as The Good Idea Fund; namely SAFAC, CAB, USGA, DAD. This does not include liaisons approved by the Chairman to or from the respective boards.


[bookmark: ApplicationProcess]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

Funding Caps:
For different applicants there are different amounts The Good Idea Fund is allowed to award, which are as follows:
a. New Student Organization: those that missed the recognition deadline and did not receive allocation from SAFAC, expenses related to operational matters or open events
i. $500 maximum
b. Staff Member:
i. $1,000 maximum
c. Student Organization: allowed once per year, unforeseen expenses as they relate to open mission specific events
i. $2,000 maximum
d. Event
i. $50,000 maximum


* 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. 

 Note: Submitting an application to The Good Idea Fund does not guarantee a monetary award. 

II. [bookmark: _Toc451427418]The Good Idea Fund Application
a. [bookmark: _Toc451427419]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 (if relevant to event).
e. Listing any and all co-sponsoring organizations and how they will be involved in the planning and execution of the event.

The Good Idea Fund application can be submitted through Dragon Link on the The Good Idea Fund page under the “Forms” tab. 

III. [bookmark: _Toc451427420]Application Process
a. [bookmark: _Toc451427421]Applications are submitted via DragonLink
b. [bookmark: _Toc451427422]The board checks them prior to every designated application review meeting or at the instruction of the E-Board and or advisor
c. [bookmark: _Toc451427423]Every other week, there will be exceptions on an as needed basis determined by the E-Board and or Advisor, applications are:
1. [bookmark: _Toc451427424]Reviewed and discussed
2. [bookmark: _Toc451427425]Determined if an in person interview and or more information are needed
3. [bookmark: _Toc451427426]Voted on
4. [bookmark: _Toc451427427]Assigned a liaison 
d. [bookmark: _Toc451427428]Approved events are discussed as to needs and thoughts
IV. [bookmark: _Toc451427429]Submitting Application
[bookmark: _Toc451427430]Applicants may submit their application to The Good Idea Fund at any time fiscal year when applications are available through Dragon Link, 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. 
[bookmark: _Toc451427431]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.
[bookmark: _Toc451427432]Application Deadlines: 	
a. All applications are subject to a six week in advance deadline, however for extraneous circumstances events that the board deems needing of more time in advance may be denied for that reason

Note: exceptions to these deadlines will be made on rare occasions and only for circumstances the board deems as extraneous.


V. [bookmark: _Toc451427433]Applicant Appointments 
[bookmark: _Toc451427434]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 pitch 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. Board members should be made aware of interview schedule in order for board members to come prepared with any questions, comments or concerns they would like to bring up during the interview. Applicants must be present at the requested meeting, and office hours are available as well by appointment.
VI. [bookmark: _Toc451427435]Voting Process and Policies
a. [bookmark: _Toc451427436]Voting Decisions
[bookmark: _Toc451427437]In order for an application decision to be valid:
1. [bookmark: _Toc451427438]At least 1 of the Executive Board Members must be present
2. [bookmark: _Toc451427439]A total of 4 Voting Members must be present and have voted
1. [bookmark: _Toc451427440]If this ratio is not present and/or members choose to abstain from voting then a quorum is not reached and no applications may be voted or decided on.
b. [bookmark: _Toc451427441]Membership Policies
[bookmark: _Toc451427442]If the need arises where a member needs to be removed, then a vote of Executive Board may occur:
1. [bookmark: _Toc451427443]The entire Executive Board must be present and vote
2. [bookmark: _Toc451427444]At least 2/3 of the Executive Board members must vote in favor
3. [bookmark: _Toc451427445]The Advisor must approve the decision
I. [bookmark: _Toc451427446]If all of the above criteria are met, then the member may be removed from The Good Idea Fund’s Board.
II. [bookmark: _Toc451427447]If the member holds a position, then the Executive Board may temporarily appoint an individual to the position until, if necessary, an election is held for the position.

c. [bookmark: _Toc451427448]Policies and Accepting
1. [bookmark: _Toc451427449]If and only if an application deadline is approaching within days between the next board meetings, university closings, etc., will the Chair make an overruling voting decision
2. [bookmark: _Toc451427450]In the event of a tie the Chair will have the tiebreaking vote
3. [bookmark: _Toc451427451]During university breaks the advisor will perform bi-weekly checks for applications if and application is submitted that is time sensitive the Advisor will email all of the board for an electronic vote and discussion via email. If less than 1/3 of the board replies after 5 business days the advisor inherits the right to make the final decision  
VII. [bookmark: _Toc451427452]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 The Good Idea Fund Guidelines, and Event Evaluation Form, as well as the name of the assigned The Good Idea Fund Liaison, and the liaison will be CC’d on this email. From there on the liaison will begin their conversation with applicant and set up their initial appointment. 

If the application is denied the applicant will receive an email stating so and explaining the reasoning behind the decision.


VIII. [bookmark: _Toc451427453]Access to Awarded Funds
All awarded monies will be spent from The Good Idea Fund account. All purchases will be made through the The Good Idea Fund Treasurer, to be overseen by the The Good Idea Fund Advisor. Applicants will work with only their assigned liaison to make reservations and access awarded funds. 

IX. Liaisons
All approved and funded Good Ideas will be assigned a The Good Idea Fund Board liaison. This liaison will assist the applicant in reserving space, purchases, contracting requests, placing catering orders, etc. This liaison will be the applicant's primary point of contact throughout the implementation of the idea. 

a. All events require an introductory email upon application approval email, arranging one meeting in person for each event (additional meetings may be required based on the scale and nature of the event). Meetings will, at the least, discuss the basics of the event (i.e. marketing, purchasing, room reservations, etc.), additional meetings may cover more in depth topics or decisions.
b. A post event email will be sent with the evaluation form attached if needed 

X. 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. 

[bookmark: _Toc451427454][bookmark: SpendingPoliciesGuidelines]Spending Policies/Guidelines for Applications

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. DrexelNow, InfoNet, posters, flyers, social media etc). Advertising must be approved by The Good Idea Fund prior to use and contain the The Good Idea Fund logo.

c. Funds cannot be used to purchase alcohol or any related items. 

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

e. Funds cannot be used to pay honoraria, instruction or service fees to employees or students of Drexel University (including coaching fees).

f. Funds will not be allocated for miscellaneous, petty cash, or unknown activity items.

g. 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 The Good Idea Fund 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.

h. Personal or individual memberships will not be funded. 

i. 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 The Good Idea Fund/SAFAC Office.

j. All business transactions (check requests, purchase orders, etc.) must be submitted as a purchase request on DragonLink through The Good Idea Fund.

k. 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.

l. 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.

m. The Good Idea Fund board will not fund recurring events to prevent the fund from becoming a standard operational budget.
[bookmark: _Toc451427455][bookmark: SAFACFundingPolicy]SAFAC Funding Policy 

I. SAFAC does not fund the following for FY’15:
a. Any contractual agreements not executed by the Office of Campus Activities
b. Food for Off-campus events
c. Non-mission specific events
d. Closed events (not open to the student body)
e. Prizes/Gifts/Donations
f. BBQs
g. Potluck or Bake Sale events
h. Trophies
i. Promotional items for members or organization (i.e. t-shirts, sunglasses, etc.)
j. International travel
k. Websites or domains
l. Fundraising
m. Concerts (performances/shows are funded)
n. End-of-year banquets
o. Costumes
p. Flights
q. More than one (1) meal per event
r. Conferences (see “Conference Funding” section below)



Financial Process
	
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 Assistant Director for Finance and Administration and Associate Dean for Finance and Administration reserves the right to change and update all policies and procedures regarding purchasing throughout the fiscal year.
I. [bookmark: _Toc451427456]Purchase Request
The SAFAC Office has a credit card which can be used to purchase services, catering and a wide variety of other expenses.  It is highly recommended applicants use this resource to limit the amount of out-of-pocket expenses applicants cover. Liaisons will arrange with The Good Idea Fund’s advisor for a card to be checked out on behalf of their applicant and working with the treasurer to insure those purchases are completed properly. 

a. [bookmark: _Toc451427457]Purchase Request Process
1. [bookmark: _Toc451427458]Applicants must complete a “Purchase Request”.
2. The completed Purchase Request must be submitted via the The Good Idea Fund Finance tab on our Dragon Link along with all necessary documentation:
· *Quotes (if applicable, see note)
· Statements
· Invoices
· Online Printouts
· Log-in Information for Registration Sites
1. The Coordinator of Campus Activities and the The Good Idea Fund Treasurer will process the order and payment within 3-4 business days after receipt using an OCA purchasing card. 
1. All merchandise will be shipped to the applicants’ and The Good Idea Fund’s attention at the SORC Office.

Note: There is a $4,999.99 per purchase limit.  If your order exceeds $4,999.9, it will take additional time to process as the purchase must then go through the procurement office.

Note: If an order for a material item is over $5,000, the board reserves the right to ask for 4 additional competition quotes. 

III. [bookmark: _Toc451427459]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. 
a. [bookmark: _Toc451427460]Check Request Process

1. [bookmark: _Toc451427461]Applicants must complete a “Purchase Request” on The Good Idea Fund’s DragonLink.
2. [bookmark: _Toc451427462]The completed Purchase Request Form must be submitted to the The Good Idea Fund’s DragonLink along with all necessary documentation:
· Original Receipts [ receipts should be taped to a sheet of blank paper 1-sided]
· Invoices [Accounts Payable does not accept statements]
· OCA completed signed contracts
· Any other documents the board requests
3. The SAFAC Office will complete the check request within 3-4 business days after receipt.  The completed request will be sent to Accounts Payable located in 3201 Arch St.
4. Accounts Payable will cut a check within 10-14 business days after receiving the request.  The check will take an additional 10-14 business days to receive in the mail.

Note: If a check is not received within 24-32 business days it is the responsibility of the student to inform the SAFAC Office. 

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. 
a. Process for submitting a Request to Contract Form
1. Prior to completing the form, verify with applicant they have reached out to the vendor, performer, speaker, etc. about availability and price quotes.
2. Try to get the applicant to send you an invoice for the event prior to filling the contract request form 
3. Go onto the OCA Dragon Link page under forms and complete the Contract Request Form, submitting it to OCA, listing The Good Idea Fund as a cosponsoring organization. 
4. Note in the message attached to the form that you would like the applicant (list name and email) to also be CC’d on communications regarding the contract
5. The The Good Idea Fund Advisor will continue communications with the vendor, speaker, etc. and prepare the contract on behalf of the applicant and their liaison.

[bookmark: _Toc451427463]Policies/Procedures Changes

The Assistant Director for Finance and Administration and Associate Dean for Finance, 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 SAFAC Office.
[bookmark: _GoBack]
If an applicant wishes for the SAFAC Office 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 32B or email at smo68@drexel.edu
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