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North Hennepin Community College 

STUDENT LIFE ACTIVITY FUND FINANCIAL PROCEDURES 
Prepared by:  Student Life Budget Committee (SLBC) 

 

I. College Vision, Mission, Values and Strategic Goals 

1. The Vision Statement of North Hennepin Community College:  Opportunity Without 
Limits, Learning Without End, and Achievement Beyond Expectation. 

 
2.   The College Mission:    Engaging Students, Changing Lives.  North Hennepin 

Community College creates opportunities for students to reach their academic goals, 
succeed in their chosen professions, and make a difference in the world. 

 
3.  The College Guiding Values:  
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IV. Student Life Funding Guidelines +  
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2.  The institution president or designee and the campus student associations shall 
 jointly establish guidelines on appropriate business practices for expenditures 
 from the student life/activity fund. 

 
 3.  Student life funds shall not be used to fund: 

¶ Purchase of alcohol 

¶ Donations to college or university foundations or other external charitable 
organizations or 

¶ Scholarships or grants to individuals 
 

4.  Student leader tuition waivers and/or stipends shall be funded by the student life 
fund upon the recommendation of the campus student association and approval by 
the president.  The institution determines whether taxes are required to be 
withheld.  NOTE:  For FY22, NHCC will not withhold taxes on student leader stipends.  
Student leaders are responsible for reporting the income and for any applicable 
taxes.  

 
5. Waivers of tuition and fees will generate a reduction of the Student Life Fee revenue 

in the Student Life fund.   
 

6. Non-payment or inability to collect student life fees will generate a reduction of the 
Student Life Fee revenue in the Student Life fund.  

 
7. The student life committee may agree to provide funds for its’ own support through 

the student life budget process i.e. security for a student sponsored event.  NOTE:  
Commencing FY24, NHCC has provided funding support for the Student Life Budget 
Committee. 
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VII. Student Life Fees 

 
1.  The Student Life Fee for FY 24 is $5.90 per credit including on-line courses.  

 
2. Theater Ticket prices effective beginning in FY 24:  

 
Current NHCC Students   2 free tickets for all Productions 
      Including Musical Productions 
 
NHCC Faculty & Staff, 
Non NHCC Students              $10.00 Non-Musical Productions 
       
Seniors, students & Children                      $10.00 Non-Musical Productions 
 
Non NHCC Adults, Faculty & Staff  $10.00 Musical Productions 
Seniors, students, children  $10.00 Musical Productions 
 

+ Senior rate applies to those age 62 and above 
 

3. Community Participation in Student Life fee-funded Fine Arts Activities 
Community members participating in any Student Life fee-funded Fine Arts activity 
as an active group member (Chamber singers, Choir, Theatre, etc.) must pay the 
$5.90 Student Life fee p612 792 re5
n 612 t 
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https://supplier.swift.state.mn.us/psp/fmssupap/SUPPLIER/ERP/h/?tab=SUP_GUEST
https://supplier.swift.state.mn.us/psp/fmssupap/SUPPLIER/ERP/h/?tab=SUP_GUEST
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D.  Purchase Orders 
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2.  Student Payments:  Students being paid from the Student Life fund for purchases 
made must submit an invoice for expenses incurred



14 

 

was raised.  Fund-raising income is deposited into an account established 
within the NHCC Foundation and is separate from the group’s Student Life 
fund account maintained by the Accounting & Fees Office.  Fundraising 
deposits need to be made directly to the Foundation Office in Educational 
Services. 
   

2. Internal Fundraising/Revenue Generation.  All recognized Student Life fee-
funded groups may also engage in approved activities to generate additional 
funds to support the activities and function of their group.  Examples of such 
revenue generation may include but not be limited to event concessions, t-
shirt or sweatshirt fees collected from members, or member contribution to 
conference travel, etc.  All Student Life fee-funded groups are required to 
keep all organizational revenue income and funds in an on-campus account 
with the Accounting and Fees office.  Deposits must be made the same day 
collected.  They are not to be stored in an office or taken home.  To deposit 
funds into your account you need to separate checks and cash and bundle 
them separately with a total deposit amount noted.  The deposit needs to be 
made with the Accounting and Fees office located in the Educational Services 
building.  The total amount deposited and the group’s name and account 
number (cost center) should be included on the deposit slip.   The 
Accounting& Fees Office deposit the funds into the group’s account and 
provides the person making the deposit with a receipt.  The group then 
needs to provide the Director of Student Life with a copy of the receipt.  It is 
IMPORTANT for the Director of Student Life to receive a copy of the receipt 
so deposited revenue can be transferred to the group’s expenditure line item 
within the group’s account/cost center as well as increase the group’s budget 
by the amount deposited.  Until this transfer occurs, the group is unable to 
access the deposited revenue.  (Think of the revenue as having been 
deposited initially into a savings account that needs to be transferred to your 
checking account before you can spend it!)  

 
J.  Unauthorized Expenses outside Established Financial Procedures and Applicable 
Form (MS16A) 
The Unauthorized Expenditure Form (MS16A) is used when purchases occur outside 
established Financial Procedures and/or when an exemption is requested relating to 
how Student Life fees can be spent within established Financial Procedures.  As noted in 
sub-section A of this Section on Financial Procedures, in accordance with Minnesota 
State policy, Chapter 5.14, System Procedure 5.14.5, “Funds must be encumbered prior 
to making an obligation through an authorized employee certifying that the accounting 
system shows sufficient allotment or encumbrance balance in the fund, allotment, or 
appropriation to meet it.  An expenditure or obligation authorized or incurred prior to 
encumbering funds is illegal and ineligible for payment until made valid and is in 
violation of M.S. 16A.15, Subd.3.”  This means that individuals or groups are NOT to 
order services or products without previously having gone through established 
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requisition or other purchase procedures.  For payment to potentially occur when 
procedures are not followed, a Special Expense Form (MS16A) must be completed 
explaining the reason(s) why the expense occurred outside established procedures as 
well as explaining how the individual/group will prevent the mistake from happening in 
the future. 

 
K.  Request for Exemption from Established Financial Procedures and Special Expense 

Approval Request Form 
The Special Expense Approval Request Form used when an exemption is requested 
relating to how Student Life fees can be spent within established Financial Procedures.  
If a Student Life fee-funded group wishes to potentially spend student life fees on a 
program or activity that is not within established Financial Procedures a Special Expense 
Approval Request form must be completed PRIOR to the expenditure.  The form should 
state the proposed expense and why the exemption is being sought/justified.  Examples 
of things not funded by Student Life fees and/or against Minnesota Sta
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IX. Travel Policy & Procedures 

All travel requests relating to student travel must be reviewed and approved by the 
Director of Student Life.  Travel requests must be submitted to Student Life no later 
than 3 weeks prior to departure date.  This is especially important when out of state 
travel is being pursued.  
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a. Student Life will fund conferences in accordance with State Statutes, Minnesota 
State and NHCC policies and Student Life Financial procedures and guidelines. 
 

b.  Following conferences, student participants must share the information gained from 
the conference on campus through an avenue of their choice (e.g., hosting a 
workshop, hosting an information session, presenting information to the full 
senate).
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      4. Meal Allowances 

 Students authorized to be in travel status shall not receive meal allowances for meals 
provided by conferences or banquets.  For meals not provided, students may request per 
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Accounting and Fees office.  A check will be rendered for payment to the commercial 
agency for lodging. 

 
4. 





22 

 







25 

 



26 

 

necessary fall budget adjustments prior to the Committee meeting in fall semester 
when needed.  The Senate Treasurer (who serves as Co-Chair of the Committee) should 
be consulted in such an instance.   
This policy will be reviewed and ensure that following compliance in FY24.  
 

XVII. Contingency Fund and Reserve Account  
 As part of the annual budgeting process, Student Life will maintain an annual 
 contingency fund to cover unexpected and/or new costs. 
 

Additionally Student Life will maintain a reserve account to cover unexpected revenue 
loss due to reduction in enrollment and/or other unanticipated decrease in annual 
revenue.  In compliance with Minnesota State policy 2.8, the status of the student life 
budget reserves shall be annually reported to the Student Life Budget Committee and 
Student Senate.  Interest earned from the student life fund shall be credited back to the 
reserve account. 

 

 The College maintains its own reserve in the amount of an approximately six months 
 operating expense. Such an approach to the Student Life reserve account was discussed 
 (previous policy had been one year’s worth of operating costs).  The Student Life Budget 
 Committee was charged in FY15 to conduct greater research into the reserve account 
 addressing such questions as at what balance it should be maintained, other possible 
 uses for any additional revenue beyond the maintenance level, and the overall   
 investment strategy utilized with the reserve.  
 
 
These Financial Procedures are based on the recommendations of the 2023-2024 Student Life 
Budget Committee as presented to the Student Senate and College President and approved. 
 
 

Final SLBC Recommendation: April, 2023 
Student Senate Review & Approval:  April, 2023 

Approved by College President:  May, 2023 


