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​Article 1.0: Preamble​
​The Financial Policy for the Society of Arts, Social Sciences, and Humanities (SASSH) provides​
​guidelines when making financial decisions under the University’s Cost Centre Model. This​
​policy aims to promote fiscal responsibility within the SASSH by ensuring that expenses are​
​made in line with its mandate, values, and missions. The SASSH Fiscal Year begins on May 1st​
​and ends on April 30th, to coincide with each Board. Financial information will be processed​
​through Toronto Metropolitan University’s Financial Information System (FIS).​

​1.1​​Priorities and Practices​
​The SASSH will maintain fiscal integrity of its revenue, sponsorship, and expense lines within its​
​annual budget in order to provide funding and services to its events and initiatives that benefit​
​Faculty of Arts students. The SASSH is responsible for funding events and initiatives that​
​uphold its tenets of equity, diversity, inclusivity, and accessibility to enhance the general​
​membership’s University experience.​

​Article 2.0: Roles and Responsibilities​

​2.1 President​
​As Chief Executive Officer of the SASSH, the President holds financial responsibility to;​

​2.1.1​​Provide financial oversight on the financial​​operations alongside the​
​Vice-President, Finance.​

​2.1.2​​Act as one of the financial signing authorities.​

​2.1.3​​Complete mandatory training from the University​​and Financial Services prior to​
​getting access to FIS.​

​2.1.4​​Sign a confidentiality agreement prior to accessing​​FIS.​

​2.2 Vice-President, Finance​
​As Chief Financial Officer of the SASSH, the Vice-President, Finance holds financial​
​responsibility to:​

​2.2.1​​Chair the Funding Committee as outlined in the​​SASSH By-Laws​

​2.2.2​​Provide financial oversight of the SASSH by:​

​2.2.2.1​​Ensuring that SASSH funds are used effectively​​in accordance with the​
​SASSH Financial Policy and internal procedures.​

​2.2.2.2​​Presenting account status on a monthly basis​​to the Board of Directors.​

​2.2.2.3​​Preparing the annual SASSH budget.​
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​2.2.2.4​​Acting as one of the financial signing authorities​​for funding under​
​three-hundred dollars ($300).​

​2.2.2.5​​Leading the SASSH’s Finance Committee to conduct​​quarterly audits,​
​monthly bank reconciliations, and weekly financial check-ins.​

​2.2.3​​Complete mandatory training from the University​​and Financial Services prior to​
​getting access to FIS.​

​2.2.4​​Sign a confidentiality agreement prior to accessing​​FIS.​

​2.2.5​​Complete PCI (payment Cards Industry) compliance​​training for Global Payments​
​and participate in the annual PCI audit.​

​2.3 Manager, Student and Alumni Experience and Engagement​
​As the financial controller, the Faculty of Arts Manager, Student and Alumni Experience and​
​Engagement holds the financial responsibility to:​

​2.3.1​​Ensure student awareness of the University’s​​Financial Policies, procedures, and​
​resources necessary for students to fully utilize the funding within the Cost Centre.​

​2.3.2​​Financial signing authority for purchases above​​three-hundred dollars ($300) to a​
​maximum of one thousand dollars ($1,000).​

​2.3.2.1​​Purchases above one thousand dollars ($1,000)​​can be approved by the​
​Faculty of Arts Finance Manager.​

​2.3.3​​Hold a University Purchasing Card with spending​​authority to a maximum of​
​five-thousand dollars ($5,000).​

​2.3.4​​Obtain mandatory training from Financial Services​​prior to getting access to FIS.​

​2.3.5​​Sign a mandatory confidentiality agreement prior​​to accessing FIS.​

​2.3.6​​Freeze SASSH finances if the Financial Policy​​is severely breached due to​
​misspending.​

​Faculty Support Positions​

​2.4​​Faculty Finance Manager​

​2.4.1​​Second point of contact for student leaders​​on financial concerns/questions​
​regarding Financial Policies, expenses, and financial systems.​
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​2.4.2​​Will assist the Manager, Student and Alumni​​Experience and Engagement in​
​financial training for the Society’s financial team.​

​2.4.3​​Has funding approval authority for the SASSH.​

​2.5​​Central Finance Team and Office of the Vice-Provost​​Students​

​2.5.1​​For administrative issues that cannot be resolved​​at the Faculty level, Faculty​
​Finance teams and staff can reach out to central finance and the Office of the​
​Vice-Provost Students for resolution.​

​Administrative Support Positions​

​2.6​​Accounts Manager​

​2.6.1​​Assists with the submission of invoice requisitions​​to central finance, reviews​
​documents, and other tasks assigned.​

​2.6.2​​Reviews monthly Cost Centre reports.​

​2.6.3​​Assists with SSI (Self-Service Invoices), reimbursement​​requests, and requisitions​
​for payment in the Toronto Metropolitan Financial System.​

​2.6.4​​Prepares reimbursement documents and ensures​​that appropriate supporting​
​documentation that are consistent with the University’s expense policy are submitted​
​with the payment request and requisition.​

​2.7​​Finance Associate​

​2.7.1​​Provides financial admin support for the student​​society.​

​2.7.2​​Works closely with the Vice-President, Finance​​to ensure financial records are​
​up-to-date.​

​2.7.3​​Prepare cheque requisitions and reimbursement​​documents.​

​2.7.4​​Perform other duties as assigned by the Vice-President,​​Finance.​

​2.8​​Shopify Manager​

​2.8.1​​Works closely with the Vice-President, Marketing​​and the Vice-President, Finance.​
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​2.8.2​​Oversees the weekly reconciliation of the Shopify Account under the Global​
​Payments Account.​

​2.8.3​​Complete PCI (Payment Cards Industry) compliance​​training for Global Payments​
​and participate in the annual PCI audit.​

​2.8.4​​Works with University Central Financial Services​​to ensure proper management of​
​the online store.​

​Article 3.0: SASSH Finances​

​3.1​​Approving the SASSH Budget​

​3.1.1​​The SASSH budget operates based on student levy​​fees from Faculty of Arts​
​students collected by the University in the fall and winter semester.​

​3.1.2​​The SASSH budget plan provides details of revenue​​streams and expenses and​
​should be developed at the beginning of each fiscal year by the Vice-President, Finance.​

​3.1.3​​The SASSH budget plan must undergo a formal​​approval process with the Board of​
​Directors at a Board Meeting within the first two months of the term.​

​3.2​​Tipping​

​3.2.1​​When utilizing SASSH funds to purchase goods​​and services that require tipping,​
​the maximum amount permitted is twenty percent (20%).​

​3.3​​Financial Reports​

​3.3.1​​Throughout the fiscal year, financial results​​should be monitored by the​
​Vice-President, Finance, and reported to the Board of Directors on a monthly basis.​

​3.3.2​​Bi-annual financial reports to the Dean’s Office​​must be completed by the​
​Vice-President, Finance.​

​3.3.3​​In the case of an audit required by the University,​​the Vice-President, Finance​
​must actively participate, and work with Financial Services for any financial reports​
​requested.​

​3.4​​Reimbursements and Invoices​

​3.4.1​​All reimbursements and invoices under five-thousand​​dollars ($5,000) must be​
​submitted to the Vice-President, Finance for processing with original itemized receipts​
​that provide proof of payment.​
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​3.4.1.1​​Vendor invoices must include the address,​​the main person of contact,​
​description of the goods or services provided and the total outstanding amount​
​owed.​

​3.4.2​​When reimbursing or invoicing petty cash expenses,​​an original receipt with a​
​signature of approval from either the Vice-President, Finance or the Manager, Student​
​and Alumni Experience and Engagement must be provided.​

​3.4.3​​All reimbursing and invoicing expenses must​​be sent to the Vice-President,​
​Finance no later than April 1st of the current fiscal year, unless approved by the​
​Manager, Student and Alumni Experience and Engagement on a case-by-case basis.​

​3.5​​Honorariums​

​3.5.1​​In the event that guest speakers are eligible​​to receive an honorarium, the​
​honorarium form must be filled out and submitted to the Vice-President, Finance no​
​later than fourteen (14) days after the event has occurred.​

​3.6​​Contractual Agreements​

​3.6.1​​Contractual agreements under three-thousand​​($3,000) can be signed by the​
​Manager, Student and Alumni Experience and Engagement.​

​3.6.2​​Contractual agreements over two-thousand, nine-hundred,​​ninety-nine dollars​
​($2,999.99) must be signed by the Dean, Faculty of Arts.​

​3.6.3​​All contractual agreements must be reviewed​​by the Office of the General Counsel​
​and Board Secretariat.​

​3.7​​Alcohol Purchasing Policy​

​3.7.1​​Alcohol may be purchased for events organized​​by the SASSH Board.​

​3.7.2​​A university staff member must be present for​​all SASSH events where alcohol is​
​served.​

​3.7.3​​The venue of interest must allow alcohol to​​be served at their establishment. Any​
​municipal and provincial laws and laws established by the venue.​

​3.7.4​​Students must consult the Office of the General​​Counsel and Board Secretariat​
​with the Manager, Student and Alumni Experience and Engagement, when alcohol is​
​purchased for an event run by the SASSH Board.​
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​3.8​​Funding Deadlines​

​3.8.1​​Funding requests under five-thousand ($5,000)​​must be submitted at least seven​
​(7) days prior to a Funding Committee meeting date. Acceptance of a late submission will​
​be determined on a case-by-case basis at the discretion of the Vice-President, Finance.​

​3.8.1.1​​Late submissions accepted by the Vice-President,​​Finance are limited to​
​once every fiscal year and per Student Group, Course Union, and individual​
​presentation (see Article 4.1 of the​​SASSH Student​​Group Policy​​for funding​
​procedures for Student Groups, Course Unions, and individuals).​

​3.8.2​​Funding requests over four-thousand, nine-hundred,​​ninety-nine dollars​
​($4,999.99) must be submitted at least seven (7) days prior to a Board Meeting date.​
​Acceptance of a late submission will be determined on a case-by-case basis at the​
​discretion of the Vice-President, Finance.​

​3.8.2.1​​Late submissions accepted by the SASSH Vice-President,​​Finance are​
​limited to once every fiscal year per Student Group, Course Union, and individual​
​presentations (see Article 4.1 of the SASSH Student Group Policy for funding​
​procedures for Student Groups, Course Unions, and individuals).​

https://drive.google.com/file/d/1JphyF9E6_WjY1W3mW7lLGP4Hv09_E2cK/view?usp=drive_link

