International Students’ Union of Norway

GUIDELINES

Frifond Application

Approved by: The National Board/National Secretary
Version: April 2015

The following guidelines represent principles and practices that guide the International
Students’ Union of Norway (ISU) National Board and Local Branches on how to spend the
Frifond funds (Frifond organisasjon) which ISU National Board receives each year from
LNU.

General Guidelines

The overall goal of Frifond organisasjon is to promote increased volunteer, member based
activity in the local branches.

The Norwegian state allocates funds in millions to activities for children and youth that is the
surplus from Norsk Tipping (see www.spillemidlene.no). The support includes everything
excluding sports, and is managed by the three umbrella organizations: Norsk musikkrad,
Norsk teaterrad and Landsradet for Norges barne- og ungdomsorganisasjoner (LNU). The
three umbrella organizations distribute the funds through Frifond organisasjon to their
member organisations including ISU. Read more about terms and conditions here:

http://www.frifond.no/

http://www.Inu.no/pages/side.aspx?nr=5923

Fiscal Year and Reporting

Our partner organisation, LNU, supports ISU with this fund each year. ISU National Board
applies for Frifond during the winter (before 15 April) of each year and receives funds by the
end of summer of each year. ISU receives funds according to the number of student members
as per Frifond guidelines. ISU should disperse the funds by end of November of each year and
has to collect all the receipts at the latest by the end of the following spring, 30™ of June.

Responsibilities

ISU National Board has the duty of informing the ISU Local Branches of the Frifond funds,
approving the ISU Local Branch budget for Frifond activities, organising the distribution of
the funds as per their application and preparing the final report for LNU.

ISU Local Branches have to secure the proper allocation of the funds according to these
guidelines and the budget lines of their Frifond applications, sending the report by the end of
the activities they applied funds for.
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The National Assembly in each year will agree or amend the thematic areas of interest and
where the ISU Local Branch applications should aim for while preparing their Frifond
activities.

Management of Frifond

The ISU National Office can keep a maximum of 5% of the Frifond funding for
administrational costs as per Frifond guidelines; the rest of Frifond has to be distributed to the
ISU Local Branches.

The ISU National Board approves the applications from the ISU Local Branches as per this
guideline and the thematic areas of interest that the Frifond funding was intended for.

Each ISU Local Branch must apply for Frifond money from the ISU National Board before
the 30" of April.

Use of Frifond

1. The Frifond money should be used for activities at local level only.

2. The application should base most of its activities on thematic areas of interest that the
National Assembly from the previous year has agreed upon.

3. The Frifond money can occasionally be used for teaching of new branch members and
local seminars for teaching of local branch members aimed to increase local activity.

4. The Frifond can occasionally be used for travelling within Norway, provided that the
activity the travelling person is attending is to benefit the local branch activity. It
should still be organized locally (example; organizing a trip from Lillehammer to
Trondheim would not be considered local).

Measures Frifond Can Not be used for

1. The money can NOT be used as salary.

2. The money can NOT be used for activities organised by the National Office.

3. The money can NOT be used outside Norway (including travel tickets bought IN
Norway).

4. The money can NOT be used for travel to Leadership Meetings and National
Assembly held each year.

5. The money can NOT be used for fundraising activities.

6. The money can NOT be used to build up funds (for example buying t-shirts and
selling them with a profit for the local branch).

7. The money can NOT be used to buy drugs and or alcohol.
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All the Frifond granted for one year must be spent before the 31% May of each year. The
Frifond can NOT be used as savings after the 31* May of each year.

Frifond Allocation

The ISU National Board is responsible for the allocation of Frifond as soon as all the frifond
applications from the Local Branches have been received by the National Secretary.

The National Board should allocate Frifond in accordance with the following criteria:
CRITERIA
1. Amount of Frifond applied for in proportion to events planned.
2. Relevance of activities to the promotion of ISU, diversity and inclusion.

3. Number of expected participants and total number of international students per
local branch.

4. Possibility of access to other funding opportunities outside Frifond.
5. Ability to profitably spend the money and report back accordingly.

6. Penalty to those local branches who have still not submitted applications or
reports including late applications and reports if any.

This is not an exhaustive criterion. The National Board in its allocation of Frifond should
endeavour to allocate Frifond so that most Local Branches have a realistic opportunity to
obtain Frifond. This shall include the National Board also to consider what has been allocated
previously.

Frifond Payments

After the National Board has allocated all of Frifond to the Local Branches, a confirmation
letter with the Guidelines (email) will be sent out to all the Local Branches, stating the amount
allocated to every local branch in one document, as well as the amount that the National
Board has decided to keep for its own for administrative costs (maximum 5%).

Before the Frifond is paid out, each local branch must send an acceptance letter (email) in
which the President and the Treasurer of the Local Branch must confirm that they have read
and understood the Guidelines. The Frifond cannot be paid out without bank accounts.

Appeals
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If a Local Branch disagrees with the amount of Frifond allocated to them, the Local Branch
may appeal the decision to the National Board.

The Local Branch must email the appeal to nationalsecretary@isu-norway.no no later than 2
weeks after the confirmation letter has been sent out to all the local branches. The appeal must
be in writing and must include explanation of the reasons for appealing. No appeal is to be
considered after the set date.

Accounting Frifond and Audit Requirements

ISU Local Branches must submit written reports and financial statements of their use of the
Frifond to the ISU National Board at the end of all activities. All activities should end and be
accounted for by 31° of May of each year.

The local branch has to choose one of their activities and report especially on this activity to
the National Office, providing a small report (1/2 to 1 page) and a few pictures from the
event. If the National Secretary has not received a full report by June 30", it will affect the
local branch's possibilities to receive funding for the next period.

The Local Branches should send a list of participants/members to the National Office for 1 or
2 events. The list should contain names, date of birth and contact information of persons that
have taken part in events that are organised by the local ISU branch. The list does not have to
be from an event organised with Frifond money.

Local Branches must ensure that Frifond is separated and should not be mixed with other
local branch budget/funds. This is to ensure clear accounting and easy reporting of Frifond
and avoiding mixtures of receipts.

Semester Reporting

At the end of each semester Local Branches are required to submit a financial report of the
use of Frifond of that ended semester to ISU National Board.

e The first semester’s financial report must be submitted by 24™ December to the
National Secretary. The report should include proper accounting of all receipts of
Frifond used and are recorded neatly, transparently and accurately.

e The second semester’s financial report must be submitted by 30™ June (or for the
entire year if no money was spent before Christmas). The report should include proper
accounting of all receipts of Frifond used and are recorded neatly, transparently and
accurately.

The National Board will store all reports for at least five years according to Frifond guidelines
and accounting laws.
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Unused Frifond

The National Office must receive a written confirmation and financial report from each Local
Branch that all the Frifond from the previous year has been spent. Unless such a
confirmation is received, next year’s Frifond that have been applied for cannot be paid
out from by National Office.

All Frifond that has not been spent must be transferred back to the ISU National Office. This
money will be reported in the annual report to LNU as leftover funds.

Misuse or Abuse of Funds

The President and the Treasurer of each ISU Local Branch are responsible and accountable
for the use of Frifond in accordance with the Guidelines. Failure to follow the Guidelines or
the use of Frifond on measures not permitted in the Guidelines may result in the ISU National
Board seeking to recover the Frifond.

A Local Branch that fails to follow the Guidelines may risk not receiving Frifond the next
year.

Budgetary Guidelines and Forms

See below Annexes samples for application, reports, budget and receipts.

Procedural Requirement

ISU Local Branches shall:

1. prepare a budget for its activities through the year,

2. allocate activities to be funded by Frifond,

3. open a bank account to receive the funds from ISU National Secretary (if the branch
does not have such an account),

4. send application to ISU National Secretary by 30" of April of each year,

5. keep a record of how much of the Frifond money has been spent and how,

6. update ISU National Secretary on the progress of the activity or activities each
semester,

7. make sure to archive all receipts until the end of the activity or activities,
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8. send a report to ISU National Secretary, including copies of all receipts (scanned and
sent by e-mail or fax) and a completed list of members by the end of all Frifond
funded activities and not exceeding 30™ of June each year.

Please use the forms for application, report and member list attached below. Fill in the name
of your ISU Local branch on each sheet in order to avoid confusion.
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ANNEX 1
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ISU LOCAL BRANCH APPLICATION
(SAMPLE)

INTERNATIONAL STUDENTS’ UNION OF NORWAY
Local Branch
Amount

Overall description/purpose of the activity or activities

Description, expected number of participants and date of activity

Total (NOK)=

Name

Branch

Account No

Signature

Comments:

International Students’ Union of Norway
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ANNEX 2

ISU LOCAL BRANCH BUDGET FOR FRIFOND
(SAMPLE)

Item Description/Purpose Participants*  Amount

Total (NOK)

* Please indicate the expected number of participants
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ANNEX 3

ISU LOCAL BRANCH REPORT
(SAMPLE)

INTERNATIONAL STUDENTS’ UNION OF NORWAY
Local Branch
Amount

Description/Purpose and number of participants

Receipt #

Total (NOK)=

Name

Branch

Account No

Signature

Comments:
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ANNEX 4

ISU LOCAL BRANCH RECEIPTS
(SAMPLE)
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Note: Please use clean A4 paper sheets with numbered and glued receipts.
ANNEX 5
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ISU [name of local branch]’s ACTIVE MEMBERS FOR FRIFOND
(SAMPLE)

No. | Surname Name Birth year/ | Contact detail(s)

Age

| Total number
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