Appropriations/Co-sponsorship Request

Semester Year

Organization Information

Name of Organization

Name of Organization President Phone #

E-mail Address

Name of Person Submitting Request Phone #

E-mail Address

Name of Faculty/Alumni Advisor Phone #

On-Campus Address

E-mail Address

Check the appropriate box below for type of funds requested. If unsure, see chapter 700 of the SGA

Code of Laws in the Lowdown or speak with your SGA representative.

Appropriations Co-sponsorship

Financial Information

Amount of funds received from SGA this academic year (including summer)

Total cost of project organization is requesting funds for
(Itemized expense list required)

Total funds requested from SGA

For Office Use Only

Amount Requested Funds Received to Date Recommended Amount
Comments/Notes




Project Information

Please provide a brief description of what project funds are being requested for (be sure to indicate
potential benefits to the students and the University):

If Chapter 701.1 of SGA Code of Laws applies (i.e., if organization is requesting funds for a conference),
please indicate which requirement is met:

Is the appropriations/co-sponsorship checklist, along with all documentation required by the checklist
completed and attached (REQUIRED)? Yes No

| have received a copy of the Code of Laws and regulations concerning allocation of SGA funds. | have
read these rules and regulations before filling this out this form.

| understand that requests for reimbursement funds must include original receipts and a completed
organization receipt form, which provides the names and student ID numbers of all participating
members. These forms are available in the SGA office.

| understand that a representative of my organization who is knowledgeable of the project must
attend the SGA budget/appropriation meeting in order to qualify to receive funding.

Signature of person submitting request:

Signature of Advisor (Required):




SGA Appropriations/Co-Sponsorship Checklist

Has your organization been registered with the Office of Campus Involvement
for at least three semesters (not including current semester)? Yes

Has your organization registered with the Office of Campus Involvement
during the current academic year? Yes No

Has your organization received and read a copy of the portion of SGA
Code of Laws dealing with appropriations and co-sponsorships? Yes No

Have you attached an itemized list of expenses, along with evidence
of approximate cost? Yes No

If organization is requesting funds for uniforms, have you provided all the necessary
supporting documentation? (see chapter 700.8 of SGA Code of Laws)  Yes No

If organization is requesting funds for conference, have you provided all the necessary
supporting documentation? (see chapter 701.2 of SGA Code of Laws)  Yes No

Is your organization submitting complete appropriations/co-sponsorship request
at least 7 working days prior to project and at least 5 working days prior
to SGA Budget Meeting? Yes No

If you checked ‘no’ to any of these items or if you are not sure what is needed to be done in order to

check ‘yes’, please talk with the SGA Treasurer or your SGA representative. The SGA Treasurer can be

contacted at (251) 459-4446 or stop by the SGA Office in Student Center Room 280.



[mportant Budget Dates

June 8 & 9, 2010
Organization Informational Meetings
SGA Office, Student Center Room 280, 5:00 p.m.

(At these meetings, the SGA Treasurer will go over budget packets and budget rules and regulations,
assist organizations in filling out budget packets, and answer budget-related questions.)

June 11, 2010
Complete Appropriations Requests Due
SGA Office, Student Center Room 280, 5:00 p.m.

June 21, 2010
Appropriations Budget Meeting

Student Center Ballroom, 8:00 p.m.

(At this meeting, SGA will approve appropriations. A representative of the organization MUST be present
at meeting to have allocation approved.)

June 28, 2010
Budget Meeting Second Round

Student Center Ballroom, 8:00 p.m.
(Appropriations allocations will continue until SGA meets its budget cap. Requests will be handled and
approved on a first complete, first approved process. Only incomplete requests and absence from the
first meeting are eligible reasons to be funded in this meeting.)

August 27, 2010
Last Day to Submit Receipts for Reimbursement for Summer Semester 2010

Appropriations
SGA Office, Student Center Room 280

Fall 2010
Fall Budget Process Begins



SGA Appropriations Facts

Organizations cannot be appropriated for:

Decorations, Awards or Plaques

Food or Drinks

Vehicle Rental including charter buses

Office Supplies

An Organizations Chapter and Membership Dues

Conference Costs for Faculty and Non-South Alabama Students
Events that are not open to all students or if admission is charged.

Information in Accordance w/ the Lowdown:
Conferences:

An Organization must demonstrate w/ documents that there is an educational benefit,
and it is necessary for them to attend b/c of one of the following:

o Submitting a paper at the event

o Participating in a Competition

o Submitting a Project or Display

o Hosting the Convention within 2 years of the Current Convention

o Receiving Information on Further Educational, Academic or Professional Opportunities

[701.1]

Organizations Must Attach the Following Information For Conferences:

o A List of Students Planning to Attend the Event
Their Student Numbers (JOO )
Their Majors/ Minors
Copy of the Registration Form
Travel Itinerary
Printed Estimate of Lodging/Travel Expenses (eg., prices from Orbitz.com)

[701.2]

SGA cannot provide funds for conferences, conventions, or other trips, whose primary purpose
is leisure or recreational. [701.1.1]

O O O O O

Uniforms/ T-Shirts/ Apparel

Organizations may be appropriated funds for all types of uniforms.

The Organization’s Budget Pack needs to include the following:
o Names and Student Numbers (JOO ) of those receiving.
o A sample design (Can be hand drawn)
o Estimated price showing per garment price.
T-Shirts As uniforms:
o May not display advertisement for an event.
o Need a Sample Design to be Approved by Senate
o T-Shirt is defined as non-collared short or long sleeve shirt w/ ring neck. T-shirts may
NOT have Pockets. [700.8-700.82]



Things to Know:
After the Budget Meeting

¢ If your organization was not approved for appropriation request,
you may:
o Resubmit your Appropriations Request, making sure to include the needed
information.
A SGA will continue to appropriate until we reach our budget cap.

A Requests will be on a first complete, first approved basis. Make sure our
Secretary dates the budget packet.

e To receive allotted funds Organizations Should:

o Turnin all receipts and invoices to SGA Treasurer

o Complete a Reimbursement Request (Found in the SGA Office- SC 280)

o Organization can only receive reimbursement for expenses that SGA approved
allocation of during appropriations.

o Receipts, invoices, and fund transfer request form must be received by SGA
office no later than 5 days after the start of the semester following the project.

o Failure to comply may lead to an organization not being able to receive
reimbursement.

e Funds will only be deposited in an On-Campus Account or a

check mailed to the Organizations Advisor.

o The reimbursement process usually takes around 2 weeks, but can take as long
as 4 weeks during busy financial periods.

e A Maximum of $2000 may be allotted to an organization in one

School Year.
o The School Year Begins in the Summer Semester



SGA CODE-OF-LAWS (It is very important that any organization requesting allocation carefully reads
and understands the allocation guidelines!)

TITLE VII. Rules for Allocation of SGA Funds

Chapter 700 Allocation Rules

700.1 Activities being funded or subsidized by the SGA must benefit the University and the students in a
timely and direct manner.

700.1.1 In order for an organization to receive money from SGA, it must be authorized as a registered
organization through the Office of Campus Involvement and have been registered three consecutive
semesters immediately preceding the budget request.

700.1.2 A two-thirds vote by the Senate may override Chapter 700.1.1

700.1.3 The SGA may choose to co-sponsor certain projects or activities with another USA student
organization.

700.1.4 SGA co-sponsorship shall entail additional support through funding, advertising, physical
presence at an event, and/or by any other means deemed appropriate.

700.1.5 All chapter 700 laws with the exception of 700.3 and 700.9 apply to co-sponsorship request. Co-
sponsorship of an organizational event does not impact that organization’s annual allocation.

700.2 Every organization seeking an SGA allocation is expected to, within the organization’s means, to
provide at least partial funding for the project the organization is seeking SGA allocation for.

700.3 No organization shall receive an allocation of more than $2,000 in one SGA fiscal year.

700.4 All requests must contain itemized price estimates and be consistent with the rules of Budgetary
Procedures of the State of Alabama, and the University of South Alabama.

700.5 Any organization which uses any part of an SGA allocation for private commercial gain shall have
the remainder of its allocation cut off and shall not receive any SGA allocation for the remainder of that
academic year.

700.6 Organizations must submit receipts for actual expenditures to the SGA Treasurer by 5:00 p.m. of
the fifth day if the semester following the semester in which the event was held. Organizations must
submit original receipts to the SGA Treasurer by the required time. Organizations will receive allocated
funds for actual expenditures up to the amount allocated by the SGA. Organizations will lose their
allocation if they fail to turn in actual receipts to the SGA Treasurer by the required time.

700.7 An allocation must be spent as stipulated by the SGA if such stipulation is applicable.

700.8 All advertising for any activity that is fully or partially funded by the SGA must effectively recognize
the SGA’s support. All publications must contain the SGA logo. SGA will not pay for T-shirts for events
unless the event is sponsored or co-sponsored by SGA, and, therefore, T-shirts must contain the SGA
logo.

700.8.1 A T-shirt is defined as a non-collared, short or long-sleeve shirt with a ring neck. T-shirts may not
have pockets.

700.8.2 The SGA may fund T-shirts as uniforms if the particular organization requesting the T-shirts
provides the names and student numbers of the recipients. The T-shirts may not display the advertising
for an event and a sample design must be approved by the Senate.



700.9 All requests for funds submitted to the Appropriations Committee must be received by the chair
at least seven (7) working days prior to the time the allocation is needed. This rule may be waived with
three-fourths approval by the Appropriations Committee.
700.9.1 All requests for co-sponsorships must be received at least seven working days prior to the event.
700.10 Requests for funds for any non-academic-related or any non-university-wide publication must go
through the Board of Student Communications. Determination of the status of publications seeking
funds shall be made by the appropriate SGA reviewing body.
700.11 Any solicitation for funds from the SGA for a campus-wide publications must meet the following
criteria, unless it is published each semester or annually:

a. be a recognized student organization, and

b. be recognized by the Board of Student Communications
700.12 All budget request forms must be completed, as stated on the request form and Code-of-Laws,
and turned in to the SGA office by 5:00 p.m. five (5) working days prior to the budget meeting each
semester. This law may be waived at any Senate meeting with two-thirds approval of the Senators
present at the meeting.
700.13 Every organization seeking a Student Government Association allocation must have a member
present at the meeting at which funding is considered. This law may be waived at any Senate meeting
with two-thirds approval of the Senators present at the meeting.
700.14 SGA shall reimburse for gas mileage, per the University policy allowing for the Federal minimum
for travel reimbursements. SGA will reimburse mileage for one vehicle for every group of four going (i.e.
1 vehicle/1-4 people; 2 vehicles/5-8 people; etc.) Estimated gas mileage must be calculated using the
main campus as the starting destination. The SGA van is available for use when the proper request has
been approved by the SGA secretary. SGA will pay for gas used in the vans.
700.15 Allocation of food and drinks will only be given for events sponsored or co-sponsored by the SGA
and its committees.
700.16 SGA will not pay for equipment such as, but not limited to, any type of media equipment, digital
cameras, computers, printers, videos. The only exception would be for equipment that is not reasonably
available on campus to the organization and is vital for the organization to function, which will be
decided by the Executive Council.
700.17 An organization may request part or all of its annual allocation amount for a speaker. This
includes travel and lodging expenses and the actual speaker fee.
700.18 SGA will not pay for office supplies. Examples are, but not limited to stationary, pens, papers,
envelopes, film, stamps, invitations, paper clips, etc. and any other item not recommended by the
Executive Council.
700.19 SGA will not reimburse expenditures for awards or plaques.

Chapter 701. Student Government funds cannot be allocated to student organizations for travel,
lodging, and/or registration expenses for conferences or conventions unless:
701.1 The organization requesting funds demonstrates with documentation the education benefit and
the necessity of their attendance because:

a. submitting a paper at the event, or



b. participating in competition at the event, other than delegation of the year, chapter of the
year, spirit awards or equivalents thereof, or

c. submitting a project or display at the event, or

d. hosting the convention within two years of the date the appropriation is approved by the
Senate.

e. there for the sole purpose of receiving information on further education, academic, or
professional opportunities.
701.1.1 Per University guidelines, SGA cannot provide funds for conferences, conventions, or other trips,
whose primary purpose is leisure or recreational.
701.2 The organization requesting the funds must attach to the Budget/Appropriations Request a list of
people planning to attend the event, and their student numbers, the majors and minors of all the
students on the list, and a copy of the registration form, a travel itinerary, and any information received
by the organization related to the conference, convention, or trip, including evidence of approximate
costs associated with travel, lodging, conference fees, etc.
701.3 For reimbursement, the organization requesting the funds must submit all receipts of
expenditures, an itinerary of the conference showing dates and times of conference activities, and
physical proof of one of the requirements in 701.1 (e.g., photographs of display, copy of paper
submitted, awards won, letter of intent from organization stating that conference will be hosted here
within two years, etc.) to the executive council. Failure to comply will result in the loss of allocated
funds.

Chapter 702.
702.1 Any one organization may only receive up to $500.00 per person for travel, lodging, and/or
registration expenses per semester.



