Student Government Association
Receipt Form

1. Name of Organization: __________________________________________________________________
2. Person Submitting Request: __ Student __ Faculty/Staff __ Other (please specify) __________________
Name: ________________________________________________________________________
Phone: (_________) _________-____________ J#: ____________________________________
E-mail: ________________________________________________________________________
3. Reimbursement Type: Co-sponsorship ______ Appropriations ______ Travel Grant ______ Other______
4. Reimbursement Amount: ________________________
5. Faculty/Alumni Advisor: __________________________________________________________
Address: ______________________________________________________________________
City: ____________________________________ State: ______ Zip Code: __________________
Phone: ___________________________ E-mail: ______________________________________ 
6. Send Reimbursement to: (Choose ONE option)
22-Digit Banner Account # ________________________________________________________
OR
	Account Authorized for Direct Deposit (Forms in SGA Office).
	Name on Account: ___________________________________






















Please note the following:

All reimbursement requests require original receipts showing method of payment. All receipts not 8.5 x 11 in size need to be securely attached to an 8.5 x 11 sheet of paper.

All reimbursement requests require evidence of the project.  A schedule of events from an official source or an announcement (e.g., flyer or e-mail) will usually be sufficient. In some cases, a letter from an advisor may be sufficient (e.g., for certain projects for which there would not normally be an official schedule of events or an official announcement of events).

Any reimbursement for travel, lodging, or conference fees requires the names and Jag #’s of all students.

SGA can only pay for services that have already been performed. In other words, SGA cannot pay in advance for services to be performed. 

Speakers, and others being paid to provide a service to the university, must fill out a W-9 tax form before reimbursement can be processed. These forms are available at www.irs.gov.

Requests for mileage reimbursement must include a print out (e.g., from MapQuest) showing mileage traveled. The mileage must use the University of South Alabama as the starting point and the address of your end destination as the ending point.

If you have questions, contact the SGA Treasurer.
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