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General Things to Know

SGA’s Budgetary Policy and Budgetary Statutes (two documents combined in a single file in the Guiding Documents folder of this Action Guide) contain rules about what SGA can and cannot fund for student organizations.  For a list of items SGA cannot fund, see sections 2.1 and 2.2 of the Budgetary Statutes.

One of the Finance Board’s practices has been to require that if SGA provides all of the funding necessary for a student organization to hold an event, the organization must allow UMBC students to attend for free.  The organization can charge for admission for non-UMBC students.

Student organization requests for funding that do not violate any prohibitions are evaluated by the Finance Board on a case-by-case basis.  Among the factors the Finance Board historically has taken into account are whether the money will be used on- or off-campus (on-campus uses have been favored) and whether the expenditure lines up well with the organization’s purpose (it helps if it does).  Feel free to ask any voting member of the Finance Board, Vice President For Student Organizations, or Treasurer how they would feel about a request or what you can expect to happen at the Finance Board Meeting and they will be more than happy to help!

All forms listed below, including the RESGAF (Request for the Expenditure of SGA Funds, used to actually spend money), Post Event Form (used by organizations to get reimbursed) and Allocation Form (used by organizations to submit requests to the Finance Board) can be found in the Student Involvement Center on the 2nd floor of the Commons.  

How Student Organizations Acquire and Use SGA Funds

· Requesting Funds:
A) Submit an Allocation Form to the SGA Treasurer (SGA office, Commons 2B20). 

Within a day or two after you submit the Allocation Form, you will receive an email from SGA confirming your request and listing a time when you should plan to arrive at the next Finance Board meeting (Tuesdays starting at 5:30 p.m. in Commons 318)

Deadlines: Requests under $1,000 must be submitted 15 days before the event/expenditure
Between $1,000 and $3,000, must be submitted 30 days before the event/expenditure
More than $3,000, must be submitted 60 days or more before the event/expenditure

B) Attend Finance Board meeting/Submit written description for Finance Board meeting: If the request is over $500 you must attend the meeting, otherwise a written description is acceptable.
C) An email will be sent to you informing you of the results of the meeting and how much money is now available
· Spending the Money:
A) Fill out RESGAF: Turn in to Business Services Center on the third floor of the Commons in room 334.

B) If the product can be ordered online or by credit card, Business Services can place the order for you.

If the product or service is provided by a UMBC department, such as Commonvision, most of the vendors can be paid by simply entering the organization’s account number or “chart-string” (which can be obtained from the Business Services Center) on their billing forms.

If neither of the above payment methods is available, you can purchase the product for which funds have been allocated with your own money and get reimbursed (but don’t do this without completing a RESGAF first!). Be sure to save all receipts. After you have made the purchase, submit a Post Event Form to the Business Services Center with all receipts stapled to it. A check reimbursing you should be mailed to your address.

How SGA Members Use SGA Funds

· Requesting Funds:
A) If you believe it would be useful to make a purchase using SGA funds, speak with the head of your department or the leader of your branch about what you have in mind, and get approval for moving forward with a request.

B) If the expense is already included in the budget (see the annual budget in the SGA Finances folder of this Action Guide), continue on to “Spending the Money,” below.

C) If the expense is not budgeted (like a new project or some other expense) a General Ledger expense may be necessary, which requires talking to the leader(s) of your department or branch, writing up legislation (see the Writing Legislation document in the SGA Meetings and Legislation folder of this Action Guide) and presenting it to both the Senate and Finance Board.

· Spending the Money:
A) Fill out RESGAF: Requires President AND Treasurer signatures if $50 or more, President OR Treasurer if less than $50. This form also requires the SGA Advisor’s signature.

B) If the product or service is provided by a UMBC department, such as Commonvision, typically there will be a place on their billing forms for organizations’ account numbers or “chart strings.”  You can obtain the SGA’s chart string from the SGA Advisor, Treasurer or President.  From there that department will be able to bill SGA directly to receive payment.
If the expense is to an outside vendor, with the RESGAF the SGA advisor or Business Services on the third floor of the Commons can place an order for you using UMBC credit cards. If this presents a problem for you (i.e. the vendor won’t accept payment by credit card) speak with one of the above to discuss additional options.
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