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Welcome, 

 
Thank you for making the commitment to the development of your student group and 

taking on the challenges of the position of Treasurer. This Funding Policy for Student Organizations 
is meant to guide you through the process and serve as your reference throughout the semester. We 
also provide you with a Guide to Financial Operations to assist you in working with our SGA 
Accounts Manager to access your allocated funds. 

The purpose of this policy and the restrictions within are to allocate SGA funds, derived 
from student fees and collected by the University, to SGA student organizations that qualify for 
budgeting.  Most of the funds should be used for on-campus events that benefit Towson 
University.  Remember, these funds are meant to supplement Student Organization efforts! 

During the semester, budgets are developed for the upcoming semester (i.e. during the Fall 
semester the budgets for the upcoming spring are developed and during the Spring the budgets for 
the upcoming Fall are developed). In the fall, however, there is also a grace period in which newly 
elected officers can make edits to their group’s budget. 

The Student Government Association is committed to working for you so please do not 
hesitate to work with us to better advocate, communicate, and facilitate our interactions with you! 
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General Information 

Requirements to apply for budgeting: 
 Supervised by the SGA Director of Student Groups: 

 Maintain an active membership of at least 5 members registered on Involved@TU 
 Maintain active membership for two consecutive semesters 
 Maintain up to date contact information with the SGA 

 Supervised by the SGA Director of Community Outreach: 
 Complete the 100 hours of community service required to maintain Package 3 or 4. 
 Supervised by the SGA Treasurer and Accounts Associate: 
 Complete required fundraising from previous semester budgets  

 
In the first two weeks of the fall semester, new student group executive boards may propose changes to 
the student group budget without increasing the amount of the budget by contacting the SGA Treasurer. 
If a group chooses to do this, they will not be able to access those funds immediately. 

 
 
Student Group Breakdown:  

 
SGA Budgeted: To be eligible for an SGA Budget, a student organization must have functioned for two 
consecutive semesters, attend one Treasurer Workshop per semester, complete both initial and final 
budget submissions and attend one FAC meeting. They must also maintain a membership of at least 5 
student members, and complete all community service hours and fundraising activities as required by the 
Tiger Stripes Program. Approved budgets are contingent on Tiger Stripes requirements.  

 

SGA Sponsored Activities: SGA Sponsored Activities are activities that combine University Funding and 
SGA Funding in an effort to achieve the mission of the student organization while impacting the 
Towson community. Student organizations must create a budget with the assistance of their SGA 
Senator and present it to the SGA Treasurer. A presentation of the proposed budget will take place 
during a SGA General Assembly where the Senate will make the decision of allocating the appropriate 
amount of money to the student organization. 

 
Budgeted organizations will be funded based on the organization type as stated on their budget 
submissions. The student organization has the right to change the organization type at any time 
up until the final budget submission. However, the Senate reserves the right to change the 
organization type at the Budget Hearing. 

 

Organizations are placed in one of four mission based categories: 
 Type 1 – Large Event Based 
 Type 2 – Special Interest 
 Type 3 – Service 
 Type 4 – Cultural/ Religious 
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BUDGET PROCESS  

 

STEP 1 – Treasurer’s Workshop: 
The purpose of this meeting is to provide student organization treasurers with the information 
they need to be effective treasurers for their organizations. The meeting includes the distribution 
and overview of the SGA Funding Policy, information on working with Financial Operations, the 
announcement of the budgeting deadlines; including initial budget submission, FAC meetings and 
final budget submission. The workshop will also include time for questions to be asked 
concerning any of these components or their role in general. Additionally, the Treasurer will go 
over the Tiger Stripes program and its requirements for budgeted organizations. Each student 
organization will be assigned a senator by the Director of Student Groups as a guide through the 
budgeting process. SGA Senators will be present at each treasurer workshop to provide further 
assistance.  

STEP 2 - Initial Budget Submission: 

The initial budget submission must be in the standard budget format. It is a chance for the 
student organization to submit a draft of their proposed budget to be reviewed at the Financial 
Advisory Committee (FAC) meetings. Initial budgets will be distributed and reviewed by the 
Senators before the FAC meeting. Please be sure to include the Student Organization Treasurer’s 
contact information along with proper research for the desired expenses, such as proof of 
mileage, conference registration forms, invoices, and all other estimates. 

STEP 3 - Financial Advisory Committee (FAC) Meeting: 
Each group requesting a budget must send a treasurer or another representative to a FAC meeting 
in which the budgets of organizations will be researched, reviewed, and revised in accordance with 
the SGA Funding Policy. There will be three (3) FAC meetings throughout the semester that will 
be open to all student organizations. 

 

STEP 4 - Final Budget Submission: 
The final budget submission must be in standard budget format and will be submitted to the SGA 
Senate as the organization’s proposed final budget. This must include the Student Organization 
Treasurer’s contact information and include proper research for the desired expenses, such as 
proof of mileage, conference registration forms, invoices, price comparisons, and all other 
estimates. 

STEP 5 – Budget Hearing: 
This is the meeting during which the Senate will vote on the allocation of the budgets for all 
student organizations.  Organizations are strongly encouraged to have a representative present at 
the hearing to answer questions from the Senate and to determine where penalties and fundraising 
should be cut from the budget. The senate reserves the right to amend or deny any submitted 
budget if it fails to follow the SGA Funding Policy. If conflicts of interest arise, Senators will 
abstain from the final vote of a student organizations budget.  

 

Violations of the SGA Funding Policy include, but are not limited to: tardiness, early departure or absence to any 
mandatory meeting, or late budget submission. Organizations in violation must be notified by the SGA Treasurer of 

the violation and must appear before the SGA Judicial board.  The board will review each case individually and report 
the group’s penalty to the senate at the budget hearing. 
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BUDGET PROCESS: 

 
Responsibilities of the Student Organization Treasurer:  

 Attend a Treasurer’s Workshop, FAC Meeting, and Budget Hearing. 
 Use the standard budget format spreadsheet to create and submit the initial budget and the 

final budget requests to the SGA Treasurer Blackboard site on time. 
 Ask for help when needed from your organization’s Senator or the SGA Treasurer. 

 
Fundraising Requirement: 

 Large Event Based, Special Interest, and Cultural/Religious Organizations are required to 
fundraise 15% of their approved budget. 

 Service Organizations are required to fundraise 10% of their approved budget. 
 Groups not meeting their fundraising requirements by the SGA set deadline will not receive 

their budget for the upcoming semester. These organizations will be eligible for 1 
supplemental request per semester if they have met the requirements for Tiger Stripes 
Package 2. 

 

 

 
Policy Changes: 

 
Changes in the Financial Policy for Student Organizations cannot occur during the budgeting 
period. However, changes can occur from semester to semester with the recommendations of the 
Rules Committee. 

 

 

Appeal Process: 

 
According to the law of Viewpoint Neutrality, the process of reviewing and approving the 
distribution of student activity fees by the SGA must be done in a viewpoint-neutral fashion. This 
means that the distribution shall be done without advocating a particular point of view or done in 
such a way that the process unfairly discriminates against unpopular student groups based on their 
viewpoint. The principle of Viewpoint Neutrality applies to any type of speech, including religious, 
political, or ideological. If a student organization believes that the principle of viewpoint neutrality 
has been violated in the funding process, the organization may appeal by writing a letter to the Chief 
Justice within two weeks of the Senate Budget Hearing.  
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Financial Operations Information 

 
During the actual budgeting periods, it is the responsibility of the organization to retrieve all 
monies requested in their budget. These requests for budgeted funds should go through the 
SGA Accounts Associate and must adhere to the following guidelines: 

 
 Signature Authorization Card: 

This card is to be completed at the beginning of each semester. This card determines which 
members are authorized to conduct financial business with the SGA Accounts Manager. All 
subsequent documents will require one of the signatures from this card. 

 Request for Funds Voucher: 
This voucher should be completed when requesting funds. This form should be completed and 
submitted with any other relevant documentation at least two weeks prior to the event or 
activity. The organization may request an advance check or a check for the purpose of 
reimbursement. (Receipts for advance funds should be submitted within five days of check collection) 

 Petty Cash Authorization/Voucher: 
In the event that an organization chooses to request funds in the amount of $50 or less, petty 
cash may be obtained. This voucher should be completed and submitted to the SGA Accounts 
Associate, but does not require two weeks prior notice. 

 Contracts: 
Due to university regulations, all SGA recognized organizations must submit a contract that is 
completed by both the organization and the performer(s). Contracts are to be completed in 
conjunction with the funds request voucher when compensating the services.  

 Travel Expense Voucher: 
In the event that an organization encounters legitimate travel expenses, this form should be 
submitted to the SGA Accounts Associate before the travel itself. The aforementioned expenses 
are detailed in the main body of the FAC Policy under “travel account”.  

 Detailed Trial Balance: 
For information regarding the status of each account, a balance inquiry may be obtained. This 
report will list all debits and credits to the organization’s accounts. 

 
Account Information 

 
 Activity: The Activity account should be used only for on-campus events. Use Event and 

Conference Services prices for labor costs; use Black and Gold Student Organization 
Catering prices for food; use Parking Services prices for all on campus service providers.  

 Travel: The travel account should be used for all off-campus activities. All off-campus 
activities will be funded through this account. Use Parking and Transportation Services 
prices for buses; use Fleet Services Prices for vans and cars; use documented prices for 
parking fees, tolls, public transportation fees, and conference fees. 

 Equipment:  The equipment account should be used only for necessary equipment for the 
success of on-campus events. Use Event and Conference Services prices for any service 
provider for an on campus event. If ECS has it, we fund it. There is a $50 maximum per 
semester for supplies. 

 Printing/Advertising: Printing and advertising should be used for the provision of goods, 
not service, before or during an event. Use TU Art Services and Copies Plus prices. 
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The General Account 

 
The General Account is the sole responsibility of the student organization.  General Account money 
can be spent on “Items Not Funded,” additional costs, and any other expenses the student group 
may incur.  Any money in the General Account not spent during the budgeting period will remain in 
the student organization’s General Account for the following semester. This is only bank account 
student organizations are allowed to maintain. 

 
Account Funding Maximums 

 
TYPE 1 - LARGE EVENT BASED: 
 
Activity Account: $3,500 Max 
 
Equipment Account: $2,500 Max 
 
Advertising/Printing Account: $1,500 Max 
 
Travel Account: $1,000 Max 
 
TYPE 2 - SPECIAL INTEREST: 
 
Activity Account: $2,000 Max 
 
Equipment Account: $1,750 Max 
 
Advertising/Printing Account: $1,500 Max 
 
Travel Account: $2,750 Max 

TYPE 3 - SERVICE GROUPS: 

Activity Account: $2,000 Max 
 
Equipment Account: $1,500 Max 
 
Advertising/Printing Account: $1,250 Max 
 
Travel Account: $2,000 Max 
 
TYPE 4 – CULTURAL/ RELIGIOUS 
GROUPS: 
 
Activity Account: $2,500 Max 
 
Equipment Account: $2,250 Max 
 
Advertising/Printing Account: $1,000 Max 
 
Travel Account: $1,750 Max 

 
Account Funding Restrictions 

 

The Senate is strictly subject to these restrictions when allocating money to student organizations. 
These items are not up to the discretion of the Senate. 

 
 If contracting equipment from a source other than Event and Conference Services, groups 

must obtain written approval from Event and Conference Services prior to the event. 
 If contracting food for more than $100 from a source other than Black and Gold Catering, 

groups must obtain written approval from Black and Gold Catering through a food waiver 
no later than 10 days prior to the event. 

 All speakers, entertainers and DJs need a university contract to be funded. Students cannot 
contract other students within their organization, unless the entertainers provide their 
services free of charge.  

 Travel is provided for only fee-paying students and one Towson University employed 
advisor of the respective student organization.  

 Payments to outside sources will be paid directly to the company unless an invoice marked 
as paid is provided for reimbursement. 
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Account Funding Guidelines 

 
These guidelines are suggested amounts to spend. The Senate reserves the right to allocate more than or less than the 
amounts stated below for the activity, equipment, advertising/ printing, and travel accounts. 

 
Activity Account  

 Food for recruitment meetings maximum is $225. Student Organizations can use this 
amount all at once, or spread it throughout the semester during recruitment events. Money 
for recruitment must be used before the last month of the semester.  

 Food for events - $500 per event - $100 of which can be used towards non-perishable food 
items (e.g. bags of chips, cans of soda, etc) 

 Speakers - $500 per speaker 
 Entertainers i.e. bands, comedians, dancers, designers etc.- $500 per entertainer 
 DJ- all DJ fees including equipment, labor, travel, insurance, etc.- $300 per DJ 

 
**Groups looking to hold events larger than the guidelines provided in this policy should apply for the Prove-It-Fund, 

Collaboration Fund or Sequel Fund** 

 

Advertising/Printing Account 
 Organizations classified as a TigerStripes package 3 or 4, should only request a onetime $150 

banner allocation per academic year only as needed.  The banner is for the name of the group, 
not for specific events.  

 Groups can request funding for up to 250 fliers per event for advertising. 
 
Travel Account 

 Hotel Allocations are based on 4 people per room per night for a MAXIMUM of 3 Nights; 
the hotel must be at least 110 miles from Towson University to be considered for funding. 

 For events within 110 miles of campus we will fund travel expenses for the general 
membership of student organizations. For events based outside of 110 miles from campus we 
will fund travel expense for the participation of four members only. 

 Gas per mile traveled will be reimbursed based on the current state rate. 
 Hotel-$100/night/room maximum 
 University/Personal Vehicle Transportation– $500 maximum per trip; $1000 maximum per 

semester 
 Other Vehicle Transportation - $1,500 maximum per semester 
 Conference and Convention Registration- $600 per conference/convention 

 
** For events attended based further than 110 miles from campus the SGA requires this student group to submit an 

event evaluation form to the Attorney General  who will present the information to the Senate . ** 

 
 Failure to do so will result in one of the following: 

 A cut in the remaining funds of the travel account for the present semester. 
 Ineligibility for the travel account funds for the upcoming semester. 
 A 5% increase in fundraising requirements. 
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Items Not Funded 

 
 Fundraisers for your student group to meet SGA mandated requirements or given 

directly to a charity.  The SGA does fund the means to have a fundraiser where the 
proceeds go to a charity. 

 Decorations (tablecloths, balloons, streamers, etc.) 
 *Banquets, award ceremonies, movies/amusements park/sporting events admission, 

retreats, or any event that does NOT provide a service for the entire student body. This 
includes any activities (i.e. food), equipment, travel, and printing/ advertising costs 
associated with these events.  

 Computers or computer equipment, tablets, phones and word processors 
 Salary of Members or Advisors. 
 Advertisements can be put in the center page of the Towerlight for free; no other 

Towerlight advertisements will be funded. 
 T-shirts, gavels, toys, phones, screen printing, imprinted promotional items, postage, 

business cards, thank you notes and envelopes, letterhead, nametags, nameplates, and 
other non-consumable goods that could become individual possessions. 

 Exclusive events or activities- any event that is not open to the entire student body 
 A student organization is not allowed to charge for an SGA funded event  

 

*The Senate reserves the right to make exceptions when there is a discrepancy for an item not funded that falls within 
the constitutional purpose of a student organization and benefits Towson University.* 

 

 

Organizations Not Funded 

 
From page 5 of the University Financial Operations for Student Organizations Policies and 
Procedures: All undergraduate registered student organizations are eligible to apply for funding 
from SGA. SGA will not fund events that are discriminatory, closed, or exclusive to the student 
body; events whose primary purpose is to proselytize a religion or faith; and events advocating 
for a particular political campaign or person. 

 Honor Societies 
 Greek Chapters 

 
*These Organizations may and are encouraged to apply for Collaboration funding if they partner with a Package 3 or 4 
Student Organization and are providing a service or program for the entire student body.  These student groups are not 

eligible for semester budgets or supplemental funding.* 
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SUPPLEMENTAL ALLOCATIONS 

 
Fall and Spring Semester: Supplemental Allocations are allocations to student organizations 
occurring outside of the regular budget process to organizations that have achieved a Tiger Stripes 
Package of 2 or more. The purpose is to provide funding for emergencies, unforeseen expenses, 
newly developed projects, or additional expenses for events already part of a student organization 
budget.  Supplemental allocations cannot be used for means of reimbursement. 

 

Important Supplemental Restrictions: 

 Requests can occur from more than one account but are still limited to a single 

event. These supplemental requests cannot exceed account maximums. 

 Requests may not include items not funded. 

 Funds must follow FPSO, University and State policies. 

 If a supplemental request is approved, the student organization must fundraise 

15% (10% if classified as a Service organization) of the approved amount, minus 

$500. Example: for a large event based organization that receives a supplemental 

for $2000, they fundraise 15% of $1500. 

 

 

 

 
BUDGET CHANGE REQUESTS 

 
Budget requests are used by organizations to move allocated money from one item to another within a 
budget. All requests must stay within the account funding restrictions. The purpose of these requests is 
to provide groups with an opportunity to adjust their budget based on event changes.  

 
Important Information & Restrictions: 

 
Budget change requests must be submitted two weeks before the related event.  

 
Budget change requests $500 and below may be approved or denied by the SGA Treasurer and budget 
change requests more than $500 will have to be introduced to the Senate for approval or denial.  

 
An organization can only submit a maximum of four budget change requests total per semester. The SGA 
Treasurer reserves the right to allow more than four budget change requests; no more than two can be 
approved by the Treasurer. 

 

 

 

 

 

 


