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Student Organization Allocations Committee (SOAC)
Standing Guidelines

Program Mission

This committee enhances student involvement at Texas A&M University-Commerce by

providing funding for student organization events and activities that will positively impact the

campus community. We fund campus programs that contribute to an overall spirit of

involvement and learning. We fund travel opportunities that develop skills for student

leaders and connect their organizations to networks of peers. Through our work with

student organizations, we encourage fiscal responsibility, quality event planning, and

collaboration.

Eligibility

A. Funding through SOAC is only available for active and registered student organizations.
a. All requests for funding must be presented to the Student Involvement Suite

beginning in August through July of each year.
B. New organizations may seek funding after an initial 4 month probationary period on

campus.

C. Organizations must have a Tax Identification Number (EIN) on file in order to seek
funding through SOAC. If an organization does not have a Tax Identification
Number, the organization can request a number from the IRS through this link:

https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-

employer-identification-number-ein-online

D. Organizations that request and receive funds from Student Service Fee may not
request funds from SOAC for the same request. Other funding pools that are
Student Service Fee funded are the Overrealized Student Service Fee and Dean of
Students Emergency Fund.

E.  Organizations requesting funds must be able to show how the request will be
beneficial to the student development of the organization.

F.  Organizations requesting funds must be able to show how the request benefits the

student body and A&M-Commerce community.

Funded Activities
A. One Time Funding - (up to $200 per year)

Funds are available for student organizations for the benefit of the individual organization
for the purposes of training, recruitment and marketing. Organizations can only request
this funding ONCE per academic year for up to $200.

B. On-Campus Events - (up to $500 per event)

Funds are available for on-campus events or activities that stand to benefit, entertain,
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C.

develop, or educate the student body. Funds requested for this purpose may not exceed
$500.00 per request of student organization.

a. All requests for on-campus events or activities must include a detailed,
itemized budget with costs for supplies, contracted items or services,
marketing, and other expenses.

Travel - ($350 per student with maximum up to $700 per travel)

If individuals are operating as private citizens, not as an organization, attendance by an
advisor is not necessary; however, SOAC will not fund any travel request of this nature.
Funds are available for student travel to regional or national conference and competition
activities. Funds requested for this purpose may not exceed $350.00 per attending
organization member, or up to $700 per travel request.
a. Organizations may only request travel funding once per semester.
a. Fall and Winter are considered 1 semester, while Spring and Summer are
considered 1 semester
b. All requests for travel/conference funding must specify itinerary, travel
participants, cost of transportation, registration, and lodging expenses for all
conference attendees. All expenditures will follow established state regulations
and university policies. Travel policies can be found at this link:
http://www.tamuc.edu/facultyStaffServices/travelOffice/default.aspx. Requests for
funding will be evaluated according to the individual program, as itemized in the
budget request.
c. SOAC travel funds will not cover meals, gas for personal vehicle, or miscellaneous
expenses.

Advisor Travel

A.

Advisor travel will not be covered by SOAC; however, an advisor is required to be
present, in attendance, and responsible for the student organization traveling.

If an advisor is not traveling with the student organization, SOAC cannot fund
transportation; however, can still reimburse for student organization lodging and
registration costs.

If the organization does not have an A&M-Commerce advisor able to travel with
the organization, but the student organization is nationally affiliated and has a
graduate chapter advisor who is responsible for the organization at the conference,
SOAC can still reimburse for student organization lodging and registration costs.

If the organization does not have their on-campus advisor traveling or in
attendance at the conference or event, the organization may have another TAMUC
full-time faculty or staff member serve as advisor and responsible for the
organization.

Application Process

A.

For all funding requests applications must be submitted using the SOAC Application
Form. Application materials must be submitted in hard copy format. Only applications
that include all required materials will be considered for funding.


http://www.tamuc.edu/facultyStaffServices/travelOffice/default.aspx
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VII.

B. Upon receiving the completed application, the Student Organizations staff will send a

notification of the next SOAC Review Meeting. The requesting organization must send at
least one student representative knowledgeable about the request to this meeting to
answer committee questions about their request in order to receive approval.

The SOAC Review Meeting will consist of the committee asking the representative
various questions about the request. The committee will determine how much to
allocate to your request based off the representatives responses. A few typical questions
include: "How will your request benefit the organization,” “How will your request benefit
students and the University community,” and for travel, “What do you hope to learn
from your travel and bring back to share with other students.”

Organizations will receive a copy of the funding memo notifying the approved
expenses from the request at the SOAC Review Meeting. Only submissions with
completed applications and documentation will be approved.

Guidelines

A.

SOAC will meet twice a month, depending on the university calendar. Meeting dates
for SOAC will be posted on this website: http://www.tamuc.edu/studentorganizations
Funding requests/applications must be approved prior to the event or travel. Requests
must be turned in to the Student Involvement Suite at least 3 weeks prior to the event
or travel date.

Reimbursement is provided after the event or travel has occurred and is based upon
original itemized, paid receipts provided with the Expense Report.

a. Photocopies or pictures of receipts are not permitted for reimbursement.

b. Receipts must show a balance of zero.
All funding will be distributed via reimbursement.
The Expense Report and all required paperwork is due back to the Student Involvement
Suite within two weeks following the approved event or activity.

a. Any expense report received after the two weeks of approved event, activity, or

travel date specified may result in a relinquishing of funds for the event or travel in

question. If there is an extenuating circumstance, such as waiting for a check to
clear the bank, still turn in the expense report and then submit a bank statement
when the check clears the account.

Expense Report

All organizations approved for funding are required to complete an Expense Report form and

return it to the Student Involvement Suite within two weeks following the event.
Reimbursement will not be processed until this form is completed. The Expense Report must
have attached to it the following:

A. A detailed, line-item event budget describing all expenses for approved items

B. All original, paid receipts for which funding was approved

a. Receipts must display the name of the business, business address, and
phone number

b. Hand-written receipts must have all the required information above concerning
the establishment, and the amount written in BOTH numbers and words, like a


http://www.tamuc.edu/CampusLife/studentCenter/studentorganizations/soac-funding.aspx
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check.

C.  Receipts must indicate the date the bill was paid; hotel receipts must reflect a
zero balance.

d. Receipts must include the method of payment

C. Proof of expenditure clearing organization bank account

a. Verified by voided check or bank statement showing expense cleared

D. Anupdated W-9 form

a.  W-9 must be dated within the fiscal year (September 1-August 31%) of the requested
event.

Limitations

A. Requests for awards and prizes will not be approved.

B.

Funds will not be allocated for items that may be stored for later use
such as plastic/silverware, t-shirts, decorations, napkins, plates, and
inventoried items..

a. Inventoried items are purchases that are not directly used or
consumed during the event that are leftover once the event has
been completed.

b. If purchases do not meet this requirement, the funds for
reimbursement will be forfeited for these items.

Funds cannot be used for the purchase of alcoholic beverages.

D. Catered Meals

a. Sodexo is the exclusive food service provider for Texas A&M University-
Commerce, Sam Rayburn Student Center. No outside food or drink is permitted to be
brought into the building without this waiver being approved by the RSC and the
Sodexo Dining Services, General Manager. Please complete the Food Waiver Request,
for approval a minimum of fourteen (14) business days prior to event date. If
approved, the application will be forwarded to Sodexo Dining Services for final
approval. Should outside food be brought into the Rayburn Student Center you will
be asked to remove it.

When an event is booked in the RSC in addition to adjacent outdoor space, including
both the North and Club patios and West Walking Mall area, Sodexo still must be used
as the food service provided. Student Organizations and/or departments may not use
outside food vendors to circumvent Sodexo by holding an event where food is served
outside while the majority of the program is held in the student center.

b. When considering catering, think about how many people will actually be attending
your event, do not try and over-estimate. The SOAC Committee reserves the right to
fund you for catering at a lower level if they believe less people will be attending and
encourage the organization to think about lower quantities of food.



F.

A Food Waiver Request form can be downloaded from ManeSync or RSC Scheduling
website:
http://www.tamuc.edu/campusLife/studentCenter/schedulingOffice/forms/default.aspx .

Funds may not be used for charitable contribution

G. Campus events that charge admission, or a fee to attendees are not eligible for SOAC

funding.

H. Funds will not be allocated for any request where an organization is fundraising to generate

revenue for the organization. This includes, but is not limited to, funds for scholarships.

No one who is a member of the Texas A&M University-Commerce faculty, staff,

administration, student worker, or member of the student body may receive
payment for a personal appearance or rendering a service (e.g. serving as a DJ).

Direct expenditures for lecture fees may not be utilized for any political organization to
enhance, endorse, or support a declared political candidate or further the development of
said organization or candidate. This is not to be a restriction or interference of an
organization’s freedom of expression or ideas.

Receptions/Banquets

a. Expenditures for refreshments will be evaluated according to the individual
program, as itemized in the budget request. Requests for party favors,
souvenirs, and decorations will not be funded.

Honorariums
a. Any guest speaker or performing artist may only be funded for parts of their
speaking or performance arrangement that are open to all students. Any parts of
the arrangement or itinerary that are closed to specific audiences will not be
funded. Honorariums need to be submitted with a breakdown of cost including a
speaker’s or performer’s itinerary.

M. Expenses funded by University Department

a. Any expenses paid by a University Department will not be reimbursed by SOAC to
the student organization. If a department pays up front for any portion of a travel
request or event request, those portions will not be reimbursed by SOAC. SOAC
cannot reimburse a University Department. In cases where an organization has a
University agency account and the account is attached to an Advisor's
procurement card or travel card, SOAC will reimburse the organization.

IX. Forfeiture of Funds

A.

SOAC will not appropriate funding to additional items if approved purchases cost less
than what was originally approved. SOAC will only reimburse based off the approved
funding and receipts submitted.

All organizations are required to notify the committee as soon as it is determined that a
scheduled program will not occur. Notification should be within one week after the
approved date.


http://www.tamuc.edu/campusLife/studentCenter/schedulingOffice/forms/default.aspx
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Xl.

C. Any submission of fraudulent receipts for reimbursement purposes will result in all

funds previously approved for the event being forfeited and may jeopardize future
funding requests for up to one year for the organization.

D. Infraction of Agreement

a. Deviations from the approved funds for an activity will result in a 100 percent
refund of the funds to the committee by the organization.

Administration of Programs

A. Printing and Publicity

Publicity will be viewed in the context of promoting the success of a program by making
the general community aware of the event. The committee urges the organization to use
its own resources for this type of support activity.

Utilization of University artwork must be approved by the Marketing and Communications
department’s marketing standards:

http://www.tamuc.edu/facultyStaffServices/marketingCommunications/standards/

default.aspx.

Organizations must also use a University-licensed vendor for orders that contain university
marks or artwork. Please look at the list to determine which vendors are licensed and
approved. If an organization uses a non-licensed vendor, the funding approved for that
expense will not be granted. Approved vendors can be found at this link:
http://www.tamuc.edu/facultyStaffServices/marketingCommunications/standards/approve

d-vendors.aspx.
The Pride Shop is available for student organization use. The Pride Shop located in the

Rayburn Student Center (RSC) is your source for publicity and promotions for student
organizations utilizing marquee signs, InfoScreens, the RSC Video Wall, and large scale
posters/ banners.

B. Co-Sponsored Programs

When two or more organizations co-sponsor an event, there must be a clear-cut
understanding as to the financial and logistic responsibilities that will be accepted by
the participating organizations before funding will be given. These responsibilities must
be in a contractual form and signed by authorized representatives of all organizations
involved.

Tax Exemption Information

Because the University is a non-profit organization, no taxes or tips can be reimbursed with
funding from the Student Organizations Allocation Committee. Consequently, any state
taxes or tips paid are under the financial responsibility of the organization. In order to avoid
paying state sales taxes, it is imperative that your organization use your Federal Tax ID (EIN)
number and exemption forms when making purchases or travel. Please note that only
organizations that have applied for 501(c)(3) status as a federally tax exempt organization
and have applied for an exemption from Texas state sales tax may be exempt from sales tax
when purchasing goods. If you do not know your organization’s tax ID number or need
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assistance in applying for tax exemption, please stop by the Student Involvement Suite and
ask.

XII. Appeal of Committee Decision

If a request is denied, within 2 weeks of the denial, the organization may appeal in writing to
the Director of the Rayburn Student Center. The committee will submit in writing to the
Director of the Rayburn Student Center a statement of its decision. Upon review, the Director

of the Rayburn Student Center will notify in writing the organization and the committee of
his/her decision.



