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Student Organizations Allocations Committee

Office of Campus Activities, Memorial Student Center #202





 FORMCHECKBOX 

Funding is available only for active and recognized student organizations through the Student 

Organizations Allocations Committee (SOAC).  All requests for funding must be presented to the
Student Activities & Leadership Office beginning in August through July of each year.  
 FORMCHECKBOX 

New organizations may seek funding after an initial probationary period on campus.

 FORMCHECKBOX 

Funding requests/applications must be approved prior to the event.  In rare circumstances, 

funding has been approved after an event.
 FORMCHECKBOX 

Reimbursement is provided after the event has occurred and is based upon original, 

paid receipts provided.

 FORMCHECKBOX 

Organizations must have a Tax Exempt Identification Number (EIN #) on file in order to seek 

funding through SOAC.

 FORMCHECKBOX 

A copy of your organization’s most recent bank statement must be attached to your funding
application.

 FORMCHECKBOX 

The written justification and program description are essential to your funding request.  Please be 

as specific as possible.
 FORMCHECKBOX 

All supporting documentation (flyers, brochures, conference material, airline ticket costs, etc) 

should be submitted with your application representing your justification and program 

description.

 FORMCHECKBOX 

Any artwork has to be approved by the University’s marketing standards and guidelines set by the Marketing & Communication Department. These standards can be found on OrgSync, in the Student Activities & Leadership office. 
 FORMCHECKBOX 

Only typed, completed applications with appropriate signatures will be accepted.  
 FORMCHECKBOX 

The Post-Evaluation paperwork is due back in the Student Activities & Leaderhip Office within 
two weeks of the event for which funding was approved.  No paperwork = No money.
 FORMCHECKBOX 

Submit only original receipts for items for which funding was approved.

 FORMCHECKBOX 

If food/drink is purchased for or during your event, a signed Business Meals/Food 

Purchase Justification form is required with your post-evaluation form. This form can be found 

on OrgSync with information about SOAC as well as in the Student Activities & Leadership office. 
 FORMCHECKBOX 

Deviations from the approved funded activity will result in the loss of funding.

Student Organizations Allocations Committee

Standing Guidelines

I. General Guidelines 

A. Funds are available for student organizations for the benefit of the individual organization for the purpose of recruitment, publicity, etc. Funds requested for this purpose may not exceed $200.00 per student organization. 

B. Funds allocated are restricted to campus or community activities that stand to benefit, entertain, develop, or educate the student body. Funds requested for this purpose may not exceed $1,500.00 per student organization. 

C. Funds will not be appropriated to organizations for fundraising activities. 
II. Programs of Cultural and Educational Enrichment
A.  Services

     No one who is a member of the Texas A&M University-Commerce faculty, staff, 
     administration, or student body may receive payment for a personal appearance or rendering a 
     service (ie, 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 the freedom of 
     expression or ideas.

B.  Travel/Retreats/Conferences

      All requests for travel/retreat/conference funding must specify itinerary, cost of transportation 
      (plane, bus, or car), and subsistence (set by regulation) per number of people to travel.  All 
      expenditures will follow established state regulations and university policies.  Requests for 
      funding will be evaluated according to the individual program, as itemized in the budget 
      request.

III. Recreation and Social Activities
A.  Receptions/Banquets

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

IV. Administration of Programs

A.  Areas of Questionability

1.  If items are not directly used or consumed during the function, then they must be 
     rented.  We will not entertain inventories of any kind from function; that is, the 
     purchase must correlate with the intended appropriations allocated for the event.  If 
     purchases do not meet this requirement, the committee reserves the right to confiscate 
     such unrelated property.

2.  Deviations from the approved funded activities will result in a 100 percent refund of 

     the funds to the committee by the organization.
B.  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://web.tamu-commerce.edu/facultyStaffServices/marketingCommunications/standards/default.aspx
The Digital Copy Center and the Pride Shop are available for student organization use. The Digital Copy center is located at the former Memorial Student Center (MSC), the Digital Copy Center provides students, faculty and staff with quick access to digital quality color or black and white copies. Working from your PDF or original, the Digital Copy Center can produce crisp, brilliant copies quickly and most jobs can be done while you wait. The Pride Shop located in the Sam Rayburn Student Center (SRSC) Pride Shop is your source for custom merchandise and recognition ideas. Publicity and promotions for campus departments and student organizations utilizing marquee signs, InfoScreens, Video Wall, and large scale posters/ banners.
     Organizations must also use a University-licensed vendor for their orders.  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.   Follow this link 

     to view University-licensed vendors:  www.tamu-commerce.edu/collegiatelicensing .
D.  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.

V. Special Limitations
A.  Awards and Prizes

     Requests for awards and prizes will be considered only when used to show completion of a 
     specific course (ie, an aviation safety course) or, in the case of intercollegiate tournaments, to 
     recognize outstanding performance in competition.

     Awards for the purpose of recognizing individual club members for their performance will not
     be funded.

B.  Alcoholic Beverages
     Funds cannot be used for the purchase of alcoholic beverages.

C.  Charities

     Funds may not be used for charitable contributions.

D.  Forfeiture of Funds

     The committee reserves the right to review any organization’s budget and return to the 
     residual account any funds which were not expended on the approved items. 
     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.

     Failure to complete and submit the Post-Evaluation Form within two weeks after the event 
     date results in the forfeiture of approved funds.

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. 

VI. Appeal of Committee Decision

A.  Appeal of Committee Decision

     If an appeal to the committee is rejected, the organization may then appeal in writing to the Director of the Sam Rayburn Student Center (SRSC). The committee will submit in writing to the Dean of Students a statement of its decision. Upon review, the Director of the Sam Rayburn Student Center will notify in writing the organization and the committee of his/her decision.

VII. Post-Evaluation Form
     All organizations approved for funding are required to complete a Post-Evaluation Form and 
     return it to the Student Activities & Leadership Office within two weeks of the event. The Post-Evaluation
Form must have attached to it the following:

· All original, paid receipts for which funding was approved
· Receipts must display the name of the business, business address, and phone number

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

· Receipts must indicate the date the bill was paid; hotel receipts must reflect a zero balance.
· Receipts must include the method of payment

· If food/drink was purchased for the event, a completed and signed Business Meals/Food Purchase Justification form.

· If travel was involved, a list of all students attending event and their CWID numbers.

*PLEASE NOTE: As a non-profit organization, no taxes or tips can be paid with funding from the Student Organizations Allocation Committee. Failure to do so may result in an organization becoming ineligible for SOAC funds in the future.  Consequently, any state taxes or tips paid are under the financial responsibility of the organization.  In order to avoid paying state taxes, it is imperative that your organization use your Federal Tax ID number and exemption forms when making purchases or travel.  For hotel bills, you will need to take with you a hotel tax exemption form for EACH individual staying in the hotel.  If you do not know your organization’s tax ID number, please stop by the Student Activities & Leadership Office and ask.  If your organization does not have a federal tax ID number, please call 1-800-829-5500 in the presence of your organization advisor to set this up.  

Follow this link to the hotel tax exemption form:  http://www.cpa.state.tx.us/taxinfo/taxforms/12-302.pdf 

University Policy
“Funds can only be expended in a manner consistent with the University and State fiscal policies.” Organizations and their sponsors are responsible to see that funds are committed in an approved manner.

SAM RAYBURN STUDENT CENTER RESOURCES

	111
	Mane Card Office
	Vicki Haddock
	903-468-6022

	113
	PRIDE SHOP
	
	903-886-5818

	115
	Texas Bookstore
	Lisa Richardson
	903-886-5830

	130
	SODEXO – Catering
	Bart Blackburn
	903-468-3070

	131
	SODEXO – General Manager
	Charles Lear
	903-468-4890

	138
	Einstein Brothers Bagels
	
	903-468-8717

	140
	SODEXO – Dining Room
	
	903-468-8718

	153
	The Club – Game Room
	
	903-886-5803

	156
	The Club
	
	903-886-5805

	159
	Sam Rayburn Student Center (SRSC) Information Desk
	
	903-886-5400

	241
	Associate Director of Operations & Special Events
	Connie Mears
	903-886-5819

	240
	Acting Assistant Director of Building Operations
	Cason Taylor
	903-886-5807

	243
	Technical Services Advisor
	Rob McWhorter
	903-886-5820

	244
	Scheduling & Technical Coordinator
	Todd Avery
	903-886-5809

	245
	Administrative Assistant
	Nancy Tarrant
	903-886-5808

	246
	Director, Sam Rayburn Student Center
	Wendy Morgan
	903-886-5806

	250
	Scheduling Assistant
	
	903-468-3043

	251
	SODEXO – Administrative Office
	Michele Bone & Laurie Brown
	903-468-4890

	253
	Assistant Director, Marketing & New Media
	Lisa Martinez
	903-886-5814

	254
	Coordinator of Leadership
	Connie Kercher
	903-886-5793

	255
	Campus Activities Board (CAB)
	
	903-468-3208

	258
	Monster Studio
	Chris Reynolds & Clay Richardson
	903-468-3283

	259
	SRSC Club Manager’s Office
	Wayne Grabow
	903-886-5116

	260
	Assistant Director of Student Activities & Special Events
	Deepti Vanguri
	903-886-5821

	261
	Administrative Secretary, Student Activities & Leadership Office
	Pat Perkins
	903-886-5816

	262
	Student Organizations & Leadership Graduate Assistants
	Laurel Flores & Shelby Miller
	903-886-5120

	266
	Coordinator of Greek Life
	Amber Johnston
	903-468-3087

	267
	Greek Councils: Panhellenic & Multicultural
	
	

	268
	Greek Council: Pan-Hellenic & Interfraternity
	
	

	269
	Greek Intern
	NaQui Davidson
	

	270
	Student Government Association (SGA) - President
	Taylor Fore
	903-886-5825

	271
	Student Government Association (SGA) – Vice President
	Lauren Booe
	903-886-5822

	272
	Student Activities & Leadership – Reception Desk
	
	903-886-5811
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Student Organizations Allocations Committee
Funding Application
(Application will only be accepted if TYPED)

I.
Name of Organization:


Contact Person:



Mailing Address:


E-mail Address:

 

Phone # :




Tax ID #:
II.
Name of intended program:
Place of intended program:


Date of intended program:


Time: 

III.
Program budget (each item must be listed on a separate line)  **BE SPECIFIC**

Description of item/Cost



1. 








$

2. 








$

3. 








$

4. 








$
IV.
Total amount requested: 





$
V.
Estimated income from program: $
VI.
Current organization balance: $
(Please attach a detailed event budget sheet showing how these funds have been allocated and a copy of your organization’s most recent bank account statement.)
VII.
To be considered for funding, an organization must be recognized and currently registered with the University. In order for this form to be valid, the organization’s status must be confirmed by the Student Activities & Leadership Office, Sam Rayburn Student Center.

_______________________________________

_______________________________________



Name of Person Completing Form (typed)

Name of Advisor (typed)
_______________________________________

_______________________________________

Signature of Person Completing Form


Signature of Advisor

________________________________________
_______________________________________

Student Organization Certification (office use)

Date (office use)

VIII. From which other departments, organizations, and/or individuals are you receiving financial assistance for this event?  How much?
IX. Describe your organization’s fundraising efforts and/or plans for this year.
X. Program description (detailed):
XI. Explain how funding assistance for this program will positively impact the entire University Community or support your organization’s mission/purpose. 
XII. Target audience

XIII. I have attached the following with this form:

 FORMCHECKBOX 
  Copy of most recent organization account bank statement

 FORMCHECKBOX 
  Detailed event budget sheet

 FORMCHECKBOX 
  Supporting documentation (ie, copy of a conference brochure, schedule, airline ticket costs, etc)

 FORMCHECKBOX 
  Organization roster listing the names and CWID numbers of a minimum of eight active members
Student Organizations Allocations Committee
Post-Evaluation Form

This form must be typed.
I.
Name of Organization:





Tax ID # :
II.
Name of Person Completing Form:



Phone # :
III.
Name of Program:




Date of Program:
IV.
Attendance:
A&M-Commerce:  

Other:
V.
Detailed list of actual expenses for the event:


Description of Item/Cost:

1.







$

2. 







$

3. 







$

4. 







$

5. 







$







TOTAL:
$
VI.
Total income from program: $
VII.
MAIL CHECK TO (the check will be payable to the Student Organization):
Street and/or PO Box: 

City, State and Zip: 

____________________________/________
      ____________________________/________


Signature, Organization President /    Date
      Signature, Organization Advisor   /    Date
Please return this form to the Student Activities& Leadership Office, 2nd Floor, Sam Rayburn Student Center with the following:

· All original, paid receipts for items for which funding was approved (must contain business name, address, phone number, date paid, and method of payment).

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

· Hotel receipts must indicate a zero balance and the names of students staying in each room written at top.
· If travel was involved, a list of all students attending event and their CWID numbers.

· Approval of artwork from Marketing & Communication for any printing/imprinting done.

The Post-Evaluation Form is due within two weeks of 
the event for which SOAC funding was approved.
This form must be completed and submitted with your Post-Evaluation Form if you used SOAC funding to purchase any form of food or drink.
This form replaced the IRS 5 W's form.
Texas A&M University-Commerce

Business Meals/Food Purchase Justification

(Original itemized receipt or invoice must be attached)

Date of Event: 






Amount $

Payable to:



Individual/Establishment
Location of Event:



Name and                     
Purpose of Event:

This statement must establish the purpose of the event and a clear benefit to the




university.  (Select one of the eight reasons below and put in your own words

relative to your event.)
Attendees 

(include Names &

CWIDs):



Attach another sheet if

necessary.



Alcohol Statement: 
□ No, alcohol was not purchased or consumed.
□ Yes, alcohol was purchased or consumed.  If receipt or invoice does  

 not itemize alcohol purchase, please enter the amount: $____________.
_______________________________________________
______________________________________

Signature of Organization representative seeking reimbursement 


Signature of Advisor
Allowable expenses for business meals/food purchases must be deemed appropriate in the best judgment of the approving authority (Dept. Head/Director, Dean, Vice-President, or President), be cost effective, and serve

a clear Texas A&M business purpose. These expenditures must comply with the university's policies which

require the expenditure be related to one or more of the following purposes:
1.The recognition or promotion of academic achievement, athletic achievement, scholarship and/or service to a

component of the System or the State;

2. The promotion of the communication of intellectual ideas among students, faculty, staff, administrators and/

or representatives of the public;

3. The support of student events and activities which are sponsored by a component of the System;

4. The recruitment of highly qualified faculty, staff, and students;

5. The promotion of the exchange of ideas with community leaders regarding the role of a component of the

System in the community;

6. The assistance of the Regents, accrediting agencies, officials from other universities and/or public officials in

inspecting and reviewing the facilities and programs of a component of the System;

7. The support of a program of continuing education sponsored by a component of the System; or

8. The conduct of staff conferences and receptions or other events designed to recognize and honor employees.
See Guidelines for Business Meals/Food Purchases for appropriate funds.
Student Activities & Leadership ∙ Sam Rayburn Student Center
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