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SGA Funding 101 
 

SGA Funding is available for any FHSU Organization or approved waiver organizations. If an 

Organization plans to request funding, they must be registered through the Center for Student 

Involvement (in the basement of Memorial Union) or on TigerLink.  

 

Appropriations 
 

The SGA Appropriations budget is a limited fund reserved for student organizations that have 

NOT received funding through Allocations. This money CANNOT be used for anything 

considered personal (see list on page 8). There are three different types of appropriations 

available for eligible organizations: Trip Requests, Speaker/Event Requests, and Equipment 

Requests. 

 

Trip Requests 

 

Maximum amount available: $1000 per organization per academic year 

Approved usage of funds: Mileage ($0.56/mile, based on state rate), lodging, registration, food 

 

Requests must be turned in six weeks prior to the trip or event and forms must be submitted 

before 12:00 PM on Wednesday of each week in order for the request to be heard that Thursday. 

Forms can be found at www.fhsustudents.org under the “Get Funding” tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

When the request is received by the Appropriations Committee Chair, a hearing time will be set 

and at least one student representative from the requesting organization must be present at that 

hearing. The email address provided on the request form will be the primary method of contact 

for the organization throughout the process, so please be sure to provide a valid address. 

 

Once the committee has heard the request, a bill to approve the funding will be brought to the 

floor for discussion by the Senate. The first hearing of the bill will take place the Thursday 

following the Committee hearing. It is not necessary for a student representative to be present for 

the first reading. However, the second and final reading of the bill will take place two weeks 

after the initial Committee hearing, and a student representative MUST be present to defend the 

Organization’s request. This is a chance for the Senate to ask for any clarification regarding the 

http://www.fhsustudents.org/
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bill. Failure of representation will result in a zero-fund and no further discussion about the 

request will take place. 

 

After the students return from the trip, original receipts must be turned into the FHSU 

Administration and Finance in Sheridan Hall 318 as soon as possible. If Appropriations monies 

were approved for mileage only, LOTUS notes approval will be required before reimbursement 

can take place. 

 

Original receipts include hotel bills acquired upon checkout and printouts of registration or 

airline confirmation sent via email. 

 

Speaker/Event Requests 

 

Many of the same rules apply for the Speaker/Event Request. Organizations may not charge 

admission for the funded event, nor may students receive class credit for attendance. This is 

considered personal gain. 

 

Original receipts or invoices for approved equipment purchases must be turned into the FHSU 

Administration and Finance in Sheridan Hall 318.  

 

 

Equipment Requests 

 

The same process and hearing schedule applies for Equipment Requests as for other 

Appropriations requests.  

 

Amount available: $1500. Any amount exceeding $1500 will be matched dollar for dollar by 

the Organization. For example, if the total amount requested is $2500, SGA would provide the 

first $1500, plus $500. The remaining $500 must be paid through other means. 

 

Approved usage of funds: Any equipment not considered personal gain that will benefit the 

organization as a whole, and will be house on campus.  

 

When the organization presents their request in front of the committee, the organization must 

describe in detail how the items purchased will benefit their group. Any request considered by 

the committee to be personal gain will be zero-funded. 

 

Original receipts or invoices for approved equipment purchases must be turned into the FHSU 

Administration and Finance in Sheridan Hall 318. 

 

 

 

 

 

 

 



5 

 

Individual requests 

 

Starting in 2013, SGA will allow individual students of both undergraduate and graduate 

programs to submit personal appropriations requests. This fund is primarily for the use of 

research or trips to present and discuss research. For example, if a student were asked to present 

a thesis presentation at a different institution or convention and only one individual is attending 

the event, this would be covered by appropriations.  However, several rules apply that are 

different from those of the regular appropriations process. 

 

Individual students cannot apply for funding to any of those events or activities that a student 

organization they’re apart of applied to through the allocations or appropriations process whether 

it was funded or not.  

 

The student is allowed no more than $500 for the trip or event. However, unlike appropriations, 

if the student does not use the full $500 at one time, he or she cannot return another time to 

request the rest. This is a one-time request per student. 

 

The student must present a detailed description explaining how the university as a whole will 

benefit from the use of this money. 

 

Allocations 
 

The allocations budget is comprised of funds collected by student fees. Its purpose is to provide 

funding for predetermined events and trips for organizations for the following fiscal year.  

 

Allocations requests MUST be submitted in the standard SGA format provided on 

www.fhsustudents.org. Any request not submitted in this format will be deemed invalid.  

 

Any Organization wishing to submit a preliminary request must deliver the completed forms to 

the SGA office before 4:30 PM on the first Monday in December, as stated in the SGA 

Constitution. The preliminary request is not mandatory, but is highly suggested. A preliminary 

request gives the organization an advantage because they have a chance to receive feedback from 

the Allocations committee, allowing them to revise the request before the final deadline. 

 

All final requests must be delivered to the SGA office by 4:30 PM on the first Friday in 

February, as stated in the SGA Constitution. Late submissions will not be considered and the 

organization will receive zero funding. 

 

The budget requests will contain three parts: a six-digit budget (state account), a four-digit 

budget (student activity account) and a copy of the questions provided by SGA with the answers 

to those questions. 

 

 

 

 

 

http://www.fhsustudents.org/
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Six-digit account 

All SGA funds from Allocations will be placed in a six-digit state account budget. Each 

organization requesting funding must ensure they have a six-digit account before the allocations 

process is complete. To do so, please contact the Administration and Finance office in Sheridan 

Hall 318.  

 

Club Name                                     (SAMPLE) 

Financial Report for SGA Allocations  

6-digit SGA State Account 

  Actual Projected  Actual to Date Proposed 

2011-2012 2012-2013 2012-2013 2013-2014 

INCOME:        

Carry-over from 

previous year 

$0.00 $0.00 $0 $20.00 

SGA Allocations $400.00  $500.00  $500 $10,000 

Additional income 

items 

$50.00  $50.00  $30 $648.00 

TOTAL INCOME:         

     

EXPENSES:        

Event 
 

      

  Marketing $250.00 $300.00 $300.00 $300.00 

  Supplies $100.00 $150.00 $120.00 $130.00 

  Entertainment $100.00 $100.00 $100.00 $100.00 

Conference         

Las Vegas, NV         

June 24-26, 2014 (12 

members) 

       

 Registration        

 ($559/Person for 12)      $5970.00 

 Hotel        

 ($189/night, 4 room, 3 

nights) 

     $2268.00 

 Airfare ($150/person)      $1800.00 

Marketing/Printing        

Flyers      $50.00 

Supplies        

 Office Supplies      $50.00 

     

TOTAL EXPENSES:  $450.00 $550.00  $530.00 $10,668.00 

     

NET INCOME:  $0.00 $0.00 $20.00  $0.00 

(To be carried-over to next year) 

How much money requested from 

SGA 

Name of Expenditure 

(Activity/Travel) 

Elaborate on # of members, 

longevity of stay, and exactly 

where  
Explain Cost 

From 4 

Digit 
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Four-digit account 

Organizations receiving donations or fundraising money should have a four-digit account in 

which to keep those funds. Providing this budget in the allocations request give the Committee 

an idea of what kind of fundraising is done by the organization throughout the year. 

 

Club Name 

Financial Report for SGA Allocations  

4-digit Account 

    

  Actual Projected  Actual to Date Proposed 

2012-2013 2012-2013 2012-2013 2013-2014 

INCOME:        

Carry-over from 

previous year 

       

Additional income 

items 

      

  a.        

  b.        

TOTAL 

INCOME: 

        

         

EXPENSES:        

Activity A        

  a.        

  b.        

  c.        

Activity B        

  a.        

  b.        

Travel A        

  a.        

  b.        

  c.        

Marketing/Printing        

  a.        

Additional expense 

items 

       

  a.        

TOTAL 

EXPENSES: 

        

         

NET INCOME:         

(To be carried-over to next year) 
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Preliminary requests 

The preliminary deadline is not mandatory but is highly encouraged by the committee. 

Preliminary requests allow the allocations committee to provide early feedback to the 

organization, which would likewise allow the organization to make any changes necessary 

before submitting the final request. The preliminary deadline, according to the SGA 

Constitution, is the first Monday in December and requests must be hand-delivered to the SGA 

office before 4:30 PM. 

 

Final requests 

Final requests, according to the SGA Constitution, must be submitted to the SGA office before 

4:30 PM on the first Friday in February. When these requests are delivered, organizations will 

sign up for a time and date during which to present their request to the committee. While a 

faculty member or advisor may be present at these hearings, it is the sole responsibility of the 

students to answer the questions asked by committee members.  It is crucial that the presenters 

are fully prepared to answer any questions about the budget. Failure to understand the 

organization’s budget may result in a decrease in funding. 

 

Prior to the first reading of the allocations bill, the Committee will provide its recommendations 

to the organizations and explain its rationale behind any changes made to the original request. 

 

During the first reading, student organizations wishing to defend their original request will have 

a chance to testify in front of the Senate. Organizations are not required to attend the first 

reading, but keep in mind this will be the last chance to appeal to the Senate.  

 

Final reading 

Attendance at the second reading of the allocations bill is mandatory for all student 

organizations. At least one student representative from each organization (who is not a member 

of student Senate) must be present. Failure to attend the second reading will result in an 

organization being zero-funded, NO EXCEPTIONS.  Organizations will have ample notice to 

ensure at least one member is present at this reading. 

 

Allocations dispersal 

The funds granted to organizations will be available for use at the start of the next fiscal year 

(July 1). Half of the funds will be deposited July 1
st
 and the second half will be deposited at the 

beginning of the second semester.  

 

 

Line-item changes 

Changes to any budget MUST be approved by the SGA treasurer. A line-item change is made 

when an organization requests to use one small piece of their budget for something other than 

what those funds were originally allocated for. 

 

For example, let’s say in February, an organization requested funding to take five people on a 

trip in September. Then in September, only three people were able to go, leaving excess lodging 

and meal funds for the three additional people. That money may be used for another budgeted 

even in the future, as long as the total amount used does not exceed the initial budget. 
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Personal gain 

Personal gain is anything considered a reward or gift and is not returned to the organization (with 

the exception of meal imprest for trips). This includes: 

 

 T-shirts, sunglasses, cups, key-chains, lanyards, or anything that is given out at an event; 

 Food being sold or given out at an event; 

 T-shirts, notebooks, pins, or any other item given to members of an organization 

UNLESS the items are returned to the organization at the end of the school year and are 

housed on campus; 

 Museum admission, theater tickets, or other admission fees; 

 Any event hosted by an organization that charges attendees admission fees; 

 Contest prizes or gift cards, or trophies or plaques that will not be stored on campus 

 Decorations that will not be stored on campus 

 Items for resale (Example: fundraisers) 

 Expenditures related to parties 

 Expenditures related to dances 

 Awards 

 

It is always better to check with the SGA Treasurer or another member of the allocations 

committee before requesting funds for anything that may be considered personal gain. 

 

Additional information 

 Expenditures for individuals not enrolled at FHSU are not allowed (this includes 

faculty/staff) 

 Only items that were approved on the allocation request and are allowed by the state may 

be purchased. 

 Organizations that overspend their SGA account without prior approval, will need to 

transfer funds from another account to cover the negative balance. 

 Deposits are not allowed into these accounts except to cover negative balances. 

 If a student can’t pay for his/her own expenses, the sponsor may pay and be reimbursed 

for the students’ lodging and receipt expenses (no meals). The Certification of Expenses 

form must be signed by each student. 

  Imprest funds can be used by the sponsor to distribute funds for meals which cannot 

exceed meal allowance. The Imprest Distribution Form must be signed by each student. 

 State purchasing guidelines must be followed. 

 

Mileage 

SGA does not reimburse organizations for the amount of money spent on gas for trips. Instead, 

the State of Kansas has calculated a specific amount of money for the number of miles traveled 

in a vehicle. The budget will be based on $0.56/per mile. Please calculate accordingly when 

submitting your request. 

For example, a trip from Hays to Kansas City is about 270 miles.  

(270*2)*.56=302.40.  

So a round-trip to Kansas City will be budgeted at $302.40 based on mileage. 

For travel, each student should pay for his/her own expenses and be reimbursed on separate PRs. 
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Vendors 

If a student is being reimbursed through appropriations for an organizational trip, that student 

must be added into the FHSU system as a vendor. This is to ensure the money is sent to the right 

person. To do this, all of the students requesting reimbursement must hand-deliver a W-9 to the 

Business Office (located in Sheridan Hall) that includes the address, date of birth, and Social 

Security number of the student listed as a vendor. The printable W-9 form can be found at 

www.fhsu.edu/bus_off/w-9 

 

 

Waiver groups 

A group that is not an SOC-approved organization but would like to request funding must fill out 

a waiver form, found on the SGA Website (fhsustudents.org). These organizations must 

thoroughly answer the questions on the form explaining how their group increases the 

involvement and education of FHSU students even though they are not an official SOC 

organization. Waiver request forms must be delivered to the SGA office before the final 

allocations deadline. The approval of a waiver group is not guaranteed and is subject to approval 

and ratification. 

 

 

Educational Opportunity Fund 
 

The purpose of the Educational Opportunity Fund is to provide a student-controlled funding 

source to fund programs which serve to increase and enhance the educational opportunities of 

students at Fort Hays State University. 

 

Proposals that will be considered must meet one or more of the following criteria: 

1.) New, innovative idea that will improve department, organization, or University as a 

whole 

2.) Student employment opportunity that provides an educational benefit to the student(s) 

3.) Student-led project that expands the reach of the University 

4.) Proposal that will be for the betterment of the campus community 

 

The department or group that is requesting or one that has received funding shall be responsible 

for providing the Educational Opportunity Fund with three reports no later than the first Monday 

in February. The three reports that must be filed are 1). a status report, 2). A statement of 

accounting, and 3). activities for the year; this report should be turned into the Scholarship 

Services Coordinator. 

 

This is a LIMITED fund, therefore, no returning requests will be considered for funding unless 

they submit a full status report to the EOF Committee and written explanation for continued 

request.  

 
 

http://www.fhsu.edu/bus_off/w-9

