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for Schools and Colleges



Student Affairs 

Business Office
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Provides financial management 
services to registered student 

organizations

We oversee the allocation of 
Student Activity Fees, we assist 

student organizations to 
manage their Agency Accounts, 

and we provide accounting 
services for administrative units 

within Student Affairs.



Student Activity Fee

3

______________
$78

Paid by the students of the

University of Georgia

Dedicated to Student Programming and 

Operational Expenses associated with 

programs and services to enhance all 

aspects of student life at UGA



Allocation Process



Receiving Funding
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Student Activity Fee Allocations for Schools and Colleges are subject to available Student 

Activity Fee funding. Final approval of allocations for Schools and Colleges is made by the 

Vice President for Student Affairs. 

Each individual School and College receives funding for undergraduate and graduate level 

student activities based on enrollment value from the prior fiscal year. Information is emailed 

to the dean and an administrative contact from each school or college.

Any registered Student Organization may request Student Activity Fee funding. Each 

organization must be registered with Engagement, Leadership, and Service (ELS). This is 

requirement that must be completed annually.



Allocation Submissions
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Individual Organizations fill out the request submission on the Student Affairs Business 

Office website which each school and college will receive a copy of via email

Each individual School and College has their own unique process which they determine is 

best to allocate their funds to each individual student organization who submits a request

Once the committee has determined the appropriate allocation for each organization, this 

information is sent to the business office



Allocation Submissions
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September 15, 2023

1. Written Description of the Allocation Process

2. A brief narrative on the composition of the committee

3. Detailed Excel Spreadsheet with the following:

✓ Name of Student Organization listed exactly as they are registered

✓ The Organization’s Department ID

✓ 2024 Allocation Amount with Whole Numbers

✓ Name and Email of Student Organization Advisor

✓ Name and Email of Two Approvers for this Department ID in OneSource (Must have a valid MyID)



What should you provide to the 

student organization?
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Any guidelines or handbooks 
that are specific to your 

school/college

Example copies of financial 
forms

Student Activity Fee 
Guidelines



Deposits
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• When an organization generates their own revenue, 

they are able to come and deposit that money. 

• Monday – Friday 9:00 AM – 4:00 PM

• Funds can be deposited via check, cash, or credit 

card along with the Deposit Transmittal Form 

• Deposits for these two accounts should only be made 

in the Student Affairs Business Office



Fundraising
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Sell Tickets to Events or Programs

Collect Membership Dues

Sell Merchandise

Collect Donations

Host a Percentage Night with a Local 

Business

Bake Sales, Car Washes, Auctions, and 

more!

Fundraising on campus must be approved by Engagement, Leadership, and Service (ELS) 

via a fundraising request form



OneCard Office

Sales
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• Funds generated are directly 
deposited into the 

organization’s account by the 
Student Affairs Business 

Office

• Fill the Event Request Form 
out and submit to 
tickets@uga.edu

• Online portal is set up for 
purchasing

mailto:tickets@uga.edu


Fund Recall
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• As of June 30 of each fiscal year, all funds allocated AND deposited in the Student Activity 

Fee Allocation will be recalled to the Student Activity Fee Reserve and Surplus Account

• To avoid generated revenue which was deposited to be recalled, open an Agency 

Account!



Agency Accounts
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• A special University account available to officially registered student organizations with income 

that is usually generated from dues, donations, fundraising activities, and ticket sales.

• Students are in sole control of the funds and should not be advised on how their funds should be 

spent – they earned these themselves!

• Completion of an Agency Account packet may be sent to Becca Sattler (rbr09101@uga.edu)

Funds roll over from year to year!



Purchasing



What are you purchasing?
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Does the purchase fall in compliance with the Student 

Activity Fee Guidelines?

What method will we use to purchase this?

What documents do I need to make this purchase?



What are you purchasing?
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✓ Must be an allowable purchase per the Student Activity Fee Guidelines

✓ Purchase must be for the purpose of Student Programming

✓ Cannot advance or benefit an individual student’s academics or career



What method will the purchase be made?
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UGAmart Reimbursement Invoice

Student Activity Fee Allocations for Schools and Colleges are not eligible to use Petty Cash or a P-Card to make purchases



UGAmart

We ALWAYS encourage everything to be purchased 

through UGAmart when possible. 

Here are items that absolutely have to be ordered through 

UGAmart when using Student Activity Fee funding:

• Equipment

• Annual recognition

• Promotional items

• Apparel

• Anything over $2500 for eVerify purposes

Just because a supplier is not registered in the Accounts 

Payable System does not give good justification for why 

the purchase was made outside of the guidelines



UGAmart Lifecycle

Quote Requisition Purchase Order Invoice



✓ Company Name and Address 

✓ Student’s Name

✓ Itemized Description of Items

✓ No Tax Listed

What should be listed on 

the quote?
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Supplier must have chosen the option to 
accept purchase orders when they registered 

as a supplier

Once a quote is obtained, you will enter the 
requisition into UGAmart for the supplier

After all of the necessary approvals are 
processed, the order will turn into a purchase 

order

Requisition

A Purchase Order is a binding agreement 
between the supplier and The University of 

Georgia guaranteeing payment after goods or 
services have been received

Once the goods or services have been 
received, the supplier can be paid upon 

invoice

Purchase Order



✓ Company Name and Address 

✓ Student/Student Organization Name

✓ Itemized Description of Items

✓ No Tax Listed

What should be listed on 

the invoice?

✓ The word ‘Invoice’



Reimbursement Checklist

1. Register as a Supplier

2. Reimbursement Form

3. Non-Employee Payment Form

4. Copies of original itemized receipt with proof of payment

IF your purchase includes food, drinks, or anything consumable:

5. Food Justification Form

6. Flyer/Email/Agenda or Social Media Post of Event

Any additional information that your school or college may require is 

allowable, however, we cannot enforce those requirements



Invoice

• We are able to pay by invoice directly to the vendor via payment request

• This should be completed AFTER the goods or services are delivered



Registering as a Supplier
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• We have a PowerPoint Guide on our website!

• Businesses who need to be paid via UGAmart should register as a supplier and choose 

to accept purchase orders

• If any changes need to be made, Ashley Burgess should be contacted by the supplier

https://studentaffairs.uga.edu/wp-content/uploads/2023/05/Supplier-Registration-for-Individuals-May-2023.pdf


Expense Reports
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• Expense Reports should not be submitted using Student Activity Fee funding UNLESS 

they are pre-approved by the Student Affairs Business Office.

• Graduate Students or Graduate Assistants who may be paid by the University of Georgia 

are considered students when being reimbursed from Student Activity Fee funding and 

therefore should be paid via payment request, not via expense report.

• Approvers for transactions are important to know so I know who to manually insert!



Payment Requests
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If there are multiple invoice/receipt 

numbers, the invoice number should 

say ‘Multiple Invoices/Receipts’

If there are multiple invoice/receipt 

dates, the invoice number should be 

the date of the event



Non-Employee 

Payment Form: Services 

Rendered
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Non-Employee 

Payment Form:

Reimbursement
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Itemized Receipts
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Itemized Receipts
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Common Account Codes
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Account codes for Student Activity Fee Funding are purchase specific!

Account Code Description Examples

714100 Supplies and Materials Supplies and Materials

714200 S&M – Exempt Clothing Student Apparel

727110 Registration Fees Ticket Purchases, 

Registration Fees

727118 Other Services Speakers, Entertainers

727120 Subscriptions Canva, GoDaddy, Weebly

727275 Advertising – Promotional Item Anything with a logo

727730 Group Meals – Students Food for Students



Guideline Allowances
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Item Percentage Total

Promotional Items

40% Combined AllowanceTravel

Food Purchases

ANY generated income deposited can be used in addition to the allowances! Generated 

funds are not subjected to the allowances 



Combined Guideline Allowance Examples
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A Registered Student Organization can spend 35% of their budget on Food, 5% of their budget 

on Promotional, and 0% of their budget on Travel = 40% Combined Allowance Total

A Registered Student Organization can spend 25% of their budget on Food, 10% of their budget 

on Promotional, and 5% of their budget on Travel = 40% Combined Allowance Total

A Registered Student Organization can spend 40% of their budget on Food, 0% of their budget 

on Promotional, and 0% of their budget on Travel = 40% Combined Allowance Total



Student Travel
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• Combined Allowance of 40%

• The cost of any registration is NOT included in the 40% Combined Allowance, but the 

student must be a fees paid student to take advantage of reimbursement

• If the student is traveling outside of Athens, student travel forms should be used

Which form(s) should be used?

One Traveler SABO Student Travel Form

Two or More Travelers SABO Student Travel Form AND 

Group Attachment Form



SABO Student 

Travel Form
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• “The Cover Sheet”

• No longer requiring Dean Signature!

• The “leader” of the trip should be listed 
here as the traveler. They should be a 

fees paid student

• If this is solely being used for one 
student, itemized estimated costs should 
be listed for the individual. If this is being 
used for two or more students along with 

the group travel attachment, itemized 
estimate of costs should be the entire 

groups cost estimate!



Group Travel 

Attachment
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• Use this along with the “Cover Sheet” 
when there are two or more students 

traveling

• Since the leader is listed on the “Cover 
Sheet,” they do not have to be listed here

• These forms should be uploaded to any 
reimbursement payment requests along 
with the other necessary documentation

• This should be submitted no less than 
two weeks prior to the travel



Travel
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• To be reimbursed, an itemized receipt, approved travel form, and non-employee 

payment form is required to be uploaded to the payment request

• If a student is being reimbursed for any meals consumed during the travel, this charge 

falls under travel.

• Itemized meal receipts from the travel are required when being reimbursed from the 

Student Activity Fee Allocation. Meals must comply with per diem limits as well!



Entry Fees

39

• Only fees paid students can be 
eligible for reimbursement. If they 
have not paid their Student Activity 
Fee for the semester, they will be 

ineligible for reimbursement

• This form is to be uploaded as an 
attachment on the payment 

request AFTER approval from the 
Student Affairs Business Office

• This should be submitted no less 
than two weeks prior to the 

activity/event



Entry Fees
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• Only organizations that receive Student Activity Fee Funds must adhere to this policy, 

this does not apply to Agency Accounts

• Examples of Events or Activities that require an individual registration cost or ticket fees 

include Conferences, Escape Rooms, Axe Throwing, Museum Entry, Movie Tickets, UGA 

Golf Course, etc. 

Approval forms should be submitted to SABO no later than 2 weeks 

prior to the event!



Food
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• Combined Allowance of 40%

• All food purchases must comply with the university’s food policy including applicable per 

diem limits

• Payment Request Documentation to upload includes Non-Employee Payment Form (if 

reimbursing a student), food justification form, itemized receipt, and media attachment

Food Per Diem Limits

Breakfast $13.00

Lunch $14.00

Dinner $23.00



Food Justification 

Form

42

• All fields on the form should be 
answered!

• New Section: ‘If not within per diem, 
please explain’

• Form should be signed by Advisor



Promotional Items
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• Combined Allowance of 40% but the individual item cannot exceed $30

• Items associated with promoting student organizations and/or events sponsored by 

student organizations and must include the name and/or logo of sponsoring student 

organization or the event

• Promotional items must be purchased through UGAmart!

• If necessary, trademark approval is required. To be on the safe side, submit it for 

approval! It is an easy and quick process all around.



Thank You


