Summary Chart for Use of SGA Funds
SGA Funds may be used for professional development events as well as social events (those events that pertain to your stated mission, such as speakers and workshops):
· Speaker expenses 
-fee for speaker and/or performer
-meal for speaker in lieu of fee
· Publicity/marketing expenses for specific events
-posters, flyers, banners, invitations, postage
· Travel expenses (conference or seminar sponsored by off-
campus organization or special field trips) 
-airfare, taxi, car rental, parking, gasoline, registration
fees, hotel, etc.
· Expenses for Workshop/Special Events sponsored by your
organization 
-information packets for participants
-decorations
-paper goods for donated food

SGA Funds cannot be used for:
· An organization’s day-to-day operating expenses 
-membership information and applications
-calendar of events/newsletters
-marketing for events for which SGA funds have not
been requested/approved
· Food and beverage for any event (except meal in lieu of fee)
· Fund-Raising Events
· Philanthropic Events
· Recruiting Events
· Speaker fee for political candidate or officeholder
· Speaker fee for UH employee if speaking in area of current
employment
· Payment or reimbursement of taxes of any kind
· Anything prohibited by university policy, state or federal law
Forms Required to Request SGA Funds – These forms should be turned in at the same time.
Special Event Form –
· Is required for virtually every event your organization sponsors or participates in
· Also serves as the request for SGA funds (additional circumstances require additional forms)
· Must be fully completed and signed by two officers
· Must be submitted to the Student Life Office in accordance with a set timeline
Budget for Workshop/Special Event – SGA Funds Form –
This form is required for all events (other than travel events – see below) for which you are requesting SGA funds of $200 or more. It must list how the funds will be spent and how the event meets the organization’s mission and goals and the university’s goals.
Budget for Travel Event – SGA Funds Form –
A budget form for fund requests for travel events, which are defined as traveling to a professional conference or on a field trip. This form is required for all travel events, regardless of the amount requested. There are specific dollar amounts available for travel events, depending on the circumstances and the number of students traveling. It must list how the funds will be spent and how the event meets the organization’s mission and goals and the university’s goals.
Timelines to Submit Completed Forms –
The basic timeline to submit completed forms of any kind but especially the Special Event Form is a minimum of one week in advance of the event.   Additional timelines apply for special situations:
· Minimum of two weeks in advance of the event if up to $399 in SGA funds are being requested for payment and/or reimbursement of expenses.
· Minimum of four weeks in advance of the event if $400 or more in SGA funds are being requested for payment and/or reimbursement of expenses.
· Minimum of five weeks in advance of the event if requesting SGA funds to pay a speaker or performer, regardless
of the amount requested.
· Minimum of eight weeks in advance of the event if requesting SGA funds to pay a speaker or performer and you want to present them with the check at the event.
· Minimum of four weeks in advance of the event if the organization is requesting permission to serve alcohol.

