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FUNDING
BASIC INFORMATION
Accounts assigned to newly recognized Registered Student Organizations (RSOs) start out with a
zero dollar balance. Re-registering RSOs may have money in their account IF they previously raised
and deposited funds into their account and carried a positive dollar balance forward from the
previous fiscal year. If not, a RSO must either generate revenue or apply for funding in order to pay
for things.
1) SGR: RSOs can earn money, also known as revenue, through fundraising activities
such as collecting dues, charging admission for events, securing donations and
sponsorships, and winning campus competitions. Money collected this way is
referred to as Self-Generated Revenue (SGR).
2) SFB: RSOs can apply for funding from the Student Funding Board (SFB). Please
refer to the section of the Student Involvement website titled Student Funding Board
for a complete description of the requirements to apply for and use funding from
the Student Funding Board.
There are a few differences in the way SFB money and SGR can be used. In regards to
SFB money, RSOs must apply for funding and receive approval from the Student Funding
Board prior to the event date and before any items may be purchased. SFB money must
also be used for the specific event or purpose for which it was awarded. SGR, however,
can be spent when and for what purpose the RSO chooses as long as the expense(s)
adheres to the rules and restrictions of the Commonwealth of Virginia and George Mason
University (GMU).

PROCEDURES FOR COLLECTING SGR
When collecting money for any reason, the following procedures apply:
1) Checks need to be made payable to “George Mason University.” If you
want, you can list the name of your RSO in the memo line.
2) Cash and check receipts should be recorded using a cash register or log. Checks
should be restrictively endorsed upon receipt. Turn the check over and write on
the back: “For Deposit Only, GMU Org 61xxx”. (Replace the x’s with the last
four digits of your RSO account number.)
3) A receipt must be given to each person who pays money. Receipt books are
available to borrow from the Student Involvement office. Receipt books must be
returned within a week after the collection of money has taken place.
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4) All monies collected should be properly safeguarded between the time of
collection and deposit. Cash amounts greater than $500 should be deposited the
following business day. Lesser amounts must be deposited within the week.
5) All money collected must be deposited and expended through a university
account. Money should never be deposited into a personal and/or off-campus
bank account. If we find this happening, your RSO or individual members will be
referred to Student Conduct. (Exception: RSOs with national or international
affiliates that require their chapters to maintain outside bank accounts for tax
purposes may do so.)
6) RSOs may not use third party processors (i.e., PayPal, Eventbrite, Venmo) to
collect money.
7) When money is collected at events, such as dances or parties, cash handling and
wristband procedures must be followed.
DONATIONS AND SPONSORSHIPS
RSOs that receive financial sponsorship from outside entities or individuals must deposit
the money into their RSO account unless they have a national or international affiliation
that requires an off-campus account. Donations from outside entities or individuals are
tax deductible only if they are deposited into the RSO account. Sponsorship money may
not be donated to charities or non-profit organizations. A letter of acknowledgement
should be sent to the donor within one week of the donation. A sample acknowledgement
letter can be found in Appendix A.
FUNDRAISING
If you are planning a fundraising event with a local restaurant, the restaurant will likely ask
for your tax ID number (also referred to as TIN or EIN). RSOs are considered part of
GMU for tax purposes. You can find a copy of GMU’s W-9 form in Appendix B.
NOTE: Bake sales are not allowed on campus. If you wish to raise money through
campus food sales, all food items must be purchased (rather than home baked) and
individually wrapped.

INSTRUCTIONS FOR MAKING DEPOSITS INTO YOUR RSO ACCOUNT
Deposits are made at the Cashier’s Office in SUB I. To make a deposit, you will need to
complete a triplicate Cash Receipt form, which is similar to a bank deposit slip. Cash Receipt
forms are available at the Student Involvement office in The HUB. The Cash Receipt form
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should be completed before arriving at the Cashier’s Office in order to avoid creating
delays for other customers in line.
To complete the Cash Receipt form:
1) Bank number is always 1.
2) Use the current date.
3) The organization code is your RSO’s six-digit account number, which starts with
61xxxx.
4) Select (from the following list) the five-digit account code that best describes the
type of money that you have collected.
Dues: 08411
Event Ticket Revenue: 08412
Admission Fees: 08413
Booth/Concessions: 08415
Sportswear Sales: 08417
Sponsorships: 08418
Food Sales: 08420
Other Receipts: 08499
5) List a specific description, such as “Kappa dues” or “Alumni Club sponsorship.”
After making your deposit, retain the yellow copy of the Cash Receipt form for your records
for at least three (3) fiscal years. If you send an email request to <sibudget@gmu.edu>, we
can check to see that your deposit(s) posted properly to your RSO account.
To find out how much SGR is in your RSO account, send an email to
<sibudget@gmu.edu>. If your organization does not spend all of its SGR, the remaining
amount will be carried forward to the next fiscal year. Unspent SFB, however, does not
carry over from one year to the next.

SPENDING
SPENDING MONEY FROM YOUR RSO ACCOUNT
Money cannot be withdrawn from RSO accounts. But money (both SGR and SFB) can be
spent from RSO accounts in a variety of ways.
All spending must comply with the rules and guidelines of the Commonwealth of Virginia
and GMU. All requests for payment must be signed or approved by the President or
Treasurer of your RSO. All spending activity must be approved by Student Involvement.
1) On-Campus “Charging”: RSOs may use their organization code (six-digit
account number starting with 61xxxx) to “charge” on-campus services such as
Print Services/Copy Center, Events Services, Catering (Sodexo), and facility
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rental (i.e., the Corner Pocket or Center for the Arts). When using your
organization code to “charge” things, the cost of the expense will be deducted
automatically from your RSO account (similar to using a debit card). Make sure
there is enough SFB or SGR in your RSO account to cover the charges.
Otherwise, your RSO will be required to make a deposit into its account to cover
the cost of any overspending. RSOs accounts are not allowed to carry a negative
balance.
a) Print Services/Copy Center: RSOs may use their organization code to pay
for print and copy jobs at the Copy Center. The charges will be deducted
automatically from the RSO account.
b) Event Services: RSOs may use their organization code to pay for the rental
of audio equipment, microphones, etc., from Event Services. Requests
must be submitted to Event Services at least ten (10) days prior to the
event. Event Services will prepare an estimate and send it to you. If you do
not have enough SGR or SFB to cover the total cost listed on the estimate,
you will need to change or cancel your request. If you proceed with the
estimate, Event Services will automatically charge the rental fee to your
RSO account. If you need to cancel a request, you must do so (directly
with Event Services) at least three (3) business days before the scheduled
event. If you do not cancel, Event Services will charge your RSO account
for its services.
c) Catering (Sodexo): RSOs may also use their organization code to “charge”
catering from the on-campus caterer, Sodexo Special Occasions. (See page
8 and 9 for more information about catering.)
d) Facility Rental: RSOs may reserve and use rooms in Student Centers free
of charge. However, failure to use reserved rooms may result in Student
Centers charging “no show” fees. Fees also may be charged if you request
a major change in room set-up. If you are notified by Student Centers that
you have been charged a “no show” fee or a fee for a major room set-up
change, you must bring payment to Student Involvement within three (3)
business days. Failure to take care of the fee will result in the release of all
reservations held by your RSO, and you will not be able to make any new
reservations. You may pay the fee with cash or a check made payable to
Student Centers, or if your RSO has SGR, you may request payment be
issued via a JV transfer.
To avoid having cancellation and/or “no show” fees charged to your RSO
account, be sure to inform all vendors (such as Event Services and Student
Centers) at least three (3) business days in advance if your event is cancelled.
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2) JV Transfer: RSOs can send money from their accounts to other RSO accounts
or GMU offices by requesting an internal transfer called a Journal Voucher, or
JV. Typically, JVs are used when RSOs co-sponsor events with other RSOs or
university offices. JVs are also used to pay Mason Recreation for use of their
fields or equipment.
To request a JV transfer of money to another RSO or GMU office, email
sibudget@gmu.edu the following information: your RSO name and organization
code, amount of money to be transferred, purpose and/or name of event
associated with the transfer, and, name, organization code and contact
information of the receiving RSO or office (i.e., the group being given the
money).
To pay Mason Recreation for use of their fields or equipment, submit a copy of
the invoice from Mason Recreation and an RSO Payment Request Form.
3) Purchase Order: Purchase Orders (POs) will allow a RSO to get the good or
service that they want without having to pay out-of-pocket for the expense. A PO
is a binding agreement between the university and the vendor, indicating that the
university has set aside money to pay for the expense(s) listed on the purchase
order form. Many local vendors, but not all, will accept a PO in lieu of payment.
Vendors that routinely accept POs include Fairfax Domino’s, Panera Bread,
Jason’s Deli, and Famous Dave’s. Unfortunately, stores such as Giant, Target,
Walmart, Party City, COSTCO, and Whole Foods do not accept POs. Always ask
a vendor if it accepts GMU POs as a form of payment before shopping there.
To obtain a PO, fill out the Purchase Order (PO) Request Form and e-mail it (with
the RSO President or Treasurer’s signature) along with a written price quote (if
applicable) to sibudget@gmu.edu at least three (3) full business days before the
PO is needed. Exception: During busier times of the year (September, May and
June) and if the PO amount is over $2000, the form needs to be submitted at
least five (5) full business days in advance.
If the vendor has not been paid by the university within the last calendar year, a
Virginia Substitute W-9 form is also required. If the PO is for food, beverages or
catering that costs $2000 or more or exceeds the individual meal per diem rates
(i.e., $10 breakfast, $15 lunch, and $25 dinner), you must also submit the Food &
Beverages Authorization Form.
Student Involvement will issue a PO and send it via e-mail to the individual, who
initiated the request. If you are using a PO to place an order, let the vendor know
that you will be paying with a PO. Either e-mail a copy of the PO to the vendor
or print it out and present it to the vendor at the time of purchase or delivery.
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Once a PO has been issued, its amount cannot be revised without prior
permission. POs may not be used to purchase prohibited items (i.e., alcohol, gifts,
gift cards, personal items, etc.).
Within one week of receiving the good or service, e-mail the itemized invoice to
sibudget@gmu.edu or submit the original itemized receipt to the Student
Involvement office. GMU needs the itemized invoice or receipt to pay the
vendor for the purchase.
4) Contract Payment: To pay a speaker, DJ, performer, or workshop presenter,
you must e-mail to sibudget@gmu.edu a GMU Contract Packet and a Purchase Order
Request Form at least 30 days before the event. The Contract Packet includes:
a) the Student Services Entertainment and Event Agreement (along with a copy
of the electronic routing document), which must be completed and
signed by the presenter;
b) the vendor’s Certificate of Insurance;
c) a Virginia Substitute W-9 form, which the presenter must complete; and,
d) an Independent Contractor Form, which you must complete to verify that
the presenter is a contractor and not a GMU employee.
e) an invoice from the vendor.
NOTE: There are two types of contracts. For speakers, use the Lecturer contract.
For all others, use the Entertainment contract. All parties contracted to perform at
GMU will need to submit proof of insurance along with the signed contract. They
must also submit an invoice after the event to receive payment. Mason faculty,
staff, and students cannot be paid via contract. Under no circumstances should a
student sign a contract.
5) Reimbursement: If a vendor does not take a purchase order OR if a purchase
order request is not submitted in time, then an RSO member can pay out-ofpocket for an expense and then seek reimbursement afterwards.
To request a reimbursement, the payee must fill out and sign the RSO Payment
Request Form and submit it (with the RSO President or Treasurer’s signature) to
Student Involvement along with the original, itemized receipt and (if applicable)
proof of payment within 45 days of the purchase date. Acceptable proof of
payment includes: a copy of the cashed check (both the front and back sides of
the cashed check) or a bank or credit card statement showing the transaction. If
the purchase is paid with cash, then no proof of payment is required. A credit
card slip is NOT an itemized receipt.
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Reimbursements normally take up to thirty (30) days to process. The payee will
be reimbursed via a check sent to the address that he/she listed on the RSO
Payment Request Form.
6) Paying Conference Registration or National Dues: To pay conference
registration fees or dues to a national organization, e-mail to sibudget@gmu.edu
an RSO Payment Request Form, an invoice or other documentation showing the
amount due, and a list of students for whom the conference registration or dues
are being paid. Requests to pay registration fees should be submitted at least
thirty (30) days before the payment is due to the conference. You must have selfgenerated revenue (SGR) for national dues payments. The Student Funding
Board does not award funding for dues payments.
7) Honorarium Payment: An honorarium is a one-time payment for a special,
non-recurring activity or event for which a fee is not legally or traditionally
required. There are two types of honoraria: (1) a Traditional Honorarium, which
is typically paid to persons of scholarly or professional standing with the intent of
showing good will and appreciation for a speech given (i.e., a public address,
oration, or other forms of oral presentation and includes participation in a panel,
seminar or debate); and, (2) an Operational Honorarium, which is typically paid
to an individual with the intent of showing appreciation for participation in
university education, research or public service activities (e.g., a volunteer judge).
There is no contract, and the amount is not set or arranged by the recipient and
cannot exceed $1,999. Honorariums can be paid only to individuals, not to
businesses or non-profit organizations. Honorariums cannot be paid to GMU
faculty, staff or students (including part-time employees or even recent
employees).
Please note than an honorarium may include an amount to help defray the cost of
the recipient’s travel expenses. For example, you may pay a speaker a $400
honorarium, which includes $200 for a presentation and $200 for travel expenses.
Presenters should arrange and pay for their own transportation; students should
never pay out-of-pocket for a presenter’s travel expenses.
To pay an honorarium, e-mail to sibudget@gmu.edu an RSO Payment Request Form,
a Virginia Substitute W-9 form from the presenter, an Independent Contractor Form, a
Volunteer/No Pay Agreement, and a flyer or newsletter advertising the presentation.

CATERING AND FOOD ORDERS
1) Sodexo (On-Campus Caterer): The easiest way to purchase food for your
events is to order from the on-campus caterer, Special Occasions Catering, also
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known as Sodexo. Sodexo offers two types of catering: regular and Shoestring
Menu orders.
a) For regular catering orders (including Flavours Catering, Wellness Menu, and
Community Catering), Sodexo will deliver the food to your event, set up, and clean
up afterward. For regular catering, you must place your order on-line at
https://masoncatering.catertrax.com/.
During the checkout process:
1) In the Customer Information section, list Student Involvement as the
Department/University Group and the university’s address (4400 University Drive,
Fairfax, VA 22030) as the Billing Address.
2) Select State Account as the Payment Method.
3) List your organization code (six-digit account number starting with 61xxxx) as
the State Account Number. (The website requires that you list the number as 61xxxx.)
4) Select Student Club Function as the Purpose of Event.
5) Fill in the Name of the Event and Event Description.
6) List sibudget@gmu.edu as the Other Approver.
If when you enter in the catering order, your RSO has not already secured
funding to pay for it, you must list the following in the Special Instructions
box: TENTATIVE ORDER: Funding source is still being finalized.
After your RSO has secured funding (either SFB or SGR), you will need to
contact the Catering office at (703) 993-3302 or catering@gmu.edu at least
five full business days before your event to confirm catering services.
Catering orders, which are submitted or approved with less than five full
business days prior notice, may not be processed or may incur a late fee.
b) Sodexo’s Shoestring Menu order is less expensive, because you supply the
labor. You must pick up your order at the Catering office, set up your
event, and return the serving utensils to the Catering office afterward.
To place a Shoestring Menu order, complete the Shoestring Catering Order
Form, a copy of which can be obtained by e-mailing sibudget@gmu.edu.
Submit the form to Student Involvement at least two (2) weeks before
your event. We will approve your order and send it to the Catering office
on your behalf.
For both regular and Shoestring Menu catering orders, Sodexo will automatically
charge your RSO account.
2) Approved Off-Campus Caterers: If you prefer to use a caterer other than
Sodexo, you must use one of the GMU approved caterers listed on the following
webpage: http://shopmason.gmu.edu/catering/list/.
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When using a GMU approved caterer, you have two options for paying.
a) If the catering is less than $2000, a member of your RSO can pay for the
food out-of-pocket and then seek reimbursement afterwards by filling out
and submitting the RSO Payment Request Form, an itemized receipt or
invoice, and proof of payment. (Tips are only reimbursable up to 15% of
the total cost.)
b) A Purchase Order (PO) can be requested. To request a PO, e-mail to
sibudget@gmu.edu an estimate or an invoice for the order and a Purchase
Order Request Form. If the catering order is $2000 or more or exceeds the
individual meal per diem rates (i.e., $10 breakfast, $15 lunch, and $25
dinner), you must also submit the Food & Beverages Authorization Form.
Once a purchase order has been issued, you cannot revise the amount;
therefore, please remember to include the cost of tip (no more than 15%
of the total cost) when submitting the Purchase Order Request Form. Within
one week of the event, e-mail the itemized invoice to sibudget@gmu.edu
or submit the original itemized receipt to the Student Involvement office.
NOTE: Not all GMU approved caterers will accept a PO. When dealing with
those vendors, you will have to pay out-of-pocket (no more than $2000) and then
seek reimbursement afterwards. With the exception of orders placed with Sodexo,
a Food & Beverages Authorization Form is required for catering orders that are $2000
or more and/or exceed the individual meal per diem rates (i.e., $10 breakfast, $15
lunch, and $25 dinner).

PURCHASING RESTRICTIONS
State regulations prohibit the purchase of gifts, gift cards, alcohol, or any items that could
be considered personal such as filing cabinets, crowns/tiaras, ink, software, etc. RSOs may
not use SGR or SFB for such purchases.
State law prohibits the donation of money from RSO accounts. If you are raising money
to donate to a charity or a non-profit organization, have the participants make their
donations payable directly to the charity or non-profit by check or on-line. If an RSO
deposits donation money into its RSO account, it will not be able to send it to the charity
or non-profit organization.

PURCHASING T-SHIRTS
Student organizations may buy t-shirts (from an approved university vendor) with money
they have raised (SGR). No SFB funding will be awarded for the purchase of t-shirts,
pens, cups, wristbands, etc.
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There are two processes for paying for t-shirts and similar items. (1) You may request that
the university issue payment directly to the vendor by submitting a Purchase Order Request
Form and the vendor invoice. Otherwise, (2) a member of your RSO can pay for the tshirts out-of-pocket and seek reimbursement afterwards by submitting a RSO Payment
Request Form, itemized invoice/receipt, and proof of payment.
NOTE: T-shirts must be purchased from an approved university vendor. A list of
approved t-shirt vendors can be found in Appendix C. If any Mason logos will appear on
the shirts or other items, you must purchase them from an approved GMU logo vendor.
More information about GMU trademarks and a list of approved vendors can be found at
http://trademarks.gmu.edu/about/. If you plan to sell the t-shirts or other items with a
Mason logo on them, you will be charged a 20% royalty fee for your order. If you do not
plan to sell the t-shirts or other items, let the vendor know this when you place the order
so that you are not charged the royalty fee. Finally, the use of the Mason Athletics logo is
restricted to athletics-related materials.

VIRGINIA SALES TAX EXEMPTION
Because GMU is a state agency, it and the RSOs, which are considered part of the
university, are exempt from paying most Virginia sales taxes. Virginia sales tax on
goods/services, food, beverage or related catering services should never be paid and is not
a reimbursable expense. (This does not apply to lodging, gas or car rentals.) RSOs are
responsible for informing suppliers of their tax-exempt status when making a purchase.
Furthermore, RSOs purchasing goods or receiving services should supply vendors with a
copy of the Sales and Use Tax Certificate of Exemption form. To obtain a copy of this
form, please e-mail sibudget@gmu.edu.

RECORDKEEPING
All financial records, such as cash receipts and deposit logs, must be maintained for at
least three (3) fiscal years. Records should be passed from out-going officers to incoming
officers. RSOs should keep a copy of all documents submitted to Student Involvement so
that (in the event paperwork is lost) a copy is available for processing.

FISCAL MANAGEMENT TRAINING
Regardless of which Tier (1, 2, or 3) a RSO falls within, each RSO President and Treasurer
must complete the Fiscal Management 1.5 training each academic year.
Fiscal Management 3.0 training (the Travel Procedures presentation) is no longer required;
however, we highly recommend that any student traveler (from a Tier 2 or 3 RSO), who
plans to use university funds to reimburse his/her travel expenses, review the presentation
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before the departure date since no exceptions to the university’s travel policy or
procedures will be given. All university travelers must abide by the university’s travel
policy and procedures; not doing so risks not being reimbursed.

FORMS AND RESOURCES
All of the forms mentioned in this handbook can be found on the Student Involvement
Fiscal Management Resources webpage located at: https://si.gmu.edu/forms-andresources/.
For questions about fiscal procedures, please e-mail to sibudget@gmu.edu. For questions
about funding from the Student Funding Board, please e-mail sfb@gmu.edu.
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APPENDIX A

Student Organization Name
George Mason University
4400 University Drive, MSN 2D6
Fairfax, VA 22030
Company Name
Contact Person Name
Street Address
City, State ZIP
Mr. /Mrs./Ms. ____________:
We would like to thank [COMPANY NAME] for the generous donation of [AMOUNT] to [RSO
NAME]. We appreciate the support of [COMPANY NAME]. The funds will be used to [PROVIDE
SPECIFIC DETAILS, SUCH AS: ASSIST STUDENTS TO ATTEND PROFESSIONAL SEMINARS AND
CONFERENCES; SUPPORT OUR ORGANIZATION’S DEVELOPMENT; FUND WORKSHOPS; ENABLE
COMMUNITY OUTREACH ACTIVITIES]. Thank you again for your support.
Respectfully,
Name of RSO Leader
Name of Organization
George Mason University
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APPENDIX B
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APPENDIX C
University T-Shirt Vendors
CCI Screenprinting, Inc.
5601 Sandy Lewis Drive
Fairfax, VA 22032
(703) 978-0506

Fresh Printz, LLC
19248 Walnut Hills Road
Jeffersonton, VA 22724
(540) 937-3017

Reston Shirt and Graphic Co.
341 Victory Drive
Herndon, VA 20170
(703) 318-8871

TK Promotions, Inc.
9609 Gayton Road
Richmond, VA 23238
(804) 740-8800

Simar Enterprises, Inc.
405 Center Street
Lexington, VA 24450
(540) 463-6721

Club Colors
420 East State Parkway
Schaumburg, IL 60173
(800) 249-2582

4imprint, Inc.
101 Commerce Street
Oshkosh, WI 54901
(920) 236-7272

Sundog Productions
3850 Jermantown Rd.
Fairfax, VA 22030
(703) 978-0041
King Screen
1627 Shenandoah Ave.
Roanoke, VA 24017
(540) 904-5864
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