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OVERVIEW

 Registered Student Organization (RSO) FUNDING
 Common Misconception
 Self-Generated Revenue (SGR) vs. Student Funding Board (SFB) Allocations
 SFB: Who Can Apply? What Does SFB Allocate Money Towards? SFB Application Types 

& Process

 Registered Student Organization (RSO) SPENDING
 Spending Basics: Authorized Users & RSO Org Code
 Spending Methods: On-Campus Charging, Purchase Order, Reimbursement, JV Transfer

 Registered Student Organization (RSO) CONTRACTS
 New Easier Contracts
 Student Services Entertainment & Event Agreement, Umbrella Insurance, Risk Chart
 Guest Lecturer Acknowledgement Agreement
 Certificate of Insurance
 Student Involvement’s Procedure for Contracts



RSO FUNDING
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Common Misconception

Complete 
Registration 
Process
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RSO Funding Sources
Self-Generated Revenue (SGR)
= money raised by RSOs 
through
 membership dues
 ticket revenue
 donations & sponsorships
 campus competitions
 fundraising

Restrictions: Money must be 
spent in adherence with 
Mason policies and 
procedures.

Student Funding Board (SFB)
= money allocated through
 SFB application process

Restrictions: Money must be 
spent in adherence with 
Mason and SFB policies and 
procedures.
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WHO CAN APPLY FOR SFB FUNDS?

Answer: Any Tier 1 or Tier 2 Registered Student Organization

Tier 2 Limits
 Can receive up to 

$6000 per academic 
year

 May apply for travel 
funding. Limit $1000 
per academic year, 
and $500 per 
individual

Tier 1 Limits
 Can receive up to 

$3000 per academic 
year

 Cannot request more 
than $1000 in a single 
application

 No travel funding
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WHAT DOES AND DOESN’T SFB FUND?

Not Funded
 Giveaways/Prizes
 Permanent Decorations
 Permanent Items (w/o on-campus 

storage site)
 Formals/Banquets (closed or 

designed specifically for the group 
applying)

 National Dues
 Insurance
 On-Campus Student & Staff 

Parking
 Events that are 

not free and open to all students 
(not including travel)

 Charity Events & Fundraisers
 Recurring Events (multiple events of 

the same title and/or purpose)

Funded
 Event Supplies (including non-

permanent decorations & utensils)
 Catering & Food (w/i per diem 

limits)
 Performer Fees
 Vendor fees
 Honorariums ($500 or less)
 Travel – hotels & flights (Tier 2 only)
 Conference/Competition Fees
 Marketing & Print Materials 

(including flyers, social media ads, 
publications, etc.)

 Event Services
 Police Services
 Parking for Guests
 Space Rental
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SFB APPLICATION TYPES

Large Event > $6000
 Applicants must present 

their event to the board 
based on the following 
dates:
o Events occurring February 

2nd -- April 10th 
Presentation Date: Saturday, 
November 30th

 All applications are due 
one calendar week 
before the presentation 
date.

Collaboration < $6000
 All applications are due 

at least 45 days before 
event or program.

Single RSO < $6000
 All applications are due 

at least 45 days before 
event or program.
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SFB APPLICATION PROCESS

 Within one week of an application’s submission, the Student 
Funding Board (SFB) will review the funding request and 
notify (via e-mail) the RSO that it has been either:
o Full Allocated – All requested funds have been allocated.
o Partial Allocated – Only portions of the requested funds have been 

allocated.
o Denied – No funding has been allocated.

 If SFB partially allocates or denies a funding request, it will 
provide specific details as to why the funding was reduced or 
denied.

 If your RSO wants to appeal the decision, it must do so by 
replying to the original SFB notification e-mail within 5 
business days.
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https://si.gmu.edu/sfb/



RSO SPENDING
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SPENDING BASICS

 RSO president & treasurer = only authorized spenders

 Six-digit organization code (61xxxx) used to spend both SFB 
and SGR.

 Spending methods include:
o On-Campus Charging
o Purchase Order (PO)
o Reimbursement
o Journal Voucher (JV) Transfer
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ON-CAMPUS CHARGING

 Provide your organization code to certain on-campus offices 
to “charge” goods and services directly to your RSO account.
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PURCHASE ORDER (PO)

 Pay an off-campus vendor for a good or service.
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REIMBURSEMENT

 Repay an RSO member for an out-of-pocket expense.
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JOURNAL VOUCHER (JV) TRANSFER

 Move money between university accounts.

George Mason University
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RSO BUDGET
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RSO Self-Service Center:
https://si.gmu.edu/rso-self-service-center/

RSO Forms & Resources:
https://si.gmu.edu/forms-and-resources/



RSO CONTRACTS
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NEW EASIER CONTRACTS

There are now only 2 contracts for RSOs to use.

Student Services 
Entertainment & Event 
Agreement 
 Use when bringing a non-

Mason individual or 
company onto campus to 
provide a service (such as a 
DJ, workshop facilitator, or 
performer), for which they 
charge a fee

Guest Lecturer 
Acknowledgement 
Agreement
 Use when bringing a non-

Mason individual onto 
campus to give a 
presentation or speech

 No payment is issued
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STUDENT SERVICES ENTERTAINMENT & EVENT 
AGREEMENT 

STEP 1

1. Name of artist or company
2. Type of organization (LLC, Non-profit, 

Independent contractor, etc.)
3. State their company is organized in

STEP 2 MAKE SURE THE 
VENDORS/PERFORMERS    
HAVE $1,000,000 PER 
OCCURANCE AND $2,000,000 
AGGREGATE LIABILITY.STEP 3

1. Determine if any of these scenarios apply 
to your event

2. If they do, check the box and then note 
that this is the additional insurance that 
you will need.

3. WHAT WILL BE REQUIRED TO HAVE “g”, 
EXTRA UMBRELLA $1,000,000 
INSURANCE?
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HOW DO I KNOW IF THEY NEED UMBRELLA 
INSURANCE?
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RISK CHART

Local DJ's (Not Entertainers)
Rummage sales/Swap meets

Note - The above list provides a sampling of activities and where there risk may be categorized. This is by no means all inclusive of the events and activities that take place at George Mason University. Please contact The Office of Risk Management if you are unsure about the 
risk category for your event.

Bicycle rallies ( excluding races)

Events with animals

5K Runs/Walks (excluding color runs)
Student DJ's (no equipment)

Speakers/Lecturers/Emcees/hosts

Dance classes/Lessons

Any events created for minors; Events where minors will be in our care, custody, and/or control; Events that include minors as performers/vendors 
Singers/Musicians/Comedians (stand alone)
Parades (no floats or mechanicals)

Events with fireworks

Stylists/Decorators/Photographers

ALL food/beverage vendors (excluding Sodexho or a university registered caterer, as they have a separate contract)

Tents (erected by a vendor or requiring a temporary structure permit)

High impact sporting activities (football, rock climbing). Sporting activities with potential for loss of life (skydiving, scuba diving, etc.,)

Events with amusements and/or inflatables
Events with rental equipment

Nationally known DJ (Entertainers)

Low impact exercise/Sporting activities (yoga classes, tennis, 
dodgeball,  basketball, golf etc.)

Food trucks/Vendors

Classroom-based activities (meetings, conferences, non-
interactive presentations, etc.)

Information booth displays
Computer gaming 
Face Painting/Balloon Artists/Photo booths

Fashion show/Clothing events
Conventions/Job Fairs (without food)

Activities Risk Chart for University Life Events
Low Risk (No UMBRELLA required) Medium Risk (no UMBRELLA required) High Risk (UMBRELLA Required)

Risk of the activity or event are generally accepted by all 
participants and/or have no special risk

Moderate risk activity/events that involves some risk, but 
risk is within reasonable limits. 

Event can involve frequent and possible severe injuries and/or property damage.

Film productions

Events involving alcoholic beverages

Parades (with floats and mechanicals)

LOW RISK = 
NO UMBRELLA

MEDIUM RISK = 
NO UMBRELLA

HIGH RISK = 
UMBRELLA REQUIRED
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STUDENT SERVICES ENTERTAINMENT & EVENT 
AGREEMENT 

Vendor/Performer 
Signature
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STUDENT SERVICES ENTERTAINMENT & EVENT 
AGREEMENT 
STEP 3 – COMPLETE ATTACHMENT A 

1. ENTER PERFORMER NAME 2.  ENTER DESCRIPTION OF SERVICES OR EVENT

3. ENTER DATE OF EVENT,  ARRIVAL TIME, SOUND CHECK 
TIME, SCHEDULED SHOW TIME

4.  ENTER LOCATION, NUMBER AND LENGTH OF BREAKS AND 
LENGTH OF SHOW OR SET

5.  ENTER EXACT AMOUNT OF PAYMENT IN NUMBERS THEN 
WRITTEN OUT

6.  ENTER WHO TO MAKE THE CHECK PAYABLE TO AND THEIR 
MAILING ADDRESS



G E O R G E  M A S O N  U N I V E R S I T Y

GUEST LECTURER ACKNOWLEDGEMENT 
AGREEMENT

 THIS ONLY REQUIRES A 
SIGNATURE OF THE GUEST 
LECTURER. 

 THEY DO NOT REQUIRE A 
CERTIFICATE OF 
INSURANCE.

 THIS GETS TURNED IN THE 
SAME WAY AS THE 
ENTERTAINMENT AND 
EVENT AGREEMENT SO IT 
CAN BE UPLOADED INTO 
THE SAME SYSTEM.
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SO ABOUT THAT INSURANCE THING…
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CERTIFICATE OF INSURANCE (COI)

ALL ARTISTS AND COMPANIES YOU PAY NEED TO GIVE YOU A 
COI

NAME OF WHO IS 
INSURED

DATE IS CURRENT

DATE POLICY IS IN 
EFFECT

PER OCCURRENCE 
NEEDS TO BE AT 

LEAST $1,000,000

GENERAL AGGREGATE 
NEEDS TO BE AT 

LEAST $2,000,000

IF UMBRELLA IS 
NEEDED, IT NEEDS TO 

BE AT LEAST $1,000,000

THEY MUST LIST GEORGE MASON 
UNIVERSITY HERE AS THE CERTIFICATE 

HOLDER

THEY MUST NOTE THAT GEORGE MASON 
UNIVERSITY IS AN ADDITIONAL INSURED

MUST BE CHECKED IF 
UMBRELLA IS NEEDED
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NOW I GET IT!!! BUT CAN YOU RECAP PLEASE???
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RECAP

Student Services 
Entertainment & Event 
Agreement 
 Complete the top of the first 

page.
 Determine if the vendor needs 

additional insurance.
 Complete Attachment A.
 Have the Agreement signed by 

the artist or company.
 Get a copy of the COI that meets 

ALL REQUIREMENTS.
 Turn in the Agreement.

Guest Lecturer 
Acknowledgement 
Agreement
 Either contact the RSO Lead Team 

to have a copy of this Agreement 
sent to you or download it from 
our website. 

 Have the guest, who is not 
receiving compensation for their 
lecture, sign the agreement.

 Send a wet-signed copy at least 2 
days before the event along with 
the following information: day of 
event, RSO, title of event, and 
place of event.
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RIGHT NOW! THERE IS NO INTERACTIVE COPY.

 Until we do, here is what you need to do:
o Contact the RSO lead Team (8 student staff, Chalon - the GA, and the 

Assistant Director - Aya) via e-mail or set up a meeting.
o Give them the information as seen on page 1 and 6 of the Student 

Services Entertainment and Event Agreement. YOU WILL BE SENT THE 
QUESTIONS AND THE SAMPLE COI WITH INSTRUCTIONS. 

o Ask the artist or company for their Certificate of Insurance (COI).
o Remember that the COI needs to be issued to George Mason 

University, AND George Mason University needs to be named as an 
additional insured and the dates on the COI must reflect the event 
date.

o Have the vendor complete a Virginia Substitute W-9 form.



G E O R G E  M A S O N  U N I V E R S I T Y

RIGHT NOW! THERE IS NO INTERACTIVE COPY.

o The RSO Lead Team fills out the contract for the RSO, saves it as a PDF, 
then sends it to the RSO to have the vendor wet-sign the form and 
send it back digitally (no pictures with phone).

o Send the wet-signed contract and the appropriate COI to AD, GA, or 
Lead Team Member you worked with.

o Aya is given the final PDF files and she uploads to Dynamic forms for 
Mason Authorized Signatures. (Needs to be 15 business days before 
the event in case of edits/changes needed.)
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IN THE MEANWHILE …

 At the same time that your RSO is working on getting the 
Agreement approved, please start the purchase order process 
by e-mailing a copy of the vendor-signed Agreement to 
sibudget@gmu.edu along with the following documents at 
least 5 full business days prior to the event:
o a copy of the vendor’s Certificate of Insurance
o Purchase Order (PO) Request Form
o Independent Contractor Evaluation Form
o Virginia Substitute W-9 Form



Resources
RSO Self-Service Center:
https://si.gmu.edu/rso-self-service-center/
 Answers to many RSO questions, including funding, 

spending, room reservations, advertising, cash handling, 
etc.

E-mail Addresses:
sibudget@gmu.edu  RSO spending and budget questions
sfb@gmu.edu  SFB funding requests / allocations
rso@gmu.edu  RSO registration, advisement and assistance


