SOF PROGRAMMING REQUEST: COMPANION
CHECKLISTS

Student Organization Fund (SOF) | 2026-2027

University of Memphis, Student Government Association / Student Engagement

These checklists are companion tools to the SOF Programming Request Process Map, Procedures and Protocols.
They summarize that document. Where a conflict exists, the Process Map governs.

Checklist 1 is for the SGA Finance Committee. Checklist 2 is for RSO officers. Checklist 3 is for RSO advisors. Officers
should start at Checklist 2.

CHECKLIST 1: SGA FINANCE COMMITTEE

Use when reviewing a Budget Request in Step 2.

A. Gate Checks: Complete Before Substantive Review

If any item below fails, the request stops here.

Organization is an active Registered Student Organization in good standing

Organization completed SGA financial training for the current academic year
Request was submitted by an RSO officer with authorized TigerZone access

Request was NOT submitted by a faculty or staff advisor. Advisor submission is an automatic denial.

oo

Correct tier identified:
Tier One, $1 to $2,499: submitted at least 14 calendar days before the event
Tier Two, $2,500 to $7,500: submitted at least 30 calendar days before the event
[] Itemized budget attached for any request over $1,000
[] Funds remain in the 2026-2027 allocation

B. Eligibility Screen: SAFA Funding Limitations

Confirm the request is student driven and broadly accessible.

Not connected to an academic program or the operation of an academic program
Event is open to and advertised for all University of Memphis students

Not a guest lecture or in residency restricted to a limited audience

No salaries or stipends for students receiving academic credit for participation
Not a faculty led program closed to the general student body

Not a department or program using an RSO as a front for its own programming
Not hosted on behalf of an academic department

Majority of participants are University of Memphis students

Requesting organization is a student organization, not a non-student entity

Oooodoooon

Any keynote speaker, guest performer, or contracted presenter is being secured consistent with University
contracting, procurement, and payment policy
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C. Hearing Requirements

[] Tier Two: hearing held before any decision is issued

[] Tier One: no hearing required by default

[] If either the RSO or the Committee requested an optional hearing, it was scheduled and held

[] Organization attended any required hearing. Failure to attend a required hearing disqualifies the request.
D. Issuing the Decision

Decision recorded as Approve, Deny, or Return

If Deny: written rationale documented

If Return: specific additional information identified for the RSO

Award applied first come, first served against the remaining allocation
Remaining allocation balance updated

Oooodn

Decision Record completed and attached to the request in TigerZone
E. After Approval

[ Request routed to the Administrative Associate | for Step 3 compliance review

[] Committee understands the Administrative Associate | holds standing authority to return an approved request
found non-compliant with University financial policy
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CHECKLIST 2: RSO OFFICERS

Part A: before you submit. Part B: after your event.

PART A: BEFORE SUBMITTING A FUNDING REQUEST

A1l. Confirm Your Organization Is Eligible

[] Organization is registered and active for the current academic year
] SGA financial training complete for the current academic year

SLI RSO training does NOT satisfy this requirement. They are separate trainings.

Law school RSOs: your Law School registration does NOT satisfy this requirement either.
[] The person submitting is an officer with authorized TigerZone access

[] Your advisor is not submitting on your behalf. This is an automatic denial.

A2. Confirm You Are Using the Right Process

Is your event in the UC or Rose Theater? Tech, AV, security, staffing, and room setup are covered by the CES
Partnership. No funding request is needed for those services.

0 O

Is this travel? Use the separate SGA Travel Funding process, not this one. Travel is submitted by the individual
traveler from their own TigerZone profile, not from the organization page.

[] Everything else, programming, printing, signage, operational needs: SOF Programming Request
A3. Confirm Your Request Is Fundable

Event is student driven and open to all UofM students

Event is advertised to all UofM students

Not tied to an academic program, course credit, or an academic department
No stipends or salaries for students receiving academic credit

Majority of participants will be UofM students

Oooood

If booking a speaker, performer, or presenter: contracting and payment arranged through University policy before
any commitment is made. An engagement arranged outside University policy will not be reimbursed, even if your
budget was approved.

A4. Know Your Tier and Deadline

Tier One, $1 to $2,499: submit at least 14 calendar days before the event
Tier Two, $2,500 to $7,500: submit at least 30 calendar days before the event
Itemized budget prepared if the request exceeds $1,000

oo

Submitting as early as possible, since funding is first come, first served until the allocation is exhausted

A5. Submit

[] In TigerZone, go to your organization, then Organization Tools, then Finance
[] Select CREATE REQUEST, then Create Budget Request

Create Budget Request is correct even though the process is called something else. The other two options open retired
forms.

[] Select the process: SOF Programming Request 2026-2027
] complete all fields: event and purpose description, itemized budget, vendor information
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Submit. The request routes automatically to the SGA Finance Committee.

N

If a hearing is required for Tier Two, or requested for Tier One, attend as scheduled. Missing a required hearing
disqualifies the request.

O]

Wait for approval before spending. Approval is not guaranteed.
PART B: AFTER YOUR EVENT, RECONCILIATION

B1. The Deadline

[] All post-event documentation submitted within 14 calendar days of the event or purchase date
[] Late submissions are denied and funds are not disbursed, except in documented extenuating circumstances
B2. Submit the Purchase and Funding Request

Same path as before: Organization Tools, then Finance, then CREATE REQUEST, then Create Budget Request

N

This time select the process: SOF Purchase / Funding Request 2026-2027

Steps 1 through 5 are identical to the request you already submitted. Only the process you select is different. If you find
yourself entering estimates again, you picked the wrong one.

Enter your Approved Budget Request Number from the original request

Enter actual expenses as line items, not the approved estimates

Attach the itemized receipt or invoice to each budget line item

Attach the event advertisement or meeting agenda under Event Documentation

ooood

Student officers: self-submit your own portion directly in Oracle. This is not done on your behalf.
B3. Receipt Standards: Check Every Receipt

Shows business name and date of purchase

Itemized: specific items, quantities, and prices

Shows payment method, cash, check, or last four digits of the card

Shows the transaction was completed

Full document or full page photo. No screenshots, no cropped images.

Paid with actual money. Purchases made with points or rewards cannot be reimbursed.

If submitting a bank statement, it is paired with a receipt showing what was purchased, with unrelated personal
information redacted

Food or catering: itemized receipt or invoice attached. Per diem does not apply to programming expenses.
Food purchases: RSO Food and Meal Purchase Justification Form completed and attached
Food purchases: attendee list provided for meals only, not required for snacks or refreshments

Food purchases: tip does not exceed 20 percent. Anything above 20 percent is not reimbursed and comes out of
the purchaser's pocket.

O OO00d odooood

Reimbursement is going to the person who actually paid. If someone else paid, additional steps are required.
B4. Paying a Vendor Directly

[] Vendor provided an itemized INVOICE. Accounts Payable will not accept a standard receipt for direct vendor
payment.
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CHECKLIST 3: RSO ADVISORS

Your role in the funding process, and its limits.

A. What Advisors DO

Ensure you are listed in the Advisor and Admin section of your organization's TigerZone registration
Review and approve or deny event details in TigerZone for compliance and appropriateness
This is a separate review, completed before any funding review occurs.
Help officers confirm eligibility before they submit. See Checklist 2 above.
Remind officers of submission deadlines: 14 days for Tier One, 30 days for Tier Two
Remind officers of the 14 day post-event reconciliation deadline
Encourage officers to review receipts against the receipt standards before submitting

ooood oo

Direct officers to complete SGA financial training, since funding requests will not be accepted without it
B. What Advisors DO NOT Do

[[] Do NOT submit funding or reimbursement requests on behalf of the organization

Under no circumstances will a request submitted by a faculty or staff advisor be reviewed. Submission by an advisor is an
automatic denial.

[C] Do NOT pay for student organization events out of personal funds under any circumstance
C. Questions Worth Asking Your Officers

» Have you completed SGA financial training this academic year?

» Is your event open to and advertised for all UofM students?

* Is this event connected to an academic program or department in any way?

» Isyour event in the UC or Rose Theater? If so, CES may already cover what you are requesting.
» Are you booking a speaker or performer? Has contracting gone through University policy?

* What tier is this, and does your submission date meet the deadline?

* Who is submitting, and are they an officer with TigerZone access?

» After the event: do you know your 14 day reconciliation deadline?
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