
2024-2025 Budget Training



Student Organization 
Update Form

 Clubs and organizations must submit 
their 2024 student organization update 
form on or by September 6 at noon. 
Must update 
advisor/president/treasurer. EVERY 
ORGANIZATION MUST DO THIS.

 This information will be used to 
communicate student organization 
budgets, upcoming events and 
opportunities for organizations

 Form is found online: 
https://www.methodist.edu/life-at-
mu/get-involved/organizations/

https://www.methodist.edu/life-at-mu/get-involved/organizations/
https://www.methodist.edu/life-at-mu/get-involved/organizations/


Finance and 
Banking Policy

 This is an updated policy, 
so ALL advisors, presidents, 
and treasurers MUST sign 
this form to have access to 
their account.

Outlines the responsibility of 
the advisors and students 
when purchasing.

 Due on or by Friday, 
September 6 at noon.



Fundraisers
 Venmo can be used for organizations and will 

be deposited into the agency account. 
Failure to include information such as AG 
number will result in the potential loss of funds. 

 @MU_Clubs- Business account, not personal

 MUST HAVE ALL INFORMATION IN THE 
DESCRIPTION

 FUNDRAISER NAME

 ORGANIZATION NAME

 AGENCY ACCOUNT #

 ITEM DONATED OR BOUGHT



Restricted 
Fundraisers

 Raffles

 GoFundMe pages

 Door-to-door fundraising on Methodist 
University residence halls or owned, operated 
and controlled property

 Fundraising for any candidate for political 
office

 Sale or distribution of items that violate the 
University Identity Standards Manual

 Solicitations of faculty, staff, students, and the 
community are not permitted without prior 
permission.



North 
Carolina 
Sales tax

The state of North Carolina requires that sales tax be 
collected on the following
 Sales tax rate – 7% (4.75% state, 2.25% Cumberland 

County)
 Tangible items sold (t-shirts, bracelets, hats, etc)
 Admission fees to on-campus events (pageants, 

concerts, live events)
 Sales tax rate – 8% (breakdown is same as above, 

additional 1% goes to Cumberland Co)
 Prepared food items (bake sale, cookout items, 

etc.)
General information

 Patrons must be informed that sales tax is being 
charged (can be as simple as a sign on the table)

 Monies collected for items sold and sales tax 
collected must be deposited at the MU Office of 
Student Accounts as soon as possible

 Complete the Sales tax calculation worksheet and 
submit a copy of the completed form to Accounting 
along with a copy of the deposit receipt received 
from Office of Student Accounts staff within 5 days 
of the conclusion of the event

 MU Accounting Office will calculate (from the form 
submitted) the amount of sales tax due to NCDOR 
and remit it to the state



Tax form needs to be 
completed after the 
sale/event
Found on the MU website 
under Student 
Organizations.
Fill in the highlighted 
information and the form will 
generate how much is 
needed to deposit to 
Student Accounts.



Disbursement 
Request - Agency 
Accounts

Advisors can submit their requests via 
the Purchase Request Form via 
SmartSheet (instead of entering a 
requisition).  
Once the request is received by 
Procurement, it will be reviewed, and 
then Procurement enters a requisition in 
Jenzabar. 
From there, Jenzabar will notify you 
when the requisition is entered, requires 
approval, has been approved, and/or 
requires receiving.  
Payment will happen via Accounts 
Payable, or the corporate card or 
travel card will be setup as requested. 
Or you may continue to submit 
requests via a Requisition if you already 
have permissions to do so.

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapp.smartsheet.com%2Fb%2Fform%2F8ec1c49bf6ff433eb40745f55c3bc2b0&data=05%7C02%7Camagras%40methodist.edu%7Ca854497af4fc4baf248508dcb61c5358%7C8b060f29a8874768ab6798eb9937fb04%7C1%7C0%7C638585479987455493%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=d8bBjCrFgwECwxr4L52xCeDEkr3Cakjvttu2XOxQGi8%3D&reserved=0


University Credit 
Cards

Advisors may request a University Corporate 
Card for students to use for one-time 
purchases.

Request the corporate card at least two weeks 
prior to the required purchase date.  All 
requests will be documented with a quoted 
price of the requested items.
The Club President or Treasurer must sign for 
the card.
Students are not allowed to purchase over 
$500 with a MU Corporate Card.

Faculty Advisors must approve the use of the 
corporate card in MU Portal.



Documentation
Once purchases for the club are complete, 
the person who signed out the card must 
turn the card into Procurement Services 
immediately.

Itemized receipts are required for all 
purchases showing the items purchased 
and the taxes paid.
Any unauthorized or unsubstantiated 
purchases will be charged to the club 
account and the club will no longer be 
allowed to use a MU corporate card for 
purchases.



SGA 
Funds vs. 

Non-
Grant 
Funds

 Agency account balances are made up of two 
balances

 SGA Funds
 Funds that are awarded to SOCs based on 

the Budget (Grants) that are submitted to 
SGA.

 Must be used in accordance with the Budget 
(Grant) award 

 Unused SGA funds are returned to the SGA.

 “Non-Grant Funds” (or “Fundraising”) funds
 Dues collected, donations made, etc.

 Plus, any fund-raising funds that have been 
deposited to the account

 Any expenditures that are 
allocated/charged to the account that can 
not be applied to an SGA grant



General Ledger coding 
for disbursement requests

SGA Grant Funds
For purchases that will be 

made with SGA grant funds, 
the general ledger coding will 

be 
0080-00-0000-2700-2701-

AG#### 

Non-Grant/Fund Raised Funds
For purchases that will be made with 
other/fund raised funds, the general 

ledger coding will be 
0080-00-0000-2700-2700-AG####

Two separate general ledger codes will be used to help clubs track their 
SGA grant fund and non-grant/fund raised fund balances. 

PLEASE USE THE APPROPRIATE CODING!



Budget Application and 
Other Forms

https://www.methodist.
edu/life-at-mu/get-
involved/organizations/

https://www.methodist.edu/life-at-mu/get-involved/organizations/
https://www.methodist.edu/life-at-mu/get-involved/organizations/
https://www.methodist.edu/life-at-mu/get-involved/organizations/


2024 Budget Process

1. Organization 
completes the budget 
found on the MU website

Organization submits 
their update form and 
finance form by the 30th. 

2. SGA discusses, votes, 
approves/disapproves 
items

Emails the Notification of Budget 
Award to the club/organization 
advisor, treasurer, and accounting 
office.
Email will include a copy of the 
budget, the Notification of Budget 
Award sheet, and a copy of the 
policies and procedures.

3. Advisor emails 
REPLY ALL that they 
agree to follow 
policies and 
acceptance of the 
award

4. Accounting 
Office processes 
award notification 
and applies funds 
to the SOC’s 
Agency account

Accounting emails a 
copy of the Notification 
of Budget Award 
packet to SOC Advisor 
& Treasurer for 
confirmation that funds 
have been applied to 
AG account



SGA Reminders

• There has been an increase in student 
organizations which means an increase in 
requested funding

• SGA will not grant money for personalizes items 
(graduation stoles, honor society pins, honor 
society registration, dues, etc.)

• Events must be open to the entire campus to 
receive funding



Reallocation 
Form 
Use the money!

If there is still funds in the account 
at the end of the Fall semester, a 
reallocation form will need to be 
submitted to move the funds to 
spring purchases

Turn reallocation forms into the 
Campus Engagement Office



Things to 
know…

 Unused SGA funds will be returned at the 
end of each school year. All funds from 
last year have been returned.

 Funds must ONLY be spent on the items 
approved by the SGA Finance 
Committee.  The Treasurer and advisor 
will receive a copy of the approved 
grant when funding is allocated to their 
account.

 Any reallocation of funding MUST be 
voted on by the SGA.  

 If the account becomes overdrawn, 
arrangements must be made to bring 
the account current.

 It is crucial that SOC treasurers read over 
the “Banking/Finance for SOC 
Accounts” found on the website.  It 
answers any questions with regards to 
the disbursement of grant funding.



Due Dates

 Budgets- Friday, September 6 by 
noon

 SOC Update form- 
 Banking and Finances Form
Budgets will automatically be sent to 
the Treasurer and the Director upon 
completion.

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPb7mLHag8cCFQjOgAodqMIFQA&url=http://www.thetattoobank.com/gangster-monopoly-man-tattoo/&ei=poq6VfaQK4icgwSohZeABA&bvm=bv.99028883,d.cWw&psig=AFQjCNGStQ75exQphcDQNiGMaipLgy_3qw&ust=1438374914128985


Need additional support?
Aly Magras
Director of Campus Engagement 
amagras@methodist.edu     
910- 630-7022

Tucker Samuelian
SGA Treasurer
methodistsgatreasurer@gmail.com

Renee Wright
Staff Accountant
910-480-8490
Rewright@methodist.edu

mailto:amagras@methodist.edu
mailto:methodistsgatreasurer@gmail.com
mailto:Rewright@methodist.edu


Questions? 

Email 
methodistsgatreasurer@gmail.com

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCM3O0brUg8cCFUmGDQodOJ0Fgw&url=http://money.usnews.com/money/careers/articles/2013/10/23/the-best-questions-to-ask-during-a-job-interview&ei=b4S6VY3bNsmMNri6lpgI&bvm=bv.99028883,d.cWw&psig=AFQjCNHNxORKfwoJlOBrDh7lOAB_40nIaA&ust=1438373348528748
mailto:methodistsgatreasurer@gmail.com
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