SBA Funding & Reimbursement Guidelines

WHERE TO FIND THE FORMS:

· Funding and Reimbursement forms are outside of the SBA Office and online at www.wmsba.com. They should be returned to the SBA Treasurer’s hanging file.

· Please direct all requests to the SBA Treasurer Patricia Kim (jpkim01@email.wm.edu). She is your liaison to the Dean, the Accounting Office, and most importantly, your funds.

REIMBURSEMENT TIMELINE (NO EXCEPTIONS):

· All requests must be received within 30 days of the date on the receipt. Reimbursement requests received after 30 days may be subject to processing delays.

· In order to receive funding prior to an event, submit all forms to the SBA Treasurer 15 days prior to the event.  Any requests submitted after this deadline will not be reimbursed until at least three weeks after the event.

RECEIPTS:

· SBA will not disperse funds without receipts. State regulations prohibit prepay.

· Receipts must be attached to your Funding and Reimbursement forms.

· Receipts must be itemized with a list of the individual items purchased.

· Receipts must link the purchase to the individual requesting the reimbursement.

CREDIT CARD INFORMATION:

· If a receipt does not have your name or signature on it but does have the last four digits of your credit card, please make a photocopy of the credit card used and black out all but the last four digits of the credit card number.

EMERGENCY FUNDING:

· Please see the SBA Treasurer if you must expedite the process.

· Financial decisions are not made at the discretion of the SBA because there are state rules and regulations that must be followed that make emergency funding unlikely.

Alcohol, gift certificates and cards, and meals on trips (e.g. for a competition weekend) CANNOT be reimbursed from state funds.  These items must be on separate receipts in order to be reimbursed from other accounts.

All funding requests must have a budget.  Most activities are known in advance and prior budgeting facilitates the allocation of funds throughout the year.  Failure to submit a budget will make it less likely that expenses will be paid on top of the budget apportioned to your organization at the start of the year.  In this scenario, all additional funds will have to come out of the pockets of the particular organization(s).

SBA Funding & Reimbursement Form

Please attach original receipts that include:

· Itemized list of what was purchased

· Your name and signature 

· Attach a photocopy of the credit card and black out all but the last four digits of the number.  We must be able to link the receipt to you.

Please return this form and receipts to your SBA Treasurer.

	Name:
	

	Address:
	

	Student ID #:
	

	Email:
	

	Submitted On:
	

	Organization:
	

	Event:
	

	Date of Event:
	

	Purpose: 
	

	Details that may help the decision:
	

	Name, signature, and title of authorizing financial officer:
	You cannot authorize your own request.  The form will be returned to your hanging file if you sign off for yourself.  



TOTAL AMOUNT REQUESTED: 

	SBA Treasurer

Signature
	


(Office Use Only)
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