


Acts as an intermediary between UNM accounting offices and student 
organizations. We work directly with GPSA to distribute allocated funds and ensure 
transactions are accounted for and authorized.

Processes necessary documents to make purchases or reimbursements. 

SGAO staff:  

Angela De Avila

Lucy Krall

New Accountant

Student Employees

Angela is the primary contact for PB Funded organizations, however, anyone in the 
office can assist you with your questions.

WE ARE HERE TO HELP YOU!!



•Only chartered student organizations are 
allowed to request and spend money 
allocated by GPSA.

•Must re-charter every year.

Get Chartered

•Two (2) officers must attend in order to 
access your PB allocated funds.

Attend SGAO 
Workshop 

(you are here!)

•Minimum of 3 signatures. 

•Advisor may be authorized but not 
required.

•Forms expire June 30th each year. 

Submit a Signature 
Authorization Form 



WHAT ARE PB FUNDS?

PB Funds = Pro-Rated Benefits 

Available each semester to every recognized departmental student 
association (RDSA).

Each RDSA must be chartered.

Each RDSA must renew qualification annually with GPSA.

Must be requested by the 8th Friday of each semester.

RDSAs requesting PB Funds are not eligible to participate in the 
GPSA budget process.

$9.50 per student is awarded based on the number of graduate 
students enrolled in your department as determined by enrollment 
report.



Per the Chartered Student Organization (CSO) Policy:

• Organizations receiving funding from the University must follow the fiscal policies 
and procedures of the University. In addition, organizations receiving ASUNM and / 
or GPSA funding must follow the fiscal guidelines developed by the Student 
Government Accounting Office.

• CSOs must deposit all funds received from any source in a University account.

• If your organization has an off-campus bank account and wishes to continue to 
receive funding from the university (ASUNM or GPSA), you will need to close the 
account immediately and provide proof of the closure and deposit any funds with 
the SGAO.



Send an email to: sgao@unm.edu with the following information:

•Email Subject:  Fall 2022 (or Spring 2023) PB Funds Request.

• Include:

•Organization name.

•Academic department represented.

•Contact information of person submitting the request.

•SGAO account number (670xxx).

•Estimated number of graduate students enrolled in your department .

Must send a separate request for the fall and spring semester. 

Fall 2022 PB Funds request MUST be submitted 
to SGAO by Friday, October 14, 2022.

Spring 2023 PB Funds request MUST be 
submitted to SGAO by Friday, March 10, 2023.



The School of Medicine is the RDSA and requests funds on 
behalf of all SOM student organizations.

SOM organizations will request funds directly from the 
Medical Student Association (MSA) president.

Must be requested each semester.

To request your portion of funds, please email the MSA President.



Per GPSA Bylaws, VIII Finance Code, Section 3. Pro-
Rated Benefits (PB) Fund:

 C. 2. At the end of the fiscal year, an RDSA may keep up to 100% of 
funds allocated during the academic year. 

 F. 1. Funds allocated by an RDSA directly to departmentally-associated 
student organizations will not revert at the end of the fiscal year. 



Signature Authorization Form

No spending WITHOUT this on file in the SGAO.

Internal Requisition (IR)
Required for every purchase, reimbursement or Transfer.



SIGNATURE AUTHORIZATION FORM 



INTERNAL REQUISITION FORM (IR)

• All events require a 

flyer.

• If under 21 

attendees, a list of 

attendees is 

required.

• Explanation/Purchase:

• 5 W’s

• Who, What, When, 

Where, & Why



You may 

request 

your 

balance 

sheet at 

any time.



An additional .5% charged to all expenses made from your SGAO account.

Charged monthly based on purchases.

This is automatically charged. 

Make sure you have enough in your self-generated balance to cover the 
surcharge if you spend from self-gen.



Cash and Checks 

• Membership dues 

• Bake sales

• Apparel sales 

• Fees

• Raffles 

The transfer of funds from another University department into your 

account is not considered self-generated funds and must be spent 

according to transfer instructions.



SGAO cannot accept 
donations or 

sponsorships <$500.

Should be made using 
your SGAO account 
number at the UNM 
Foundation Office.

If you need immediate 
access to these funds, 
bring a copy of deposit 

receipt to SGAO.



Please refer to: 
http//www.unm.edu/~ubpm/ubppmanual/4000.htm



• Political contributions to individuals or organizations.

• Payments to UNM employees outside of Payroll.

• Awards/Gifts to UNM employees.

• Gifts to students.

• Alcohol.

• Deposits or Advance Service Purchases

Unallowable 
Expenditures

• Gift/s Card purchases MUST be made directly by an 
SGAO accountant.  We CANNOT reimburse these types 
of purchases.

• Gift/s Cards CANNOT be given to University employees 
or individuals NOT associated with UNM, e.g., guest 
speakers in lieu of Honorarium payment.

Gift Cards / 
Incentives

• Payable to an individual of special achievement or 
renown.

• Payment does not constitute compensation.

• Must be paid by Check!

• Cannot be paid to UNM employees or students.

Honorarium



•Person pays out of pocket and submits 
original receipts, IR, and Reimbursement 
signature form for reimbursement. You 
should verify that your purchase can be 
reimbursed before you move forward.
Services can be confusing and are not 
eligible for reimbursement

Reimbursements

Submit IR.

SGAO makes purchase for you and      

charges your account directly.

If you are placing an online order, YOU may 

place the order directly and SGAO can pay 

with a PCard.

Purchases



Bank 

statements 

are not 

acceptable 

as receipts!



Reimbursements cannot be done for services or for purchases 
from foreign companies. 

Services include any rentals, custom printing (T-shirts, banners, lapel pins, 
pens & pencils, stickers, etc.)  D.J.s, Web services, speakers, & Coaches & 
Trainers, etc.

Reimbursements should only be made to UNM students and 
UNM employees.

Must submit original and itemized receipts showing the 
items purchases and method of payment (cash or card).

Reimbursements should be submitted to SGAO no later than 
30 calendar days after making the purchase. 

Your reimbursement may be subject to tax if submitted 60 days after the purchase 
date. Any receipts 180 days or older will not be reimbursed!

Reimbursement signature form must accompany receipts 
and the signed IR in order to receive your reimbursement.



Petty Cash
(up to $100) 

Check or 
Direct Deposit



•Goods straight off the shelf

•Cannot reimburse tax.

•To avoid paying tax, use tax exemption notice (located at the back of booklet).

•Restaurant receipts 

•Must have the itemized receipt. 

•Can include tax and tip (tip cannot exceed 20%).

•If you purchase alcohol, please do not include on food receipt.  You cannot be 
reimbursed for alcohol purchase!   

Electronic 
submission of 

Petty cash 
receipts are 
no longer 
allowed!



 Salary payments

 Travel costs (Conference fee’s, hotel, gas, per diem, food, etc)

 Outside Services (Must be paid with PCard or PO due to tax reporting requirements)

 Expenses generally prohibited by the University - Examples

 Personal advances, loans, or IOU’s

 Expenses without a valid University business connection (ex. Personal Benefit)

 Cashing of personal checks

 Gifts of any type (Farewell, Sympathy, Congratulations, Retirement, etc.)

 Reimbursement for stolen or damaged personal items

 Prepayments

 Fed-Ex, UPS, DHL, etc., mailing out (use P-card)

 Photographic service other than basic photo developing and digital prints

 Printing services other than basic photocopying

 New Mexico Gross Receipts Tax on the purchase of goods

 Keys (UNM Lock Shop should be used for all keys, including file cabinet)

 Video rentals

 Vehicle fuel (except for UNM vehicles).





•Can be under $100 if payee chooses to receive a check instead 
of coming in for petty cash.

•Goods straight off the shelf
•Cannot reimburse tax.

•To avoid paying tax, use tax exemption notice (located back of booklet).

•Restaurant receipts 
•Must have the itemized receipt .

•Can include tax and tip (tip cannot exceed 20%).

•If you purchase alcohol, please do not include on food receipt.  You cannot be 
reimbursed for alcohol purchase! 



•Any on-line vendor

• If you want SGAO to make online purchases, please 
schedule an appointment with your assigned 
accountant. YOU may come to SGAO & place your 
order; your accountant will make payment via PCard.

On-line purchases

•Office supplies, etc.

•Do not go straight to the Bookstore.

•SGAO will issue a Bookstore Requisition approving the 
purchase and verify the availability of funds.

Bookstore

•Food purchases from vendors in the SUB. 

•You do NOT have to pay out of pocket! 

•You can pay with Lobo Cash Card (ask your 
Accountant)

•Your Accountant can pay with their Pcard.

On-Campus Vendor

• UNM Catering, SUB Eatery, Daily Lobo, PPDOn-Campus Vendor

•Must either pay out of pocket (reimbursement) or have SGAO 
use PCard.

•Please only use them as a last resort!!!

On-Campus Vendor

•Rental agreements & contracts

•We can NOT reimburse for services; SGAO must 
make payment and have UNM Purchasing sign the 
contract

Services Vendor 

(Off campus vendor)



You must make sure your organization submits paperwork 

14 days prior to event for UNM Catering to process your 
order.

DO NOT place your organization’s order directly with UNM 
Catering.  SGAO must verify the availability of your funds prior 
to purchase.  Once funds are verified, you will place the 
order.

Fill out and submit the IR form to the SGAO.

Payment will be made directly by the SGAO. 

• UNM Catering will charge a $35 delivery fee.  

• You will not be charged if you pick up your own order.



Important

• Students SHOULD 
NOT pay for any 
services with 
personal funds.

• All services MUST be 
pre-approved by 
UNM prior to 
payment. 

• Contracts or 
agreements should 
not be signed by 
student group!

Instructions

• Fill out and submit 
the IR form to SGAO.

• Fill out and submit 
the IR form to SGAO

• Be sure to include 
the federal tax 
ID/SSN and correct 
address.

• Some vendors may 
be required to fill out 
a W-9 form.

• Include invoice or 
UNSIGNED
contract/agreement 
from the vendor.

Very Important

• UNM students may 
be contracted for 
services, e.g., DJ, 
photography, musical 
performance, etc., 
however, due to 
University policies, 
payment will be 
processed via 
scholarship, which 
may result in the 
payment being 
applied to the 
student’s 
outstanding balance 
in the Bursar’s 
Office.  

• If no balance exists, 
a check / direct 
deposit will be 
processed.



Professional Service vs. Honorarium

HonorariumProf. Service

• A person of special or 
renowned status invited 
as a guest speaker.

• Ph. D or professor from 
another University.

• Cultural leaders or 
elders.

• Brian Urlacher could be 
a guest coach at UNM’s 
annual summer football 
camp. 

• The President of the 
Navajo Nation Jonathan 
Nez could guide a group 
on a tour of the Navajo 
nation and educate 
them on the history.

• DJ’s & musicians.

• Cultural Performers (Lion 
dancers, indigenous 
prayer dancers, 
ceremonial dancers, 
curandero/a, etc. 

• Custom Printing (T-shirts, 
banners, lapel pins, 
coffee mugs/tumblers, 
bags/totes, etc.

• A person teaching while 
a UNM professor is on 
sabbatical or leave. 



PROFESSIONAL SERVICES CHECKLIST

This form is

mandatory!!



What is it?

❑ The appropriation process is 

different and separate from 

the spring budget process.

❑ A Chartered Student 

Organization may request 

funds for:

❖ Unforeseen expenses 

(conferences, events, etc.).

❖ One-time capital outlays 

(computers, large equipment, 

etc.).

❑ GPSA recommends the 

grants process for travel 

funding.

Important

❑ A chartered student 

organization may receive 

up to two appropriations 

per semester from GPSA. 

❑ The process will take 

approximately 3 - 5 weeks 

to complete if all forms are 

submitted by the 

appropriate deadlines. 

❑ Funds allocated during this 

process must be spent 

within the same fiscal year 

(July 1 – June 30) they are 

allocated.

Process

❑ A representative from your 

organization must attend the 

GPSA Finance Committee 

meeting to explain the need 

for the requested funds.

❑ If the Finance Committee 

approves the appropriation, it 

will go on to the next full 

Council meeting for a vote.

❑ If the Finance Committee 

does not approve the 

appropriation, the process 

ends here.



All international travel MUST be pre-approved by the Global

Education Office before we will make any travel arrangements

for your student organization.

Prior to arranging travel, schedule an appointment with  
the SGAO to discuss pre-payment options available for:

•Conference fees

•Airline reservations

•Hotel accommodations (≤50 miles from ABQ are not allowed)

Reimbursements can only be made to UNM students, UNM 
employees and official guests of the University.





• Don’t sign your own reimbursement Internal Requisition (IR) form.

• Don’t spend unapproved funds.

• Don’t spend funds until they are in your SGAO account.

• Don’t pay taxes for goods.  

• Don’t drop by the SGAO unannounced to schedule travel or payment 
arrangements.  Please schedule an appointment with your accountant.

• Don’t pay for Professional Services (Customs printing, DJs, photographers, 
etc.) with your own funds.  

• Don’t purchase gifts or gift cards.

• Don’t confuse Honorarium with Professional Services.

• Don’t offer gift cards in lieu of an Honorarium payment.

• Don’t request a reimbursement for something another group member 
purchased. The person incurring the cost is the person that should be 
requesting the reimbursement.



Next Steps to access your money at SGAO:

- Download and review the SGAO Spending Guide

- Take the PB Funds Workshop Quiz

- You must score 100% on the quiz to receive credit for 

completing the PB Funds Workshop and be able to access 

funds in your account at SGAO.

- At least 2 officers must complete the quiz to be able to 

access funds in your account at SGAO.

Both the SGAO Spending Guide and the PB Funds Workshop Quiz are 

available on the sgao.unm.edu website under Spending Workshops link.


