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Student Group Training 

Shippensburg University
platform 

for student groups:

ship.campusgroups.com

2



Student Group Training 

Thank you for your patience and
understanding as this process was

more difficult this year due to
platform changes and other updates.

Re-Registration  Process

To ensure consistency, we have transitioned to a 
paper re-registration process 3



                All Student 
              Groups will be
required to complete

the contract
regardless if 

re-registration was
previously attempted
or completed through
ShipLink for the 23/24

year
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Advisors
Contract

Advisor/advisors must
complete & sign.

Remember that advisors are
a great resource and support
to your group
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Participation

Code
of

Conduct
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Student Group
Members 

Printing Name
Signature
Date

Must complete by:

New members can sign
your student group
membership list after
the deadline date by
visiting the SUSSI
office- CUB 204
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Use of “Shippensburg University”        
within the student group name
Reserve facilities for programs & meetings
Project Center resources & allowance
Campus Activities Fair participation
Request locker in CUB

Privileges of Student Groups
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Complete required student group contract
that includes:

Update officer and advisor information
Current constitution
Proof of affiliation (if required)
Maintain active member list

Active Status/Responsibilities:

Required information must be submitted by deadline of 
Jan. 29, 2024 at 4 pm to SUSSI Office 10



Student Group Fundraising Tips
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Student Group Fundraising

Detailed fundraising information and ideas can be found on the
SGA website:   https://ship.campusgroups.com/sga/about/ 12



Questions? Connect with Justin!

sgavpstudentgroups@ship.edu

SGA Office - CUB 201
Mon & Wed: 12:30 - 3 pm 
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This is the end to the Student Group
Training. We will be transitioning to

the Budget & Finance Training.  
Any groups that are not eligible or

requesting a budget are not required
to attend this part of the training 

but are more than welcome 
to stay. 14







Presented by: The Budget & Finance Committee  

2023-2024 SGA 
BUDGET TRAININGBUDGET TRAINING
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WHAT ISWHAT IS
SGA?SGA?
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WHAT IS SUSSI?WHAT IS SUSSI?
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COMMITTEE MEMBERSCOMMITTEE MEMBERS
VP of Finance

SUSSI Accountant

VP of External Affairs

VP of Student Groups

Class of 2027 Senator

Interim Director of SUSSI

MSA Senator

Member at Large

Member at Large

Member at Large

Member at Large

Member at Large 18



WHAT IS YOUR BUDGET?WHAT IS YOUR BUDGET?
Determine available funds for your student group!

NO YES

YES

YES

Your group may
not receive

funding of any
kind. 

NO

START

Group receives
SGA Charter by VP
of Student Groups

Does your group
have 15+ members? 

Is your group
involved in political
endorsement or
campaigning?

Your group
may request
an operating

budget!

Your group
may request
an operating

budget!

Your group may
not receive

funding of any
kind. 

Is your group a part
of the three Greek
councils? 

NO

Greek Life
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Organizations 

Clubs 

Club Sports

SUSSI & Operations

Social Fraternities
& Sororities

Boards

NCAA Sanctioned
Intercollegiate Athletics

BUDGET CLASSIFICATIONSBUDGET CLASSIFICATIONS  
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Group of students for the
purpose of some common
interest whose general
activities are directed
internally

Operating budget may be used for food if
the event benefits the greater campus
community

CLUBS VERSUS ORGANIZATIONSCLUBS VERSUS ORGANIZATIONS
Club

Organization

Operating budget cannot be
used for food or drink

Group of students for the purpose of
some common interest whose general
activities are directed externally
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CURRENT FUNDING OPTIONSCURRENT FUNDING OPTIONS

Operating Budget Fundraising
Day-to-day expenses
Amount approved annually by the
Budget & Finance Committee
Does not cover travel expenses 
May cover food expenses, ONLY for
certain Budget Classifications
The 2024-2025 Operating Budget
award notification is emailed to
student group officers and advisors

Funds raised directly by the club or
organization 

Must follow Fundraising Rules from
the Student Groups Handbook

Kept in an Agency Fund Account
(AFA)
Your group can choose to spend these
funds how the group wishes
Expenditure Request forms available
in the Fiscal Office or online
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FUNDRAISING ACCOUNTS (AFA)FUNDRAISING ACCOUNTS (AFA)

How to open an AFA account:

Most groups have an AFA account, if your group
does not follow the steps below to open one

Visit the SGA website

Click on the ‘Student Group Resources’ tab

Fill out the AFA Application and Signature Card

Turn the forms into CUB 204
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FUNDRAISING PROCESSFUNDRAISING PROCESS

Before Fundraising

After Fundraising
Submit any Fundraising Expenses to the Fiscal
Office using the Fundraising Expense Form (Also
on SHIP Link)

Submit a Fundraising Request Form via SHIP Link
online
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INCOME COMMITMENTSINCOME COMMITMENTS  

Income Commitments are requested with justification in a group’s requested budget
B&F committee will consider the request and determine an assigned income
commitment for the group
Group must meet their Income Commitment requirement
Remaining funds earned above the Income Commitment must be submitted to the
Student Association general fund for accrual
Groups may submit a written request for use of extra funds raised for events
programming
B&F committee reviews these requests and will either award the full amount
requested, partial amount, or they may deny the request
Requests to use the extra funds must be submittted before the last Friday in April of
each academic year
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ZERO BASED BUDGETINGZERO BASED BUDGETING  

The Budget and Finance Committee reviews your operating budget
based on the justif ication of your request and historical  spending.

Zero Based Budgeting require justif ications for al l  budget l ines

No group is guaranteed an operating budget
Justif ication is needed each year!  

Think from “zero up!” 
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THE PRACTICAL STEPSTHE PRACTICAL STEPS
Look Towards Future Needs 

Establish an Amount

Sort into Budget Lines

Provide Details

Compile Total Budget Request

Events,  uniform/equipment replacement,
dues/fees,  activit ies ,  etc.

Have a reasonable price for each
component of need 

Have your budgeted items and reasoning
clearly organized

Know your total  and have your budget
request in one document

Include detai ls for each budget l ine,  justify
costs (even for yearly expenses) 
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Budget Request Form
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Sample of Justification
Club Organization
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Club Sports regular season expenses is part of an OPERATING

BUDGET

All  expenses must be approved by Recreations & Wellness First

Purchases are kept by the department of recreation and wel lness,

not by the individuals 

More detai ls can be found in the Club Sports Handbook

NOTE: CLUB SPORTSNOTE: CLUB SPORTS
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HOW TO USE YOURHOW TO USE YOUR
OPERATING BUDGETOPERATING BUDGET

Expenditure
Request Form

Petty Cash
Expenditure Form

Purchases via
SUSSI Credit Card

How you get reimbursed for club
purchases
Expenses must be within the
constraints of spending rules
Officer and advisor signature

$100 Limit
Form available in Fiscal Office
Officer and advisor signature

Speak in person with Allie Rippeon
in the Fiscal Office about this option 
Bring your Expenditure Request
Form

All operating budget purchases should be tax exempt and SUSSI will not reimburse tax
Reach out to Allie Rippeon (anrippeon@ship.edu) for tax exempt forms in CUB 204 31



SUSSI FORMSSUSSI FORMS
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SUSSI FORMSSUSSI FORMS
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The Budget Training
Presentation and explanation
video will be available on the
website
All budget forms
Student Groups Handbook
Budget & Finance Standing
Rules

ACCESSING INFOACCESSING INFO

SGA Website

Outside the SGA Office
Printed copies
All budget forms
Budget & Finance Standing Rules
Visit CUB 204 for Budget and AFA account info
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A NOTE ON PENALTIESA NOTE ON PENALTIES
Standing Rules

Budget Frozen
Future Automatic Cuts

Budget Line Items Denied

Student Group Registration
Budget will be frozen until updated

Budget Timeline
Budget requests not turned in on time will not be awarded

Mandatory Budget Training
2 Officers must be present 
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HOW DID WE GET TO AHOW DID WE GET TO A
DEFICIT BUDGET?DEFICIT BUDGET?

Decling Enrollment 

Loss of Housing Fees 

Inflation

Capped Fees
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BUDGET COMPARISONSBUDGET COMPARISONS  
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STUDENT ACTIVITY FEESTUDENT ACTIVITY FEE

Undergraduate Fees

$23 per credit hour
$272 flat fee for 12+ credit student

Graduate Fees

$20 per credit
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PASSHE COMPARISONPASSHE COMPARISON

39



BUDGET TIMELINEBUDGET TIMELINE  
2024-2025 Operating Budget Requests are due by 

Physical  copy must be submitted in person to the SUSSI Off ice - CUB 204

Student groups wi l l  be able to review the proposed budget prior to the

final  SGA vote

Final ized budgets wi l l  be released in May 2024  to student groups and

SUSSI funded departments

 January 29,  2024 at 4p.m. 

The SGA Budget & Finance Committee may request more information and/or

group members to present their  budgets to the Budget & Finance

Committee
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WHERE TO FIND USWHERE TO FIND US

VP of Finance - Office Hours @ CUB 201

SUSSI Director - Office Hours @ CUB 204

Monday 10a.m.-12p.m.
Wednesday 9a.m.-11a.m.

Monday-Friday 8a.m.-4p.m.
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Questions? Connect with us!

Thank You forThank You for
AttendingAttending

KARockwell@ship.edu

sgavpfinance@ship.edu

SUSSI Office - CUB 204 
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