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About Us 

Since 1950, the Student Organization Finance Center (SOFC) has provided banking and ɲnancial 
services in support of the activities and programs of recognized student organizations at Texas A&M 
University. Services of the Student Organization Finance Center are supported by student service fees 
and 1.50% interest earned on SOFC account balances.  

The SOFC currently manages ɲnances for all organizations recognized by the Department of Student 
Activities Student Organization Leadership and Development Oʛce (SOLAD).  These Recognized 
Student Organizations (RSOs) include those at the ɳagship campus in Bryan/College Station, Health 
Science Center (HSC) campuses across the state of Texas, as well as the Texas A&M University School of 
Law, Texas A&M University School of Dentistry, along with the Higher Education Center at McAllen. 

For information related to expectations, policies and guidelines pertaining to student organization 
recognition and activities, visit the Student Organization Manual. 

 
Texas A&M University Student Rule 41.1.3 

Deposit and withdraw all funds of the organization in the Student Organization Finance Center and/or with a 
University ɲscal account unless an on-campus banking exemption has been submitted and approved by the 
Department of Student Activities. 

 

Please contact the SOFC with any comments, suggestions, or feedback on what we are doing well or 
how we can improve operations. 

 

Visit Us:  

235 John J Koldus Student Services Building 

1236 TAMU (2nd Floor West Wing) 

College Station, TX 77843-1236 

 

Contact Us:  

Email:     SOFC@stuact.tamu.edu or for eCommerce issues SOFCeCommerce@tamu.edu  

Phone:   (979) 845-1114 

Fax:    (979) 862-8166 

 

Business Hours:  

MTWF 8:00 A.M.Ɂ 4:30 P.M. 

Th 10:30 A.M.Ɂ 4:30 P.M. 

Deposits made after 3:00 P.M. will be processed the next business day. 

Cash Advances are not available between 1:00 and 2:00 P.M. each day. 
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Policies 

General Policies of the SOFC:  

¶ Payment requests are processed in the order they are received. 

¶ Account numbers are used in every transaction within the SOFC. 

¶ A photo ϥD is needed to pick up checks, cash, packages, and to check out loaned equipment. 

¶ Payment requests require two signatures: an Advisor & Student Leader authorized on the current 

Signature Card. Cash Advances require a third designee as Funds Custodian. 

¶ Peer-to-Peer Payment Services such as Venmo, Cash App, Zelle, etc. are NOT permitted for 

collecting RSO funds.  

¶ Raʜes are not permitted as a form of fundraising by Texas A&M recognized student 

organizations. 

¶ Any expenses related to travel greater than 25 miles from the campus you are currently enrolled 

in will require a completed travel form prior to payment of the expense (Student Travel University 

Rule 13.04.99.M1).  ϥnternational travel expenses will require ɲled travel plan with Education 

Abroad. 

¶ All organization funds must be deposited into your SOFC account within two business days of 

receipt. 

¶ Certain giveaways are considered taxable income that we are required to report.  

 

Texas A&M University/State of Texas Fiscal Policies:  

¶ System members must maintain a full and true accounting of all funds collected, including 

identiɲcation of the sources of such funds. Accountability for such collections must be maintained 

from the origin until ɲnal deposit in an approved depository bank. 

¶ The recipient of any payment must be identiɲed with UϥN if a TAMU student or employee. ϥf not a 

student or employee, a Tax ϥD/ Social Security Number of the recipient will be required on the 

Substitute W-9 for set up in the payment system. 

¶ Organizations are expected to use ledgers for tracking income and expenses as well as reconcile 

with statements.  Monthly reconciliation is strongly recommended.  

¶ RSOs do not fall under the Texas A&M University state sales tax exemption. 

¶ Any tax deductible donations should be made payable to and delivered to The Texas A&M 

Foundation in order for the donor to receive a gift receipt. 

¶ Texas A&M University Student Rule Appendix Vϥϥϥ states: No alcoholic beverage may be purchased 

through a recognized student organizationɅs funds, nor may the purchase of alcohol for members or 

guests be undertaken or coordinated by any member in the name of, or on behalf of, the recognized 

student organization.   
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Cash Handling 

The SOFC recommends each organization maintain written cash handling procedures that are 
followed and reviewed to ensure organization funds are managed appropriately from receipt to 
deposit.  These may also be applied to checks and credit card sales slips. 

 

Below are tips to develop your organization cash handling procedures. 

 

Segregation of Duties: 

¶ Serves to prevent unintentional errors or fraud and ensure timely detection of errors 
that may occur. 

¶ Provides a process by which any discrepancies and exceptions should be reported to 
the advisor and SOFC immediately. 

 

 

 

 

 

 

 

 

 

 

Receipts: 

¶ Anytime funds are exchanged person-to-person, provide the purchaser a receipt.  These 
may be customized organization receipts or from a carbon copy receipt book.  These 
receipts will become documentation for the oʛcial ledger of organization income. 

Lock Boxes/Bags:  

¶ The SOFC loans bags and cash boxes with locks to RSOs for secure collection of cash and 
checks.  No reservation is required.  

Night Depository: 

¶ The SOFC Night Depository is located in the Koldus West Wing Hallway outside the far end 
of the 235 SOFC oʛce suite.  Organizations may drop forms, bags, and envelopes for 
safekeeping outside of SOFC oʛce hours. 

Recommendations: 

¶ Peer checking/validation is one of the most important controls in the cash collection 
process.  

¶ Monthly account reconciliation between the SOFC statement and account ledger is the 
best way to catch discrepancies and outages in organization funds. 

1. Designate a position responsible for   

Collecting funds. 

2. Designate a position responsible for 

Depositing funds. 

3. Designate a position responsible for 

Reconciling accounts. 

ϥf the organization does not have enough 

individuals, you may have to develop additional 

mitigating controls. 

Advisor Treasurer 

Chief Student Leader 
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Signature Card and Account Numbers 

Signature Card 

Your organizationɅs Signature Card designates 
who is authorized to receive ɲnancial information 
and conduct business for the student 
organization. 

A change in organization leadership resulting in a 
change in persons authorized to sign on the 
account triggers a restriction for a new Signature 
Card. 

A new signature card can be generated in Get 
ϥnvolved according to the organizationɅs roster.  
Submission of a new Signature Card replace the  
former and allows new leadership to authorize 
transactions immediately. 

The Treasurer, Chief Student Leader, and the 
Advisor(s) must complete the information and 
digitally sign the new Signature Card.  Additional 
oʛcers may be added.  

Once all signatures are collected, your Signature 
Card will be complete, and your organizationɅs 
recognition status will be updated.  

 

 

Account & Sub Account Numbers 

¶ Account Number 

¶ Organization account numbers are six digits starting with a 9 (i.e. 954003) 

¶ Sub Accounts 

¶ 00000 ɀ Main Account (Primary account for deposits and expenses) 

¶ Additional Sub Accounts may be opened at the organizationɅs request (20000,30000, 
etc.) 

¶ Sub Accounts beginning with 9 (90000, 98000, 99000, etc.) are earmarked for a 
speciɲed purpose by an awarding committee 

¶ 99999 ɀ TAMF Donation Account 

¶ Funds received through the Texas A&M Foundation 

¶ Must be used for the direct beneɲt of Texas A&M Faculty, StaϜ, and/or 
students. 

¶ More information on Donation Account page. 



tŀƎŜ у 

 

Donation Account 

Any taxɀdeductible donation received by the student organization should process through the Texas 
A&M Foundation. All donations received through the Texas A&M Foundation will be deposited into 
the organizationɅs 99999 sub account. This sub account was created to ensure the funds are used 
speciɲcally for the organizationɅs beneɲt. 
 
There are additional restrictions for the use of these funds: 

¶ Organizations may not transfer funds into or out of the sub account. 
¶ Organizations may not deposit into the sub account. 
¶ Funds may not be re-donated or awarded. 
¶ Funds may not be used for Cash Advances, prizes, gift cards, honorarium, ɲnes or back 
taxes. 

¶ ϥndividual scholarships from donated funds are limited to $1,000.00 for a TAMU student. 
 
To receive an income tax receipt, the donors should make checks payable to the Texas A&M 
Foundation and send the funds to the Foundation address (below). The organizationɅs name  and 
account number should be written in the memo line of the check. 
 
Donated funds must directly beneɲt the Texas A&M student organization; students, faculty, or 
staϜ of Texas A&M; or Texas A&M University itself.  
 
 

The Texas A&M Foundation 
401 George Bush Dr. 
College Station, TX 77840 
(979) 845-8161 
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Fundraising 

Student Organizations may fundraise in most any way they see ɲt with the exception of alcohol sales 
and raʜes.  Below are a few notes regarding some of the most common methods used by RSOs.  ϥf  
any ideas regarding fundraising raise questions, feel free to reach out to the SOFC for clariɲcation on 
policies and practices. 

Common Student Organization Fundraising Methods 

¶ Dues 

¶ Merchandise Sales 

¶ Activities: Car Washes, Bake Sales, Run/Walks, Galas 

¶ Proɲt Shares 

¶ Donations 

¶ Grants 

 

Donations:  

Any tax deductible donations received by the student organization need to process through the Texas 
A&M Foundation. All donations received through the Texas A&M Foundation will be deposited into 
the organizationɅs 99999 sub account. This sub account was created to ensure the funds are used 
speciɲcally for TAMU and the organizationɅs beneɲt. For more information, refer to Donation Account 
on Page 8 in this Guide.  

Special Funding:  

Additional funding can be found through the Good Bull Fund, Student Organization Funding 
Assistance Board, and other departments, committees, and external sources. 
 
The Good Bull Fund is established through the generous support of the Oʛce of the President.  
Grants are intended to cover or oϜset expenses related to the planning and implementation of 
student-led activities at Texas A&M University.  
 
The SOFC will create a separate 98000 sub account for these funds. 
 
The (SOFAB) Student Organization Funding Advisory Board in conjunction with the Department of 
Student Activities and The Association of Former Students has established a limited supplemental 
funding pool for assisting Recognized Student Organizations and their activities and events.  
 
The SOFC will create a separate 90000 sub account for these dedicated funds. 
 

¶ Special funding is earmarked for a speciɲc purpose by the SOFAB. Funds cannot be used 
for any other purpose. 

¶ ϥneligible expenses include food, clothing, gifts, awards and honorarium. 

¶ Any money allocated, but not used by the deadline, will be returned to the SOFAB reserve 
fund. 

For further information on either of these funds visit their respective pages at https://getinvolved.tamu.edu/. 
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Business Resources 

The Student Organization Finance Center has many business resources available for the use of Student 

Organizations. Most of these resources are free of charge and provide the organization with the tools 

needed to successfully manage their ɲnances. 

 

 

 

 

 

 

 

 

 

Cash Boxes/Bags  

Cash boxes and cash bags are available for use on loan from the SOFC and serve the purpose of 

providing organizations with a way to bundle and transport cash transactions from the point of sale to 

deposit. The boxes and bags can be reserved by calling or emailing the SOFC. Once reserved they can be 

picked up at the SOFC during normal business hours. 

 

Computer Lab  

The SOFC Computer Lab is available in Koldus 235 for student organization leadership to facilitate 

ɲnancial transactions and conduct organization business. The computer lab oϜers access to Get 

ϥnvolved, where you can view your organizations ɲnancial status such as current balance and 

transactions.  

 

Credit Card Terminals and Aggieland Marketplace 

Visit ϥnstructional Guide Section 4: Aggieland Marketplace for more information regarding use of Credit 

Card Terminals and Aggieland Marketplace storefronts. 

 

Student Work Room  

The SOFC Student Work Room is open for organization use during SOFC business hours. Basic oʛce 

supplies, a copy machine, and deposit preparation materials including currency & coin counters are 

available free of charge. 

Financial Services Business Services 

¶ Cash and Check Processing 

¶ Credit Card Payments 

¶ Cash Advances 

¶ Lock Box/Cash Bags 

¶ Credit Card Terminals 

¶ Aggieland Marketplace 

¶ Monthly Statements 

¶ Computer Lab 

¶ Work Room 

¶ Mail Service 

¶ Copier 
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Section 2:  

Payment Requests 


