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SAFC Blue Book 

Peti tioning Funds Process 
 
A step-by-step process: 
 

¥ Please attend the SAFC/SOOC information session at the beginning of each year. This 
helps us keep track of new leadership and allows everyone to be on the same page. You 
may not request funds unless the treasurer and leader attend this session or you are both 
waived by the SAFC Chair or VP of Student Organizations.  

¥ Pick-up a budget form (located inside the thick gray SAFC binder) from the Student 
Activities Office (located behind the SU Info Desk.) 

¥ Please consult the SAFC Guidelines (the Blue one for Student Organizations and/or the 
Yellow one for Club Sports) before submitting your budget. These booklets outline the 
types and amounts of funds regularly used by student organizations on campus. 

¥ Prepare your budget. Try to fill out all sections available and feel free to attach an extra 
sheet if you cannot fit your explanation onto the form. If you are planning a large event or 
filling out a budget for the first time, email your organization’s SOOC or SAFC contact 
person (information available in your binder in the Student Organizations Office) and they 
will help you through the process. 

¥ The earlier you get your budget in, the better! Slots fill up fast, so get your budget in 
no later than Thursday at noon. Remember that  the SAFC does not fund 
reimbursements, so be sure to get your budget in at least two weeks ahead of time. 

¥ If your budget is not a new event and under $1500, please sign up for a 7 minute time 
slot on the sheet inside the grey binder by Thursday at noon. 

¥ If your budget is over $1500 or a new event, please sign up for a 15 minute time slot 
inside the grey binder. No proposals under $1000 should sign up for a 15 minute time 
slot! If there are no 15 minute slots available, you can sign up for two 7 minute slots. 

¥ If your budget is under $100, no need to sign up for a time slot! Simply place your budget 
in the grey binder with an explanation of the expense. 

¥ The SAFC will email you by Friday afternoon letting you know when to come in to the 
meeting. Please be flexible with scheduling; we’re trying to fit as many groups onto the 
agenda as possible. Getting to the meeting a couple minutes early is never a bad idea!  

¥ The SAFC will notify the organization's treasurer via e-mail about our decision by 
the following Wednesday. 
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¥ If approved, the organization may be required to submit receipts and an Event Debrief 
outlining actual expenditures after the event or item purchasing has occurred. The 
Debrief is to help your organization in the future more than helping the SAFC, so we will 
not fund future events until this form is filled out and placed into your 
organizationÕs binder in the Student Organizations Office. 

¥ If you have any questions and do not feel comfortable emailing the SAFC Chair, please 
stop by the Student Activities Office and ask someone for help or email Allen Delong, 
Director of Student Life and Smith Union.  

¥ If you or a member of your club are not able to pay for something due to financial need, 
contact Director of Student Life Allen Delong. 

SAFC - Blue Book - Funding Guidelines 
Blue Book Sections 
¥ Introduction 
¥ Petitioning Funds Process 
¥ Funding Guidelines 
¥ Expenses to Consider 
¥ Object Codes 

 
Entertainment 
 
Social Outings/Museums/Admissions 

For up to 2 events per semester, SAFC will cover costs up to $15 per person. 

On-Campus 

¥ Dances 
o SAFC will allocate up to $500; costs above $500 can be covered by ticket sales. 
o The SAFC will give consideration to dances with special costs. 

¥ Concerts 
o Concert fund requests need to provide background information about the band. 

¥ Films 
o For all campus viewing, the SAFC will fund public viewing licensing fees. 

¥ Productions 
o All costs of staging and production will be funded by the SAFC. If the production is 

planned for an alternative venue, then the organization needs to provide an artistic 
or audience related explanation/justification. 
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¥ Coffee Houses/Readings 
o The SAFC will fund up to $200 for up to 1 per semester. 
o The SAFC will give consideration to Coffee Houses/Readings with special costs. 

Lodging 

Visitors/Guests 

The SAFC will fund lodging for official visitors to campus. 

¥ Bowdoin college has special rates with many area hotels and inns including Comfort Inn, 
Brunswick Bed and Breakfast and the Fairfield Inn. Please say you are calling from 
Bowdoin when booking hotel rooms to receive the special rate. 

¥ If the organization feels that the above forms of lodging are inappropriate for the guest, the 
organization may request a room in the Presidents House, but should be prepared to justify 
their decision to the SAFC. 

Groups Leaving Campus 

The SAFC will fund up to 1 group event per semester up to $20 per person (based on 4 
people per room.) 

The SAFC expects the individuals to cover the difference not funded. 
 
Expert Instruction/Leaders 

Weekly Instruction 

The SAFC will fund up to TWO HOURS per week for the total cost of instruction minus 
the group dues. Group dues must cover 15% of the costs. 

Non-Weekly Instruction 

The SAFC will fund non-weekly instruction minus the group dues. Group dues must 
cover 20% of the costs. 

Planning Sessions/Retreats  

Workshops with Expert Instruction/Training Sessions 

The SAFC will fund only ONE workshop/training session per semester and up to either 
$800 or $20 per person per school year (whichever is less). 

Conferences 
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¥ The SAFC will fund only ONE conference per semester and up to $800 per fiscal year. 
Organizations should explain benefits of individuals attending the conference and what 
benefit this will have to the campus at large. Although, it is normal practice to attend 
conferences during the academic year,  The SAFC understands that this is not always 
possible. Thus, student organizations may petition the SAFC the right to attend a 
conference during the summer break period. Spring semester conferences may be 
extended toward any conference held before the fiscal year ends (July 1.) Fall semester 
conferences may be applied during the summer break period taking place when the new 
fiscal year begins (July 2). 

¥ It is important to note that attending conferences during the academic year is the preferred 
route by the SAFC. Thus, only if proper justification is given for an organization to attend a 
conference during the non-academic portion of the year will the SAFC consider allocating 
funds for such purposes. 

Retreats 

¥ The SAFC will fund only ONE retreat per academic year. 
¥ The SAFC will subsidize the cost up to $50 per person with a total organization cap of $800. 

Winter and Spring Break Service Trips 

¥ The SAFC may (when funds are permitting) subsidize 25% of the total cost up to $150 per 
person for community service trips over the break periods. (The SAFC will fund the lesser 
of the two: 25% or $150/person limit.) The SAFC also maintains the right to cap the total 
amount to be funded for the year. 

¥ All Community Service Trips are now run through the Community Service Center. Interested 
parties should plan to petition for Community Service trips through the Community Service 
Center. Please contact Sarah Seames. 

Acapella Trips 

The SAFC will fund up to $300/year for individual acapella group transportation. 

Campus Services 

Facilities Management 

¥ The SAFC expects that volunteer or student labor will be sought out to substitute for facilities 
management labor, however, if this is not possible, the SAFC will fund for all necessary and 
required costs by facilities management. 

Audio Visual 

The SAFC will cover necessary Audio Visual expenses that are clearly justified by the 
Student organization. 
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Specialty  Equipment 

Definition 

The specialty equipment category covers group specific equipment and large capital 
purchases (e.g., BOC's & BCN's equipment). The SAFC will fund specialty equipment 
on a case-by-case basis. 

Justification 

Included with the budget will be a cost vs. benefit explanation for the purchase. Please 
provide cost options for the committee to consider. 

Competitive Bids 

Due diligence in finding competitive pricing is required for all purchases. 

Storage and Usage Policy 

¥ Included with the budget must be a written policy regarding the usage of the equipment. This 
should clarify if the equipment will be available to all student organizations or solely to the 
organization requesting the equipment. 

¥ The SAFC expects that the Student Organization will find proper storage facilities so that any 
equipment purchased with allocated funding will be maintained and kept within the College. 

Maintenance 

Proper care of the equipment by the organization is expected. Maintenance to prolong 
the use of the equipment will be covered by the SAFC.  

Publication 

Licensing and Registration Costs 

The SAFC will fund all licensing and registration fees with the understanding that the 
publication should reflect the work of the Bowdoin community. 

Distribution 

The SAFC will fund all printing and distribution of publications going to the Bowdoin 
community. The number of copies printed will be determined on a case by case basis. 

Off-Campus Distribution 
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The SAFC will NOT fund printing or distribution costs for issues leaving the Bowdoin 
campus. 

Printing 

¥ The SAFC will fund appropriate advertising for campus events.  
¥ A comprehensive cost break down for all printed medium must be added in the budget 

proposal. 

Travel 

Vehicle Travel 

The SAFC will fund vehicle travel (mileage, gas and tolls) in any of the three formats 
below: 

Gas Reimbursements 
¥ For Students: # of miles x $0.225/mile 
¥ The rate for gas reimbursement is subject to market prices and will be adjusted accordingly 

by the SAFC at any given time. 
College Van: 
¥ # of miles x $0.225/mile (regular van) or # of miles x $.229 (12 passenger van) 
¥ To reserve a college van contact JoJo Craig at x3689 
NOTE: The SAFC expects the student organization to use the most cost effective 
form of travel. 

Student Travel 

The expenses for alternate forms of transportation (train, bus, or plane) will be covered 
based on the gas reimbursement calculation of driving to the destination 

Format (1) under Vehicle Travel: 
Ex. Miles from Bowdoin College to Washington, DC= 570.96 mi 
For gas roundtrip reimbursement= (570.96x2) x $.225/mile = $128.47 
** $128.47 would be the amount allocated for the travel costs to an event in Washington, DC to 
be applied toward bus, train, or plan ticket or for car fuel. 
This only applies to travel within the continental United States. 
NOTE: The SAFC encourages students to use travel websites such as 
Mapquest.com in order to acquire exact distances for destination points. (Eg. 
Boston: 140 miles, Portland: 30 miles) 

Food 
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Student Meals 

¥ The SAFC will only fund the number of students who are NOT on board, which is 
approximately 10% of the student body, for only those meals they will be missing. 

¥ The SAFC will not fund the cost of food for non-Bowdoin students. Special consideration will 
be given to guests who are performing or providing a service to the Bowdoin community. 

¥ SAFC funds cannot be used to purchase alcoholic beverages 
¥ Dining will only do a board transfer 2 times a semester for each organization. 
¥ Allocation of those funds will be based on the current board transfer rates listed: 
Board Transfer Rates: 
Breakfast $1.86 
Lunch/brunch $2.39 
Dinner $2.94 
NOTE: Students are entitled to transfer their board for the meals they will miss 
by attending an organizations event. Students are also entitled to receive a " food 
equivalent"  (e.g., boxed lunch/dinner) as an alternative to a board transfer. To do 
so, please contact Dining Services (Lisa Fox, x3211) with the appropriate number 
of board transfers or " food equivalent"  requests. 

Special Meals 

¥ Dinner with campus guests 
o The SAFC will fund faculty, group leadership and guests. This does not include 

remaining organization membership or the general campus. 
¥ Working Dinners 

o The SAFC will fund up to 2 meals per semester for up to $5 per person per meal or 
$75 total. 

¥ Meeting Snacks 
o The SAFC will fund up to $50 of snacks per club per semester. 

¥ Awards Dinner 
o The SAFC will fund ONE dinner per year. The SAFC will fund students not on board, 

the incremental costs of Dining Services on top of board transfers, relevant 
professors, advisors, and special guests up to $10/person. (Board must be 
subtracted out per each student). Each organization should provide the SAFC with 
the members who will be attending. 

o The SAFC will NOT fund non-Bowdoin Community members for dinners off campus. 
¥ Student Organization Dinners 

o This category refers to dinners only open to the members of the student organization 
requesting funds. 

o The SAFC will fund 1 per semester up to $10 per expected attendees. (Board may be 
added to the cost food per each student if you are going off campus to a restaurant. 
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Board will be subtracted if On-Campus catering options are used). Each 
organization should provide the SAFC with the names of members who will be in 
attendance. 

o The SAFC will cover Dining Service set-up charges. 
¥ Dinners Open to Campus Community 

o The SAFC will fund 1 per semester, funding the full Dining Services costs and/or up to 
$10 per person (e.g., KASA BBQ). (Board must be subtracted from the cost of food 
per each student). The SAFC will fund Barbeques up to $500. 

o If you are using Dining to cater your event, you must meet with Dining prior to the 
Monday meeting. 

o A comprehensive breakdown of all the planned meal items must be included. 

DJs 

The SAFC will fund DJs for appropriate events at a cost of $50/hour for up to four 
hours. 

Guest Speakers 

Honorariums 

¥ In order to receive funding, the SAFC requires research on the speaker commensurate with 
the cost. This research will be included with the budget submitted to the SAFC. 

¥ For Speaker funding requests greater than $3000 the budget proposal must be submitted 4 
weeks prior to the event. 

Gifts 

Gifts for the speaker will be funded up to $20. The SAFC prefers that these are 
purchased at the Bowdoin bookstore. 

Travel 

¥ The SAFC requires proof of price for any items above $100 (e.g., airfare). 
¥ The SAFC will only fund economy class flights and strongly encourages students to leave 

ample time for booking tickets. 
o Tickets booked without ample time to the date of departure, thus incurring a price 

premium, may be subject to decreased funding allocation from the SAFC. 

T-Shirts  

¥ Generally, the SAFC will not fund for individual organization member t-shirts. 
¥ The SAFC reserves the right to entertain appropriate t-shirt allocation requests for event 
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advertising and event uniforms. 
¥ The SAFC will not fund over $625 for t-shirt requests (shipping and art setup is included in 

this stipulated amount.) 
¥ This figure is determined by average market prices for one hundred midweight 100% cotton 

short-sleeved t-shirts in white or light grey with 2 graphics colors front and back. 
($6.25/shirt x 100 = $625.) 

¥ Should you require a different t-shirt style, amount, etc, you must be able to acquire the 
desired items within the $625 amount maximum. 

Fundraising 

See the Bowdoin Student Handbook for fundraising policies and guidelines. 

Student Prizes 

¥ The SAFC will fund a maximum of $75 towards prizes for student events (ex: tournaments 
and competitions.). 

¥ The prize money may not be handed out in cash form. It must be used towards gift 
certificates or tangible items that have a relation to the event they are being given out at. 

¥ The SAFC maintains a discretionary right to limit or deny the allocation of prize funding in 
cases where the event does not legitimately warrant a need for such funding. 

Donations 

The SAFC does not allocate funds for donations to be made to organizations.  

Individual Certifications 

The SAFC will not fund the costs associated with obtaining any type of licensure or certification 
for individual members of an organization. 
 


