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SABAC PROTOCOL MANUAL
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 FY25 SABAC PROTOCOL MANUAL - CLICK HERE

https://www.kennesaw.edu/student-affairs/student-activities-budget-advisory-committee/docs/fy25-sabac-protocol-manual.pdf




• STUDENT ACTIVITY 
FEES MUST BE OPEN TO ALL KSU STUDENTS

•

• COMPLETE AND SUBMITTED BY 
DEADLINE

• NEUTRAL

• PROPER DOCUMENTATION



• ANNUAL BUDGET REQUESTS RSOS SHOULD BE PLANNING A YEAR AHEAD. 

OPENS FEBRUARY 24, 2025
ANNUAL BUDGET DEADLINE: MARCH 28, 2025
• SUPPLEMENTAL BUDGET REQUESTS: THESE REQUESTS ARE FOR NEW RSOS THAT 

HAVE NOT HAD AN OPPORTUNITY TO REQUEST ANNUAL FUNDS YET AS WELL AS 
RSOS THAT MAY HAVE AN UNFORESEEN OPPORTUNITIES THAT THEY WOULD LIKE TO 
TAKE ADVANTAGE OF. SABAC HOSTS SUPPLEMENTAL MEETING EACH MONTH 
DURING THE YEAR (EXCEPT DEC AND APRIL) THAT STUDENTS CAN SUBMIT A 
SUPPLEMENTAL REQUESTS TO BE HEARD DURING THESE MEETINGS. 

SUPPLEMENTAL BUDGET DEADLINE: 1-MONTH PRIOR TO EACH MEETING



Programming – speakers, activities, 
food, give-a-way items

Travel – typically for conferences, 
related to RSO and benefitting KSU 
students broadly.  (airfare, lodging, 
registration, mileage).

Promotional – Expenses related to 
general marketing and promotion of 
the RSO to other KSU students, not 
typically tied to a 
specific event/program

Reallocations - Request to change previously Approved 
Annual Funds.
Example: An RSO planned to have a Welcome Back event 
in August, but the RSO did not get their Purchase Request 
submitted by the deadline and were unable to use their 
approved funds. Now, the RSO wants to reallocate those 
Approved funds to purchase promotional items to give 
away at another event in the Spring. 



HTTPS://OWLLIFE.KENNESAW.EDU/

https://owllife.kennesaw.edu/


Supplemental Request - Step-By-Step
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Expenditures that violate applicable law, BOR policy, or KSU policies and procedures such as alcohol, tobacco, drugs, or other 
illegal/restricted items

Events not open to all KSU students

Expenses/food for non-students

Scholarships or individual/organization membership fees

Gifts/personal use items

Services for individual benefit or of personal/individual nature

Items that require storage 

Food during travel or materials related to travel

Sales tax

Student employee recognition or meals

Reimbursements without prior approval
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• CALL TO ORDER

• ROLL CALL

• APPROVAL OF MINUTES

• ANY OUTSTANDING OLD BUSINESS

• FUNDING REQUESTS

• PRESENTATION

• SABAC Q&A

• MOVE TO THE NEXT AGENDA ITEM

AFTER RSOS HAVE PRESENTED…
• SABAC DISCUSSION & VOTING

• ANY NEW BUSINESS

• ANNOUNCEMENTS

• ADJOURNMENT



Voting Process
• ONLY SABAC Student Committee 

members can SEE the Chat & VOTE.
• The SABAC Chair will ask for a 

motion. 
• 1 of the 8 SABAC students should 

make a motion. 
 Ex. “I motion to approve the Pre-

Physicians Club request for the 
amount of $442.42.

 Ex. “I second that motion.”
 Ex. “I motion to table this request 

to hear at the January 
meeting.”

• Once the motion is seconded is goes 
to a vote. Each of the SABAC 8 
Committee Students will votes in the 
chat by using the thumbs up or 
thumbs down.



SOME MEETINGS MAY EXCEED THE ENDING TIME
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***Supplemental events require a minimum of 60-90 days 
for processing from Request to event date. 
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WAIT…



•

• SUBMIT YOUR PURCHASE REQUEST!!!!!! 
     (IN OWL LIFE)
• YOUR PURCHASE REQUEST MUST BE SUBMITTED 30 DAYS BEFORE 

YOUR EVENT DATE OR 60 DAYS BEFORE YOUR TRAVEL DATE.
•





Purchase Request - Step-By-Step



• KSU WILL ALLOCATE A MAXIMUM 
STARTER AMOUNT OF ONE HUNDRED 
DOLLARS ($100.00) TO EACH RSO 
FOR ITS FIRST CALENDAR YEAR OF 
OPERATIONS AS LONG AS THE RSO 
SUBMITS A REQUEST FOR THE 
STARTER KIT AMOUNT USING THE 
“NEW RSO STARTER KIT REQUEST 
FORM” IN OWL LIFE ALONG WITH ITS 
RSO APPLICATION ALONG WITH A 
BRIEF WRITTEN OUTLINE OF ITS 
ANTICIPATED ACTIVITIES FOR THE 
YEAR.

• A FIRST-YEAR RSO MAY OBTAIN 
ADDITIONAL FUNDING BEYOND THE 
STARTER KIT AMOUNT BY SUBMITTING 
REQUESTS FOR EITHER AN ANNUAL 
BUDGET OR SUPPLEMENTAL 
FUNDING USING THE PROCESSES AND 
COMPLYING WITH THE DEADLINES 
SET FORTH IN THE SABAC 
PROTOCOL MANUAL.
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SUPPLEMENTAL MEETINGS 
•
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FY26 ANNUAL BUDGET

FY26 ANNUAL BUDGET

FY26 ANNUAL BUDGET REVIEW 
(CLOSED MEETINGS-ONLY SABAC COMMITTEE STUDENTS)
•
•
•
•



WWW.SABAC.KENNESAW.EDU

SABAC@KENNESAW.EDU

http://www.sabac.kennesaw.edu/
mailto:SABAC@kennesaw.edu
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