Student Government Association Finance
Contracts Process

The contractual process is utilized when a service is being completed on behalf of the student organization.  Vendors including but not limited to DJs, performers, guest speakers, artists, carnival rides, bounce houses, Emcees, etc. all require a contract.

· Student leaders must submit a Purchase Request (link) as soon as possible or a minimum of 10 business days prior to the event, with the event and vendor information and details:
· Vendor Legal Full Name
· Vendor Stage Name and/or Company (if app.)
· Vendor Phone Number
· Vendor Email Address
· SGA Finance Staff will communicate directly with the vendor on behalf of the student organization
· Services from outside vendors or speakers that do not require payment, still require a $0 contract to be executed.
· Template language (Word document download) to communicate with your vendor is available on the Student Organization Resources Page in Involved@TU (link).

Students SHOULD NOT initiate, complete, or sign any contracts with vendors. Completing the Purchase Request will initiate this process and SGA Finance staff will complete all necessary steps.

For specific inquiries, contact SGA Finance at sgafinance@towson.edu
