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STUDENT LIFE/FSA OFFICE KEY CONTACTS
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Office of Student Life (OSL)
 Schuyler Hooke, Director of Student Life; Ext 2484

 Adam Burgman, Director of the Student Center and Student Activities; 

Ext 3293

 Zainab “Zee” Akanni, Assistant Director of Student Activities; Ext 2485

 Nicole Alleyne, Student Center Desk Supervisor; Ext 2487

 Jacqueline Callender, Desk Assistant Supervisor; Ext 2487

Faculty Student Association (FSA)
 Richard Bentley, FSA President; Ext 2186

 Daniel Minnock, Staff Accountant; Ext 3187

 email the FSA Business Office Team

mailto:schuyler.hooke@downstate.edu
mailto:Adam.Burgman@downstate.edu
mailto:Zainab.Akanni@downstate.edu
mailto:Nicole.Alleyne@downstate.edu
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RESERVING SPACE ON CAMPUS
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 All Room Reservations must go to Adam Burgman 
 Room/Zoom Request Form - including off-campus events

 Reserve space in ADVANCE!!!

 Do not wait to the week of the event to reserve space

 Reservable spaces in the Student Center:

 Two Lounges

 Basketball Court

 Squash Court

 Patio

 Three Conference Rooms

 Reservable spaces in the BSB/HSEB/PHAB buildings
 Certain conditions will require a Facilities Use Application

 Master Calendar of Events

mailto:adam.burgman@downstate.edu
https://www.downstate.edu/education-training/student-services/student-organizations/_documents/room-request-form.docx
https://www.downstate.edu/education-training/medical-research-library/classroom-services/room-specifications.html
https://suny.resourcescheduler.net/rsevents/eventcal.asp?View=MONTH


Changes to Listserv Access (Effective January 1, 2025)

 As part of our institutional effort to reduce the amount of group emails sent to students, 
starting January 1, 2025, student organizations will no longer be permitted to use the 
Downstate student listservs to advertise events. 

 OSL is taking the following steps to help with the transition:
 We will increase advertisement for the master calendar of events

 OSL has created a weekly advertisement showcasing all student organization events.

 As an Organization you can still:
 Create flyers to post around campus

 Email members who signed up for your organization

 Use/create group chats

 Use your social media platforms.

 OSL will also send a regular email (at least once a semester) and post on the website how 
students can reach out to individual student organizations to ask to be added to (or 
removed from) their member email lists.

 We are looking into a 3rd party platform specially designed for Student
Organizations/events
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Required Statements for Flyers and Publicity

 All event publicity (flyers, emails, group chat posts or social media posts) must clearly 
include the following bolded statements:
 For accommodations or questions regarding an event, please email 

StudentCenter@downstate.edu. If your organization has a dedicated email, you can include it alongside the 
Student Center email (e.g., StudentCenter@downstate.edu and yourclub@downstate.edu).

 Events sponsored by student clubs and organizations do not necessarily imply endorsement by 
SUNY Downstate Health Sciences University of the views, opinions, or activities of the speakers, 
presenters, or organizers.

 If your event is funded using student activity fee funding, you must also include: Funded by the Mandatory 
Student Activities Fee.

 To help advertise events, the Office of Student Life will:

 Highlight the master calendar of events

 Create and send a weekly listing of all student organization events for the following week. 

 Club leaders must complete the Event Listing Submission Form to have events promoted on the 
listing.

 Can ONLY post flyers on the bulletin boards
 Do not use tape

 Do not cover up flyers that are already posted

 You can print flyers and borrow staplers at the SC Information Desk
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WHERE DO YOU FIND YOUR BUDGET?

 FSA Forms webpage under “Financial 
Documents” has Certified Budgets and most 
recent SAF $ Reports

 If you don’t understand a report or would 
like an update on your balance, email or call 
FSABusinessOffice@downstate.edu
 The Treasurer should be keeping accurate accounts of all 

funding spent

 Clubs/Orgs MUST ONLY have financial 
accounts in the Faculty Student Association 
(FSA).
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ON WHAT CAN I SPEND FUNDING?

 Funding can be spent on:

 Meetings/Events

 Food & Drinks

 Supplies

 Giveaways

 Prizes

 Need additional approval:
 Gifts/Honoraria for a presenter

 Conferences

 SAF Funds cannot be spent on:

 Personal gifts for yourself/members

 Unapproved off-campus events

 Donations to charities (financial or physical items)

7



FOOD FOR MEETINGS/EVENTS
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Food / Beverage ordered thru Student Center 
Must have available funds!

 Submit food request forms to order food at least 1 week in advance

 Café 101 Catering Form – this expedites order & payment; eliminates 
need for a separate FSA Payment Form

 To order from one of our contracted vendors visit the forms website
 Caribbean, Empanada City, Lenny’s Pizza/Italian, Mediterranean, Pizza Heights BK (Kosher)

 For all other food purchases, use the FSA Payment Form for 
reimbursements 

 Student Center soda and paper supplies – must sign Soda Order Form 
and include account number

 Consider members who require Kosher, Halal, vegetarian, gluten-free 
or have other dietary restrictions

 Wondering how much to order? (Consult professional staff)

https://www.downstate.edu/about/our-administration/finance/faculty-student-association/_documents/Cafe101SAFCateringForm.xls
https://www.downstate.edu/education-training/student-services/student-organizations/forms.html
https://www.downstate.edu/about/our-administration/finance/faculty-student-association/_documents/fsa001paymentform.pdf
https://www.downstate.edu/about/our-administration/finance/faculty-student-association/_documents/scgb-soda-order-form.pdf


SUPPLIES/GIVEAWAYS/PRIZES

 If you need to order supplies for an event please 
reach out to Adam to assist you

 Two weeks before your event

 We have a tax-free Amazon account

 If not on Amazon, we can assist you with a tax-exempt form

 Giveaways for events need to be approved

 If you are giving a gift card as a prize, make sure you 
record the recipient on the payment form

9



Submitting Amazon Order

 Go to Your Lists on the Amazon Website

 Hover over "Account & Lists" in the top-right corner of the page.

 Click on "Create a List" under the "Your Lists" section.

 A pop-up will appear asking you to name your list. Enter a name (e.g., "Tea Time Event“)

 Click on "More or …" (next to the list name) then "Manage List."

 Adjust settings such as: 

 Privacy: Private, Public, or Shared (only those with a link can view).

 Click – “Keep Purchased Items on Your List”

 Click "Save Changes."

 Adding Items to Your Wishlist
 Browse Amazon and go to the product page of an item you want.
 Click "Add to List"

 Below the "Add to Cart" button, click "Add to List."

 Select the Wishlist you want to save it to.

 Adding Notes
 You can add notes to each item (e.g., “I need this in size M” or “Any color is fine”).

 Click “Edit” under an item and type in the "Comments" section.

 Send your list to Adam or Zainab by clicking "Send List to Others"
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FUNDRAISING
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 All organizations are ENCOURAGED to fundraise! 
Deposit funds ASAP @ Bursar’s Office – include Acct # and FULL NAME of 
Council and Club

 Cannot use personal Venmo, Paypal etc.
 The FSA office can make a paypal link to put on your website, 

need about 2-4 weeks prior to your event to activate

 Bake sales are permitted ONLY when the food store 
bought (Home-baked foods are PROHIBITED)

 Tournaments, classes, and other forms of fundraising 
are acceptable, too

 SAF can not be given to a charity

 Total raised (minus) money spent = fundraised total

 No Raffles!



CHARITY DRIVES
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 Must coordinate with the Student Center professional staff
 No more than a two week collection period

 Canned food drives are permitted – items must be non-
perishable
 Food Pantry

 Book drives are permitted – items cannot be text books 

 Toy drives are permitted – items must be new and 
unwrapped 

 Clothing drives are permitted – items must be new/clean.  
Please use gloves and trash bags when going through the 
collection bins

https://www.downstate.edu/education-training/student-services/student-center/food-pantry.html


HOW TO REQUEST ADDITIONAL FUNDING

 All councils send out an email advertising their next 
meeting…
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Additional Funding Request
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GIFTS/HONORARIA FOR PRESENTERS

 You may gift a presenter an item up to a value of $45

 No gift cards to non-Downstate presenters

 Med, SOHP, and University Councils will review 
speaker honoraria requests on a case-by-case basis 
up to $300/event.

 Must plan this in advance, no retroactive funding will be given 
to clubs

 The speaker must be requesting the honoraria 

 Can’t pay SUNY Employees
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Conference Funding

 This is not part of your annual budget request

 Must submit separate budget request to the council(s) from 
who you are requesting funding before the conference

 CANNOT retroactively ask for funding for conferences

 Talk to departments on campus or fundraise

 Example – LMSA received funding for their national conference 
from the Office of Diversity and Inclusion

 Other clubs have done fundraising to off-set the costs

 Each Council/Department has different restrictions on 
what the funding can/can’t be used for

 See the specific council guidelines for more information
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OFF-CAMPUS EVENTS

 All Off-Campus events need to be approved by the 
Office of Student Life (OSL)

 Please fill out the Off-Campus Event Request Form

 All approvals are case by case
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FSA PAYMENT PROCESS
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 FSA Payment Form must be used. Exception: Café 101 Catering 

Form and the Soda Form is used in lieu of the payment form.
 Obtain blank Payment Forms from the FSA forms webpage which assures most current form version.

 Submit TYPED Payment Form (not hand written) with all necessary information including council 
name, account number/account title. Attach all supporting documentation, including the original 
receipts, event advertisements and the attendance sheet

 Bring form to the OSL to get the authorized 
signatures
 Forms will be accepted in person or through email

 If through email it needs to be 1 packet document with everything 
attached (not 4 separate documents) and sent to Adam and Zee
 If you do not receive a confirmation please follow up

 Keep a copy of your payment form and attached 
documentation

https://www.downstate.edu/about/our-administration/finance/faculty-student-association/_documents/fsa001paymentform.pdf
mailto:adam.burgman@downstate.edu
mailto:Zainab.Akanni@downstate.edu


FSA PAYMENT PROCESS
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• Avoid reimbursements whenever possible 
• When doing a reimbursement, you must include a mailing address even if you want to pick up 

the check in person

• Plan in advance when you want to pay a vendor by check before the 
event. Checks usually require up to 2-4 weeks to process. Urgent rushes 
need to be discussed with the FSA Business Office staff

• Common payment delays are with payment forms lacking required signatures.  
All other supporting documentation must be submitted after the event

• Funds must be available in the account

• Payment forms should be submitted no later than two weeks after your 
event

• All payment forms for current fiscal year must be submitted to the FSA 
Business Office by 5/23/25

• Fiscal year ends 5/31/25
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FSA – SAF Payment Forms Instructions (link)

https://www.downstate.edu/about/our-administration/finance/faculty-student-association/_documents/saf-councils-clubs-payment-form-instructions.pdf


MC/UC ANNUAL BUDGET MEETING
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 Annual Joint Med/University Council - April 23, 2025
 This will be a Zoom meeting

 This will be the budget for June 2025 to May 2026
 Student Organization budget requests will be due the week before 

the meeting

 When you submit your budget you will sign up for a time slot

 Please log-on 10 minutes before your allotted time

 Rollover requests must be made at this meeting

 Only eligible for rollover if you do fundraising or                                                    
get grants/donations

 Other Councils will discuss their budgets 

during their council meetings



University Council Budget Process
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 2024-25 – new budget process



GET INVOLVED WITH OUR PROGRAMS!
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 Bring your organization to campus/virtual 
events to promote team-building etc.

 If you are interested in co-sponsoring an event, 
speak to Adam or Zee

 Please note we plan our events 2-3 months ahead

 Use the Student Center for meetings, programs, 
fitness, and relaxation

 Help us to know you! Stop by and say hello!



Questions
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