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Student Activity Fee Accounts Office 

New Request for Funds Form Guide 
 

 

This guide will assist you in completing the Student Activity Fee Accounts Office’s NEW Request for 

Funds form.  If you have any questions, please contact us at studente@nova.edu. 

 

The new Request for Funds (RFF) form features brand new enhancements that will allow students to 

complete their payment/reimbursement requests more effectively and efficiently.  The new form 

establishes automated approval flows to the Student Organization Advisor, Backup Advisor, and the 

Student Affairs Marketing Team.  The new Request for Funds form will be launched Monday, April 27th 

and the old Request for Funds form will still be in use but phased out by the last day to submit requests 

to our Office for this fiscal year, June 15th.   

 

New enhancements include: 

• Connecting to the NSU Active Directory for name and email lookup 

• Ability to add multiple attachments 

• Approval/denial buttons for Advisors and Student Affairs Marketing 
 

Advisors:  It is your responsibility to review the RFF request and the supporting documentation.  Once 

reviewed, you will then have the ability to click the ‘Approve’ or ‘Deny’ button at the bottom of the 

email.   

 

Backup Advisors:  It is your responsibility when the Advisor is absent, to review the RFF request and the 

supporting documentation.  Once reviewed, you will then have the ability to click the ‘Approve’ or 

‘Deny’ button at the bottom of the email.   

 

The Student Affairs Marketing Team will receive confirmation of the request when 

marketing/advertising items will be used.  They will review and approve the request. 

 

When the ‘Approve/Deny’ button is clicked, the student requester and the Student Activity Fee 

Accounts Office will be notified of the Request for Funds status.  If denied, you will be prompted to 

provide denied reasoning/comments. 

 

  

https://apps.powerapps.com/play/f11133b9-ec8e-4cdd-bbcd-7669780dc33f?tenantId=2c2b2d31-2e3e-4df1-b571-fb37c042ff1b
https://apps.powerapps.com/play/f11133b9-ec8e-4cdd-bbcd-7669780dc33f?tenantId=2c2b2d31-2e3e-4df1-b571-fb37c042ff1b
mailto:studente@nova.edu
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Select ‘Yes’ if paying a Vendor/       

Non-NSU individual. 

Begin typing and 

select the NSU 

student, faculty, 

and/or staff Payee. 

Enter the Payees mailing address.  

If the Payee has direct deposit-

ACH established, the payment 

should be sent via direct deposit. 

NOTE: NSU students, faculty, and 

staff can setup direct deposit by 

completing the direct deposit-

ACH form found on the Student 

Activity Fee Website. 

 

https://www.nova.edu/studentfeeacct/forms/index.html
https://www.nova.edu/studentfeeacct/forms/index.html
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Enter the breakdown where 

funds should be deducted 

from the Student Organization 

Account Statement.  The Fund 

breakdown must total the 

amount in Fund Total. 

 

 

 

Select your College Affiliation 

from the dropdown box. 

 

Preparer does NOT have 

to be the Treasurer. 

 

Begin typing and 

select your Advisors 

email ending in 

“@nova.edu”. 
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ALL receipts MUST 

belong to the 

Payee in Section 1. 

Attach the proof, designs, and/or artwork shown 

on the product and the Student Affairs Marketing 

Team will review for approval.  Payments for 

these items will NOT be processed without the 

Student Affairs Marketing Team approval.  

Select ‘Yes’ if you are 

purchasing marketing, print 

materials, promotional, 

and/or recognition items. 

Click ‘Submit’ and you will be re-

directed to the confirmation page. 
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Keep this RFF # 

This is your confirmation # 


