BUDGET GUIDELINE & CHECKLIST


	ITEM 1

 FORMCHECKBOX 
 COVER PAGE
· Mission Statement

· Officer Roster

· Organization Name

· Organization Logo


	ITEM 6

 FORMCHECKBOX 
 BUDGET ALLOCATION REQUEST

      FORM
· Submit this form for each event that your are requesting SGA funds.

· If you are cosponsoring an event, the co-sponsor form and the budget request should be completed by the managing organization.  On the budget request form stipulate that your organization is expecting to co-sponsor with another organization(s).  

The EVENT TOTAL SUMMARY SHEET will calculate itself

	ITEM 2

 FORMCHECKBOX 
 Outside Disclosure Form
	ITEM 7

 FORMCHECKBOX 
  SGA FEEDBACK FORM
The budget process is lengthy.  However, with your suggestions we hope to create a budget that benefits all the students on campus.

	ITEM 3

 FORMCHECKBOX 
 CALENDAR OF EVENTS

      Supply SGA with the events planned in winter 2005 for your organization.  Remember all these events must be registered on the calendar at www.sald.nova.edu!
	MISC 1

 FORMCHECKBOX 
  EVENT REGISTRATION

      OUTLINE
· All your organization events information should be registered by August and January.  For events not listed on the budget, the events must be registered 10 business days before the event online at www.sald.nova.edu



	ITEM 4

 FORMCHECKBOX 
  CO-SPONSOR EVENT FORM
Only the managing organization need submit this form
	MISC 2

 FORMCHECKBOX 
  PROGRAM EVALUATION FORM
This form must be completed and submitted with “Request for Funds Form, by organization, at least 10 days after event with receipts.

	ITEM 5

 FORMCHECKBOX 
  INCOME AND EXPENSE SUMMARY
· NEW! Must disclose balances in Off-campus accounts and/or office cash boxes.

· Income lines items would be dues, fundraising, sponsor donations, etc.

Expense items would include: supplies, decorations, food, awards, rental, t-shirts, copy, photo development, advertising anything you plan to spend.
	· SUBMIT 20 COPIES TO THE OFFICE OF STUDENT ACTIVITIES AND LEADERSHIP DEVELOPMENT, NO LATER THAN THURSDAY, MAY 5, 2005, BY 5:00pm.




THE COPIER IN STUDENT ACTIVITIES WILL NOT BE USED TO MAKE COPIES OF BUDGET PACKETS!!!! 
