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SPRING 2014 Budget Hearing Checklist

· Read Budget Memo & Sign Student Organization Budget Information Acknowledgement

· Fill out Budget Form

· Fill out Philanthropic Event Form

· Fill out Student Organization Information Form

· Submit hard copy of all forms to the SBA Cubicle by 5:00pm on January 24, 2014
· Submit electronic copy of Budget Form and Philanthropic Event Form to Patti Wilson at cwsl.sba.chairman@gmail.com  by January 24, 2014 at 5:00 pm.
 Memorandum

TO:

Student Organizations

FROM:
Student Bar Association (SBA) 

DATE:

January 15, 2014
RE:

SBA Budget & Allocation Policies and Procedures SPRING 2014

This memorandum is to update student organizations and their officers on the SBA budget and allocation policies and procedures.  If you have any questions, please do not hesitate to contact SBA Board Chairwoman Patti Wilson at cwsl.sba.chairman@gmail.com.

Budget Hearing

Each organization will have the opportunity to present its proposed schedule of activities and budget for the trimester to the SBA Board of Representatives (BOR).  
Budget Hearing Preparations:

To prepare for the Budget Hearing, each organization must: 
1. Contact Michelle Abi Najm in the Business Office at mad@cwsl.edu or call (619) 525-7068 to obtain the organization’s Dues Account balance; 
2. Review the organization’s budget from last trimester and last year (this might require contacting the prior treasurer or responsible officer); 
3. Prepare the organization's budget for the trimester including an explanation for why the organization is requesting the specific amounts of money within the budget; 
4. Rank the organization's events (i.e., 1 = most important, 2 = second most important, and so on); 
· Review past attendance records in order to forecast future attendance and budget.
· How will attendance this trimester compare to last trimester? 
· How many new enrollees does the organization expect versus how many members will graduate?
· What events did the organization do last trimester and year; how do those events compare to this trimester and year?
In making its decision on the SBA Budget Allocation, the BOR may consider the following factors:

· The size of the Organization;
· The Organization's finances including: dues account; fundraising; donations; national support; etc.;
· The number of events the Organization is planning and how the Organization has ranked them; 
· The planned event's impact on the school;
· Whether or not the Organization used previously allotted SBA funding.
Finally, please keep a copy of the Budget Allocation Request Form for the organization’s own references! 
Budget Hearing Information:

The Budget Hearing will take place on January 29, 2014 beginning at 7:00 pm.  

· The BOR will assign a 6-minute time slot to allow each organization requesting funds an opportunity to discuss its budget and to answer any questions the BOR may have. Each organization will be allowed to ask questions of the BOR concerning the budget and the budget process.
· Please send a representative who is knowledgeable about the organization's budget proposal and planned events. A knowledgeable representative is one who participated in the preparation of the proposal. At least one member of the organization's board must be present at the Budget Hearing.
· If the organization misses the Budget Hearing time slot, the organization will jeopardize its requested funding as it will not be able to fully explain its budget. 
Budget Allocation Requests

Budget Allocation Request Form

Each organization requesting funds must submit a hard copy of the Budget Allocation Request Form to the SBA cubicle, located in the Student Organizations Room in the basement of the 350 Building, by January 24, 2014 at 6:30 pm.
Additionally, each organization requesting funds must submit an electronic copy of the Budget Allocation Request Form to cwsl.sba.chairman@gmail.com by the aforementioned date. 

Completing Budget Allocation Request Form:

Please list ALL events for the trimester in as much detail as possible.

· Specific dates should be set for each activity. Please remember that dates may be changed, but plans to set up an event are not sufficient for purposes of the Budget Allocation process. 
· The BOR cannot allocate funds for any Philanthropic Events. 
· Fundraisers:  Bill Healy, Director of Development is a good resource for student orgs to go to about fundraising events.  Contact him at:  WHealy@cwsl.edu 
Each organization may include in its planned schedule of events and budget: 

· Up to three (3) Speaker Events per trimester:

· Name(s) of speaker(s) should be listed on the Form; 

· Honorariums (gifts purchased for the guest speaker) are limited to $25 per Speaker Event; 

· No honorarium may be given to a California Western School of Law professor. 

· Up to two (2) General Interest Meeting;
· Note: It is within the BOR’s discretion and depending upon the actual SBA Budget whether to allocate funds to only one or two general interest meeting. 

· Up to three (3) Social Events and/or Mixers:

· At least two (2) student organizations and/or professional organizations must participate and sponsor the function to receive SBA funds. The BOR will cross-check budget request forms to verify all student organizations have budgeted for the social event. A student organization may jeopardize fund allocation for its social events if the BOR cannot verify at least two organizations will participate.
***Please use the provided example Budget Allocation Request Form as a reference.***

· General Events Requirements: 

· All events must be open to all students. 

· All events must be advertised to all students through signs, displays or other announcements in one or more of the following locations:  the first or second floor of the 350 Building, the Student & Diversity Services Online Weekly Calendar (e-mail Monique Taylor at mtaylor@cwsl.edu by 2:00pm on Fridays), email distribution, etc. 
Philanthropy Requirement

Each student organization must submit a Philanthropic Memorandum.  

The Philanthropic Memorandum must contain: 

· A description of the philanthropic activity the organization plans to do during the upcoming semester; and 
· A description of the philanthropic event last completed by the organization.  This section of the Philanthropic Memorandum must be completed even if the organization was not active on campus during the previous trimester.
· The description of the philanthropic event should include such items as the number of members who participated, the amount raised or number of items donated, any feedback from the beneficiary concerning the student organization's involvement, etc.
· If the organization is a new organization to the CWSL campus, please note the inactivity in the section for the post-philanthropic report.
Each organization must submit the Philanthropic Memorandum to the Chairperson's hanging file folder in the SBA cubicle, located in the Student Organizations Room in the basement of the 350 Building, by January 24, 2014 at 6:30 pm.
Philanthropic Memorandum

Student Organization:

______________________________________________________

Proposed Philanthropic Event:

Name/Title of Event:

______________________________________________

Date of Event:


______________________________________________________

Detailed Description of Event: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Philanthropic Event Completed Last Trimester:

Name/Title of Event:

______________________________________________

Date Event Occurred:

______________________________________________________

Detailed Description of Event (include number of members who participated, total amount collected, etc): 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

  

Name of President: 

____________________________________

Signature of President:
____________________________________

Date:



____________________________________

Student Organization Information Form

Fall 2013

Organization Name: 

__________________________________________

President: 


__________________________________________


Phone No.:

__________________________________________


Preferred E-mail:
__________________________________________

Vice President:

__________________________________________


Phone No.:

__________________________________________

Preferred E-mail:
__________________________________________

Secretary:


__________________________________________


Phone No.:

__________________________________________


Preferred E-mail:
__________________________________________

Treasurer:


__________________________________________


Phone No.:

__________________________________________


Preferred E-mail:
__________________________________________

Other Officers:

__________________________________________


Phone No.:

__________________________________________


Preferred E-mail:
__________________________________________





__________________________________________


Phone No.:

__________________________________________


Preferred E-mail:
__________________________________________

Number of Dues Paying Members from last trimester or year:  __________

Average attendance at events last trimester or year: 



Membership Dues (Per Member Per Trimester/Year):  __________

Dues Account Balance (Obtained from Business Office): __________

Locker Number: ___________   Cubicle number: __________

Student Organization Budget Information Acknowledgement

SPRING 2014
Organization Name: ____________________________________________________________

I have read and understand the Memorandum regarding the SBA Budget & Allocation Policies and Procedures, and agree to abide by the guidelines and procedures throughout the Budget Request and Allocation process.  Furthermore, I have read and understand the SBA Funds Primer and Alcohol Policies regarding the use of SBA funds and agree to abide by such procedures and policies as well.

_______________________________________
____________________________________

Name of Officer 




Position in Organization (Pres. or Tres.)

_______________________________________
____________________________________

Signature of Officer 




Date 


