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SBA EVENT BUDGET REQUEST FORM (2016-17)

Before Submission PLEASE READ:

Before submitting this request, student organizations should refer to the SBA Student Organization Manual for more information on how requests are processed. Estimated allocation of costs: 50% SBA* + $100 Deans** + Remainder from Student Organization. This form must be dropped off at the SBA Office or put into Kon Petrov’s folder behind the Sidebar. If this form is left in the student folder, please give notice to the treasurer by sending an email to Kon Petrov (petrovk@seattleu.edu).
FOR SBA FUNDS:

· Requests must be made by the Friday prior to the SBA meeting to Aaron Dobruck, SBA Treasurer.  Failure to do so may result in a reduced SBA contribution.  Funds will NOT be approved after the fact.

· The SBA will generally provide funding equal to 50% of cost, not to exceed $300, of the event.*

· If it is a social event, then it must be open to ALL students.

· SBA Funds may not be used to purchase alcohol. If alcohol is served at events, food must be served as well. University policy mandates the total dollar amount spent on alcohol may not exceed dollar amount spent on food.
· IMPORTANT:  If your request is granted, in order to receive your reimbursement your organization MUST:

· Advertise in the Prolific Reporter and on the Sullivan Docket

· Write an brief (~200 words) article describing the event and submit to the Prolific Reporter  

HOW BUDGET COMMITTEE WORKS:

· The SBA Budget Committee reviews all requests. After review, the Budget Committee will recommend an amount to the SBA for a vote, which may be greater, less than or equal to the amount requested.

· The Budget Committee evaluates the following factors: (1) organization’s contribution to event; (2) how the event increases the visibility of the law school; (3) level of advanced planning; (4) organization’s participation in the community and at the school; (5) the importance of the event; (6) and the amount of additional funds that the SBA has already given to the organization.

FOR DEAN’S FUNDS**:

· If an organization is seeking additional funding from the Deans, then that request and approval must be obtained before an SBA request is submitted. As a general matter, the Deans do not fund individual student organization events.

Name of Organization: 




President of Organization:
Date of the Event:




Estimated Number of Attendees:
Is this an annual event?  



Contact Person for Event (with email address):

Please describe the event in detail: (who will be invited, how will you be advertising the event, why the event is taking place, who the proceeds will go to, where will event take place, etc.)

Please list all sources of funding: (ticket sales, fundraising event, Career Services, Deans, donations, etc.)                   
Total Cost of the Event: (please include ALL costs even if funds are not being requested, but put a * next to items that do not need funding)
Amount of Funds Requested*:  


Current Balance of Organization’s Account

*ALL EXPENDITURES MUST BE PROVEN BY ORIGINAL RECEIPTS OR PROOF OF PAYMENT

Please outline how the money you are requesting will be allocated:




Amount


Description


Food














Non-Alcoholic Bev.










                 

Alcoholic* Bev.













Other














*The SBA generally does not provide funding for alcohol; however, exceptions may be made.  If you have requested funds for alcoholic beverages, be prepared to explain why you feel the event should qualify for an exception.  

Signature of Organization President:
​_______________________________________
Signature of Organization Treasurer:
​_______________________________________
	SBA USE ONLY:                                                                           DEAN USE ONLY:

Recommendation  of the Budget Committee:                             Dean Approval for Funds:

Date of Budget Committee Review:                                             Dean Signature:

SBA Treasurer Signature:

SBA Vice-President Signature:

SBA Council Vote:




DATE SUBMITTED:                      










