2010 Spring Supplemental Budget Request Instructions

REMEMBER: If you are NOT requesting restricted funding in addition to what you have already been allocated, you DO NOT need to complete this packet. You will automatically be allocated your previously-approved funding (as per your Budget Award Letter from the fall). 
The forms referenced in these instructions are included in this packet. Please note that all allocated but unspent supplemental funds will revert back to the SBA, and the SBA will redistribute those funds in next year's fall semester budget process.  
Step 1

Check the Budget Award Letter you received last semester to determine how much spring funding the SBA has already allocated to your group.  Also remember that all general student groups in good standing will automatically receive $175 in Operating Funds.
Step 2

Determine your group’s supplemental funding needs for the 2010 spring semester.  Make a list of all your planned activities, and estimate the cost of each activity, itemizing each component of the activity.

Step 3

Based on the “Treasury Policies and Procedures” from the Budget Packet you received last semester, is there anything on the list you made in Step 2 that the SBA explicitly does not fund (e.g. gifts, fundraising activities, etc.)?  If so, remove it from the list.

Step 4

List all the activities for which you are requesting additional Restricted Funds on the Itemized Supplemental Request Form.  In the “Item Number” column, number the items sequentially.

Where an activity has several components (e.g., you’re planning a year-end party which requires food, renting tables and chairs, and hiring entertainment), you should list each component as a separate item.  This benefits you – since money is limited, it allows the Budget Committee to fund part of an activity, as opposed to denying funding for the entire activity.

Put the amount you’re requesting for the item in the “Amount Requested” column.  Do not put anything in the “Amount Allocated” column.

Feel free to attach additional documentation explaining or supporting your request, including descriptions of events or research used in estimating costs.  Additional documentation is not required – supply it at your own discretion (for big requests, this is your chance to prove that you are not padding your budget).

If you need additional Itemized Request Forms, make copies.  Total each page individually, and ensure the total on the Budget Request Form represents the total of all Itemized Request Forms.

Also, please prioritize the Budget Request Form so that item #1 is the event that your group most wants funded and the last event on the list is the one of least importance to your group.  This does not imply that your group will not be awarded funding for all events, but rather it helps the Budget Committee allocate a very restricted budget.
If any of the events are co-sponsored by another student group, then that information should be disclosed in the Budget Request packet and explain on an Itemized Request Form which should include information such as a description of the event, the total expected costs, the budget requests of each group involved, the names of the groups involved, and any other pertinent information.
Step 5
Complete the Spring 2010 Supplemental Budget Request Form.  Put the total from the Itemized Request Form(s) on the line next to “Total Spring Supplemental Request.”  Also note your original spring allocation (from Step 1) of restricted funds (do not include operating funds) on the line next to “Original Spring Allocation.”  DO NOT add the amounts together; the original allocation is solely for the Budget Committee’s reference.

Step 6
This is important:  If your group received, or expects to receive, funding from any other source such as USGA funding, Annual Fund grants, or others for any activity, you must include a statement with your request disclosing the source, amount, and purpose of the funding.  This includes credit-bearing activities for which a group is requesting funding from the law school administration.
Step 7
Prepare your packet.  Make sure to include each of the following, as appropriate:
· Spring 2010 Supplemental Budget Request Form

· Spring 2010 Itemized Supplemental Request Form

· Additional documentation supporting Itemized Request Form (optional)

· Disclosure of funding from outside sources (if appropriate)

Step 8
Make 10 copies of the entire packet.  Turn them in to the SBA mailbox by 11:59 P.M. on Wednesday, January 20, 2010.  Please put them in an envelope or use a clip to make sure they stay together.
Step 9
Email Aaron Besser (abess001@umaryland.edu) with a cc: to Leah Bartled (lbart002@umaryland.edu) by 11:59 P.M. on Wednesday , January 20, 2010 if your group would like to be assigned a 10-minute time slot to present your proposals before the Budget Committee. You may include any time-preferences/restrictions which will be honored wherever possible. Your group will be assigned a 10-minute time slot on Saturday, January 23, 2010 between 10:00 am and 1:00 pm.
The Supplemental Budget Award Letters will be distributed by Tuesday, January 26, 2010.  

SPRING 2010 SUPPLEMENTAL BUDGET REQUEST FORM

DATE:  

GROUP NAME: 

COMPLETED BY:                                                           

TITLE:  

DOES YOUR GROUP RECEIVE, OR EXPECT TO RECEIVE, FUNDING FROM ANY OUTSIDE SOURCE?  If so, you must include a statement disclosing the source, amount, and purpose of this funding.





Y             N  

DOES YOUR GROUP WISH TO BE ASSIGNED A 10-MINUTE PRESENTATION SLOT ON SATURDAY JANUARY 23, 2010?                            Y ______ N ______

	
	
	
	
	
	

	ORGANIZATIONAL INFORMATION

	
	
	
	
	
	

	NAMES, TITLES & E-MAIL ADDRESSES OF OFFICERS

	
	
	
	
	
	

	Title
	Name
	E-Mail Address

	
	
	

	
	
	

	
	
	

	
	
	


Phone Number of President and Treasurer ___________________________________________
	BUDGET REQUEST SUMMARY

	
	
	
	
	
	

	ORIGINAL SPRING ALLOCATION
	$
	(from your original Budget Award Letter)

	TOTAL SPRING SUPPLEMENTAL REQUEST
	$
	(from attached Spring Itemized Request form)


	ITEMIZED SUPPLEMENTAL REQUEST FORM

	SPRING 2010 SEMESTER

	
	GROUP NAME:
	
	

	
	
	
	
	
	This column for SBA use only

	ITEM NUMBER
	DESCRIPTION
	AMOUNT REQUESTED
	AMOUNT ALLOCATED

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL SPRING SUPPLEMENTAL REQUEST
	
	














NOTE: This packet contains information relating to the SBA Supplemental Budget Process.  Failure to follow the instructions may result in denials of supplemental budget requests.
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