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Instructions for requesting funds from SGA

If you are requesting money before a trip/event:
· Complete the proposal.
(If you want money for a trip/event during the academic year, fill out the proposal for Non-Allotted.  If you want money for a trip/event during the summer, fill out the proposal for Summer Conference.)
· Print a copy of the proposal for your records.
(An expense report will also be part of the proposal, but that will be turned in after your trip/event.)
· E-mail the proposal to the SGA Treasurer.
· Come to the meeting at which your proposal will be voted upon.
(You will be notified of the date by e-mail.  You must be present when SGA votes on your proposal.)
· Once you have been approved, the lower section of the funds request form must be signed by you, the Treasurer or President of SGA and a representative from Student Affairs.
(It’s best to do this right after the meeting.)
· Turn in this form to the Director of Student Activities. You have two weeks to turn this in or the money will return to the Non-Allotted Fund.
(This form will then be processed and you should have your funds within approximately 2 weeks.)
· After your trip, you have one week to fill out the expense report and return it to the Director of Student Activities.
· Make your presentation to the student body or to SGA within 2 weeks after return of the event.
If you are requesting after a trip/event:
· Complete the proposal AND expense report.
(If you want money for a trip/event during the academic year, fill out the proposal for Non-Allotted.  If you want money for a trip/event during the summer, fill out the proposal for Summer Conference.)
· Print a copy of the proposal and expense report for your records.
· E-mail the proposal to the SGA Treasurer.
· Come to the meeting at which your proposal will be voted upon.
(You will be notified of the date by e-mail.  You must be present when SGA votes on your proposal.)
· Once you have been approved, you must fill out the funds request form and have it signed by the Treasurer or President of SGA.
(It’s best to do this right after the meeting.)
· Turn in this form, the expense report, AND your receipts to Director of Student Activities in Student Affairs.
(This form will then be processed and you should have your funds within approximately 2 weeks.)
· Make your presentation to the student body or to SGA within 2 weeks after being granted the money.
SGA Fund Request Proposal

What are you applying as? Circle one: INDIVIDUAL 
         GROUP

ORGANIZATION

	Name: 

	Date: 

	Group/Organization Representative:


	Phone Number:
	Alternate Representative and Phone:



	Name of Event: 

	Date of Event: 


	Location of Event: 



	Reason for Event:  



	Who is involved:

Name

Faculty Sponsor: 

	Telephone Number:


	E-mail Address:



	Fundraising has been attempted: (please circle)                     Yes
	No  (if no, please attach an explanation): 



	Benefits to the student body: 

Fundraising Activity: 
Description: 


Cost of and Amount Requested for Event

	Itemized Description of Expenses to be Covered by Participants

	Purpose:


	Amount:

$

	Per Capita:

$


	Total Expenses to be Covered by Participants:$

	Total Amount Per Capita:$


	Itemized Description of Requested Funds



	Purpose:

Registration Fee 
Hotel

Gas

4 Meals
	Amount:


	Per Capita:



	Total Amount Requested: 

	Total Amount Per Capita:


	Total cost of event= Total expenses covered by participant(s)+ Total  amount requested 

                               = 

	***Total Number of COMMITTED participants: 



This portion is to be filled out by the SGA Executive Board and representative from Student Affairs.
………………………………………………………………………………………………………………………………………
	Total amount requested: 


	$

	Total amount awarded: 


	$


Signatures:


        Representative



    Student Affairs 


             SGA Exec.

