Budget Request - Fiscal Year 2004-2005
Organization:__ ____________
Equipment Purchases:

	
	Item
	Cost of Item

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	


Activities and Events:

	
	Event
	Cost of Event

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	


Total Budget Request:___________________________

Faculty/Staff Advisor:
_______________

President (or equivalent):
______________________

Treasurer (or equivalent):______________________

EQUIPMENT PURCHASES - FY 2003/04

Organization:_______________________________

1st Item:_______________________
Cost of 1st Item:_______________

Justification:

This is where you give the Finance Committee a detailed explanation of the 1st Item in paragraph form. Please let the Finance Committee know the important things, such as 1) what the 1st Item is, 2) if you have any of those Items already, and 3) why you need the 1st Item.

Storage:

This is where you tell the Finance Committee where you will put the 1st Item when it is not in use. A sentence will suffice.

Price Quotation:

This is where you tell the Finance Committee how you arrived at the cost of the 1st Item.  Please list at least two places you have checked, if possible, and have information like a phone number (or email/web address) and a contact person so that the Committee may look into these prices.

Please copy this form for every equipment purchase you intend to make. This does not mean that it must be done for every item, but for every type of item (e.g. ten pairs of ice skates should be listed as one item with a cost of 10 times the Cost of one Pair, so long as each pair costs the same amount).

ACTIVITIES AND EVENTS - FY 2003/04

Organization:_______________________________
1st Event:_____________________
Cost of 1st Event:______________

Description:

This is where you tell the Finance Committee as much about your event as possible. Please do this in paragraph form. Information that the Committee would appreciate includes such things as 1) the location of the event, 2) the planned date of the event, 3) the event’s co-sponsors (if any), 4) what one does at the event (is it a concert/dance/feast/rave/etc.?), and 5) the history of the event (is it a tradition?). 

Costs:

This is where you give, in as much detail as possible, what expenditures you must make to have this event. This includes items that are event specific; please do not list items used for specific events under “Equipment.” Please include, in paragraph form, from where you obtained price quotations (name, phone/email, and location of vendors/lecturers/performers). Then please break down the cost for the event in list form, as follows.

	
	Event Requirement
	Costs

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	
	Total Event Cost
	


Please copy this form, including the Event Requirement Table, for every event you intend to hold.  When computing the cost of transportation, please remember to use the least expensive method in your estimate.  When computing food costs, please compare between vendors (two or three estimates is fine).
INVENTORY LIST - FY 2003/04

Organization:_______________________________

Please list all items/equipment/etc. your organization is in possession of through purchases or donations.

	
	Item/Equipment/etc.
	Storage Place

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	

	11.
	
	

	12.
	
	

	13.
	
	

	14.
	
	

	15.
	
	

	16.
	
	

	17.
	
	

	18.
	
	

	19.
	
	

	20.
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