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Completing SGA Budget Allocation Workbooks for FY12
Getting the Workbook
FY12 SGA Budget Allocation Workbooks are posted on each organization’s Campus Pulse site under Documents.  Each workbook is unique to that organization, since it contains historical budget and expenditure data for that group.  Workbooks are prepared in advance for each group that applied for an SGA budget last year.  If your group did not apply last year and there is no workbook posted, and your group is eligible for a budget (see Funding Guide for eligibility criteria), email the SGA Ways & Means Committee Chair at sga.chairwm@stuaf.umass.edu to request a workbook. Allow enough time for the Committee to prepare the workbook and for you to complete it before the due date.
The workbook is an Excel file in the 97-2003 version, and needs to be kept in that format.  If you are using the newer Excel 2007, make sure you save the file as a 2003 workbook with the extension .xls, not xlsx or xlsm.  Also, please use the same file name that it comes with when you send it to the SGA.

Completing the Workbook
The workbook is organized into five pages, represented by tabs at the bottom of the workbook: General Info, Revenue Account, Fee Account, Budget Worksheet, and FY12 Payroll.  The Payroll sheet is generally not applicable to RSO’s (the SGA usually limits funding for hourly positions to agencies and student government; requests for lump-sum payments for coaches, student dj’s, etc. should use the Budget Worksheet).  
Basic rules to filling out the workbook:

ONLY ENTER DATA INTO THE YELLOW areas or in cell comments!  Other cells may contain formulas that will be changed if you enter data into them, and your request could be adversely affected. If you believe there is an error with any of the data, please check with the Center for Student Development business staff and bring it to the committee's attention in writing with your request.
When entering text in text boxes rather than individual cells, you can keep writing beyond the visible borders of the box.  The Committee can scroll through or resize the box (by dragging the borders) to read all the information, but do not resize the text boxes yourself!  Doing so will cover up other information the Committee needs to see.
You can attach additional text to a cell by adding Comments (right-click on a cell and select Insert Comment).  By default Comments are hidden, but a red triangle in the corner of the cell lets the Committee know there is information to read.  You can right-click on the cell again and pick Show Comment to have it displayed on the sheet, but this will clutter up the sheet for the Committee and cover other information.  Leave all Comments hidden before sending the file.

There are six steps to filling out the workbook, and they should be done in the following order (also numbered in the workbook):

1. RSO Information (General Info tab):  Basic information concerning the membership, contact information, your group's definition of membership, and mission statement. When considering the amount of your request, keep in mind that all allocations are made in accordance with the definition of your group's activities by your RSO's mission statement and constitution.

2. Activities Information (General Info tab): Basic information about past activities and future plans and goals.  The Committee will use this information to assess requests based on the criteria listed in the Funding Guide.
IMPORTANT:  In the last textbox (“Is there any other information about your RSO/activities that you would like to provide?”). The Committee would like to answer the following question which was inadvertently left out of the workbook:  If Ways & Means is unable to fund your entire request, what are the highest priorities for funding in your request?
3. Project this year’s revenue account activity (Revenue Acct tab):  This section serves as a record of all the money your group has earned or spent outside of SGA allocations.  You will need to project your total revenue and expenditures for this year, and year-to-date data through December of this year is there to guide you.  The FY11 Projected Total column is the only data you need to fill in on this page.  Do not enter data in the subtotal rows!  These are calculated automatically.
4. Project this year’s fee account activity (Fee Acct tab):  This section contains all the allocations that you have received from the Student Government Association, which includes annual allocations from the Ways and Means Committee as well as emergency allocations from the Finance Committee, for the last several years. Expenditures through December have been listed for you, and you will need to project your total expenditures for the year.  The FY11 Projected Total column is the only data you need to fill in on this page.
5. Plan next year’s budget (Budget Worksheet tab):  RSO’s will need to use this page to create their overall budget for next year, based on projected revenues and expenses on a program-by-program basis (program can be an event, series of events, or other categories that make sense in planning a group’s activities).  This sheet initially assumes that the entire budget is funded in your revenue account from revenue projections for next year and the ending balance you are projecting to carry over from this year.  The ending balance in the Total Column will indicate the shortfall that would need to be met by the SGA or other funding sources to fully fund the budget.
There are five columns visible for specific programs or events, plus five additional columns that can be used if needed by clicking on the + button at top margin of the worksheet.  The first column, Administrative Essentials, should be used for basic costs needed to run the organization irrespective of individual events.
It is strongly recommended that you add Comments to numbers entered in the Budget Worksheet if it is not obvious from the category description what the expenses are for and why it would be important to the RSO.  

6. Determine SGA request (Budget Worksheet tab): Once a total group budget is developed, you will then be asked to specify which parts of the budget you are asking the SGA to fund; the balance of the budget will need to be funded from the group’s revenue account.  For example, if you are budgeting $1000 for a program and asking for $300 from the SGA in your fee account, $700 will need to come from your revenue account.
The SGA request column will be carried over via formulas to the Fee Account tab, but will first go through a crosswalk (the blue area in the Budget Worksheet) to group the numbers into the University accounting categories used in the Fee Account tab and on University account statements.  The categories in the Budget Worksheet are more descriptive and detailed, and should make planning the budget easier.
