DIRECTIONS TO SUBMIT YOUR DePauw Student Government BUDGET:

1. Title this document: YourOrganization’sName_Spring2013_Budget. 
2. Copy and Paste the text below and fill in your organization’s budget information. Add events in the SAME format as necessary.
3. Please use the worksheet for Usual Expenses Guidelines (at the end of this document) of what the allocations board usually funds for certain expenses, be ready to explain any numbers that are over the guidelines for these services. 
4. Email to DSG_allocations@depauw.edu to submit your budget. 
5. Budgets due: Sunday November 18th by 11:59PM to DSG_allocations@depauw.edu
----------------------------------------------------------------------------------------------------------------------------

(ORGANIZATION NAME)
Spring 2013 Budget

Student Contact #1 - (preferably organization’s President)
Student Contact #2 - (preferably organization’s Treasurer)

Account Number - (Contact Amy Cherry in the Cash Receipts Office in the Administration building if you do not have this)
Total Amount of $ in Account - ($ Currently Left in Account)
Total Amount of Remaining Expenses - ($)
· (Remaining Event X) - ($ for event X)
· (Remaining Expense Y) - ($ for event Y)

TOTAL AMOUNT REQUESTING - ($) 

PRIORITY #1: ALL CAMPUS EVENTS

1. Event #1
	Brief Description of Event. 
		Breakdown of Expenses:
			Expense #1 				($)
			Expense #2				($)
				Subtotal			($)
2. Event #2 
Brief Description of Event. 
		Breakdown of Expenses:
			Expense #1 				($)
			Expense #2				($)
				Subtotal			($)

	SUBTOTAL for PRIORITY #1: 			($)

PRIORITY #2: CO-SPONSORSHIPS

The way co-sponsorships are formatted will be changing this semester. Instead of each organization including a break down of costs, the leading organization, will list the breakdown of expenses for the event on their budget. Co-Sponsoring organizations will still acknowledge the event in their budget but only list the title of the event and the monetary contribution. Look below for an example:

1. Co-Sponsored Event #1 - LEADING
	Brief Description of Event. 
		Breakdown of Expenses:
			Expense #1				($)
			Expense #2				($)
				Subtotal			($)

		List of Co-Sponsors: 
			Co-Sponsor #1: 			($)
			Co-Sponsor #2: 			($)
			Co-Sponsor #3: 			($)

2. Co-Sponsored Event #2 - SUPPORTING
				Contribution:		($)

	SUBTOTAL for PRIORITY #2: 			($)

PRIORITY #3: OPERATIONAL/INTERNAL EVENTS

1. Internal Event #1
Brief Description of Event. 
		Breakdown of Expenses:
			Expense #1 				($)
			Expense #2				($)
				Subtotal			($)

2. Operational Expense 
	Brief Description of Expense and why needed. 
		Breakdown of Expense:
			First Part of Expense		($)
			Second Part of Expense		($)
				Subtotal 			($)

	SUBTOTAL for PRIORITY #3: 			($)


TOTALS:

	SUBTOTAL for PRIORITY #1: 			($)
SUBTOTAL for PRIORITY #2: 			+($)
SUBTOTAL for PRIORITY #3: 			+($)
ROLLOVER 						-($)
REMAINING EXPENSES: 				+($)

TOTAL AMOUNT REQUESTING 		($)

----------------------------------------------------------------------------------------------------------------------------

Usual Expenses Guidelines

A couple of important items to consider when formulating a budget are:

· The Allocations Board is more likely to fund an event in which costs are broken down than those with general guesstimates. Find and request exact prices as much as possible.
· If there are costs that are outside these guidelines go ahead and request them but be ready to explain them.
· We encourage you to bring paperwork that supports your higher cost items to your allocations meeting (this is not mandatory).
· The Student Activity fee is not to be used to fund giveaways.
· Registration and dues costs are only partially funded for organizations that are open to all students. Closed organizations must pay their own fees of this sort.
· Only costs that are central to events will be funded if funds are available.


General Guidelines listed below:
1 Policy on Gasoline - The Allocations Board will only fund for gasoline expenses one way.
a Trip to Indianapolis: $15-20
b Trip to Bloomington: $15-20
c Trip to Chicago: $25-30
2 Room at the Inn at DePauw: $99
3 Projector & Screen: $65
4 Pizza: $10/box
5 Utensils & Plates: $20
6 DJ: $100-250
7 Advertisements:
a Fliers for event <100 attendees: $20
b Fliers for event >100 attendees: $30
c Sheet (for sheet sign): $5
d Paint (for sheet sign): $6
e Chalk: $6
8 Decorations are given last priority and should not exceed $100.



