Student Governing Board

2010 – 2011 BUDGET PACKET
DUE DATE: Friday April 9th, 2010
Deliver electronically to columbia.sgb@gmail.com
BUDGET REQUEST INFORMATION:  

(THERE ARE SEVEN PAGEs of instructIons and forms IN THIS BUDGET PACKEt(
 a completed BUDGET request packet includes:
· BUDGET packet coversheet 

· Budget STATEMENT (Not included in packet) – Please provide us with a brief run-down of your group’s 2009-10 activities and organizational goals. Please include steps your group took to meet the goals outlined in the SGB Sustainability Pledge (if any), available on the About page of the SGB website.  We would also like to receive comment on last year’s allocation.

· BUDGET SummaRY sheet – Summarize all events for which your group seeks an allocation.

· BUDGET DeTAIL sheet (bds) – Explain in detail all projected income and expenditures for each projected/planned event.  In other words, one BDS must be completed for every event you plan to hold next year. Make copies of this form if needed.

· List of events held last year (2009- 2010) – A simple list would suffice. An approximate dollar-amount spent on each event will help us more accurately assess your needs this year. 

· group constitution

SGB BUDGET/APPEAL GUIDELINES: 

The following SGB BUDGET GUIDELINES have been agreed upon by the student councils and the SGB.
1. Determining Initial Allocation:

a. Newly recognized organizations are on a trial basis over the period of their first two semesters.  As such, they will  receive an initial allocation not exceeding $350 for their first two semesters, and can apply for a full budget after that. 

b. The SGB will consider petitions to exceed this limit on a case by case basis. 

2. Dances / Cultural Shows / Any Large Party:

a. Any dance/party that does not have a component of humanitarian, religion, activism, or politics must cover its own expenses (i.e. income – expenses = 0). YOU MUST BREAK EVEN! 

3. Conferences / Tournaments / Trips:

a. The SGB (within reason) will try to subsidize registration fees. 

b. At most $25 per person of all travel expenses will be subsidized, unless the nature of the group precludes such a limitation being imposed. 

  4. Charity Events:

a. Organizations that hold a charity event must cover the expenses of that event, before giving money to the charity of their choice, unless that event has a significant benefit to student life that is independent from the charity goal.

b. Groups can only donate to charities out of revenue.

5. Policies on Non-CU and Non-CU Undergraduate Guests:   

a. The admission prices for non-CU students and non-CU undergraduates should reflect the per-capita net costs of their participation in the programming open to them. 

6. Publications:  

a. All publications should come out at least one week before the last day of the academic year. 

b. All publications must pay for at least 1/3 of their total costs for putting out an issue. 

7. T-shirts & Uniforms:

a. Sorry, the SGB will not fund T-shirts, unless a compelling reason is given in a co-sponsorship request. 

b. If clothing items are passed on from year to year, they will be considered equipment and are fundable. 

8. Summer Programming:

a. No part of the Allocation can be used for summer events.  Orientation is not considered a Summer Event. 

9. Speakers:

a. The SGB will not subsidize a speaker’s honorarium unless confirmed.  The SGB will also not pay for the speaker’s travel, lodging, or food costs even if he or she is confirmed. 

10. Contests and Tournaments:

a. All awards for contests and tournaments should be paid for from the profits generated by said event. 

11. Study Breaks & Flyers:

a. $2 per study break attendee is a reasonable food expenditure. 

b. $25 is the maximum expenditure for flyers for a single event. 

c. At most, $10 will be allocated for dinners.

IMPORTANT:  Even if you justify every expense, follow these guidelines to the letter, and plan to hold each event/program you list, there is no guarantee that your group would receive the amount requested. SGB’s allocation to individual groups depends heavily on the funding we collect from the councils. 

Please contact your Rep-At-Large, SGB Treasurer, or sgb@columbia.edu if you have any questions. The ‘Guide to Funding’ document on our website lists standards that we base our allocations on. We are glad to answer questions & help you fill out these budget packets!

BUDGET COVER SHEET: 

	ORGANIZATION NAME:

	ACCOUNT NUMBER: 

	2009-10 CHAIR/PRESIDENT NAME(S) and SCHOOL & YR:

	Phone:                                                              E-Mail:

	2009-10 TREASURER NAME and SCHOOL & YR:

	Phone:                                                              E-Mail:

	2010-11 CHAIR/PRESIDENT NAME(S) and SCHOOL & YR:

	Phone:                                                              E-Mail:

	2010-11 TREASURER NAME and SCHOOL & YR:

	Phone:                                                              E-Mail:

	GROUP E-MAIL & WEBSITE:  


ALLOCATION:
ORGANIZATION’S BUDGET REQUEST FOR 2010 – 2011 (fill in $ amount): 



SGB RECOMMENDED ALLOCATION (to be filled in by your SGB Rep-At-Large): 


CENSUS INFORMATION: A member is defined as someone who would identify your group as an extracurricular activity / commitment (not your entire email list-serv!). Your best estimate will do. 
	School
	Number of Students

	Columbia College
	 

	SEAS
	 

	Barnard College
	 

	General Studies
	 

	UTS/JTS
	 

	Graduate
	 

	TOTAL
	 


BUDGET SUMMARY SHEET: 

Complete the BUDGET SUMMARY sheet to summarize all your events/programs for the year.
	ORGANIZATION NAME:

	PROGRAM TITLES:
	 
	 
	 
	 
	 
	 
	LINE TOTAL

	INCOME
	Income
	Income
	Income
	Income
	Income
	Income
	INCOME

	Ticket Sales
	 
	 
	 
	 
	 
	 
	 

	Co-Sponsorships 
	 
	 
	 
	 
	 
	 
	 

	Advertisement Sales
	 
	 
	 
	 
	 
	 
	 

	 Total Generated Income:
	 
	 
	 
	 
	 
	 
	 

	EXPENSES
	Expenses
	Expenses
	Expenses
	Expenses
	Expenses
	Expenses
	EXPENSES

	Entertainment (Speaker, DJ, Etc.)
	 
	 
	 
	 
	 
	 
	 

	Room Rental
	 
	 
	 
	 
	 
	 
	 

	Facilities
	 
	 
	 
	 
	 
	 
	 

	AV/Technical
	 
	 
	 
	 
	 
	 
	 

	Supervision
	 
	 
	 
	 
	 
	 
	 

	Food & Catering and Accessories
	 
	 
	 
	 
	 
	 
	 

	Travel & Auto Rental
	 
	 
	 
	 
	 
	 
	 

	Advertising
	 
	 
	 
	 
	 
	 
	 

	Printing
	 
	 
	 
	 
	 
	 
	 

	Postage
	 
	 
	 
	 
	 
	 
	 

	Religious Purchases
	 
	 
	 
	 
	 
	 
	 

	Maintenance Cost for “Space” and Equipment
	 
	 
	 
	 
	 
	 
	 

	License and/or Fees
	 
	 
	 
	 
	 
	 
	 

	Conference
	 
	 
	 
	 
	 
	 
	 

	Computer Related
	 
	 
	 
	 
	 
	 
	 

	Miscellaneous and Other
	 
	 
	 
	 
	 
	 
	 

	Co-Sponsorships/
Donations
	 
	 
	 
	 
	 
	 
	 

	Total Expenses:

	
	
	 
	 
	 
	 
	 

	NET EXPENSES

	
	
	 
	 
	 
	 
	 

	TOTAL SGB BUDGET REQUEST (add up all net expenses)

	 



BUDGET DETAIL SHEET:

Complete a budget detail sheet for each event that your group would like to hold. Please provide explicit explanations of your income and expenses for each event. 
	ORGANIZATION NAME:

	EVENT NAME:  


	PROJECTED DATE OF EVENT:
	PROJECTED UNDERGRAD ATTENDANCE:

	Event description or comments about the event (such as new event, yearly event which is successful, hasn’t worked in years past because of a lack of adequate funding, etc):

  
  

	INCOME
	AMOUNT
	DESCRIPTION OF INCOME

	Ticket Sales
	 
	(Projected attendance X Admissions Charge)

 

	Co-Sponsorships 
	 
	(specify from whom, i.e. Group/Council, Admin, Gifts)

	Co-Sponsorships 
	 
	(specify from whom, i.e. Group/Council, Admin, Gifts)

	Advertisement Sales
	 
	 

	Total Generated Income
	 
	 

	EXPENSES
	AMOUNT
	DESCRIPTION OF EXPENSES

	Entertainment (Speaker, DJ, Etc.)
	 
	 

	Room Rental
	 
	 

	Facilities
	 
	 

	AV/Technical
	 
	 

	Supervision
	 
	 

	Food & Catering and Accessories
	 
	 

	Travel & Auto Rental
	 
	(include destinations)

	Advertising
	 
	 

	Printing
	 
	 

	Postage
	 
	 

	Religious Purchases
	 
	 

	Maintenance Cost for “Space” and Equipment
	 
	 

	License and/or Fees
	 
	 

	Conference
	 
	 

	Computer Related
	 
	 

	Miscellaneous and Other
	 
	 

	Co-Sponsorships/Donations
	 
	 (name organization)

	Total Expenses:

	 
	 

	NET EXPENSES =  (amount requesting for this event)
	 
	Total Expenses - Total Generated Income = NET EXPENSES


SGB EXPANDED LIST OF EXPENSES:
Please refer to this list to correctly categorize your expenses and to write your descriptions on the budget detail sheet.  
1. ENTERTAINMENT COSTS:

a. Speaker (Honorarium)

b. Clergy/Religious Leader (Honorarium)

c. Band/DJ

d. Dance/Performance Group

e. Sports Equipment

f. Board Games/Other Games

g. Film Purchase or Rental

h. Entertainment Transportation

i. Entertainment Food

j. Entertainment Housing

2. ROOM RENTAL CHARGES:

a. Space/Room Rental Charge
3. FACILITIES CHARGES:
a. Set-Up Charges

b. Clean-Up Charges

c. Chair & Table Rentals

d. Light & Sound Charges

e. Tent

f. Grill Rental

g. Tablecloths

h. Flowers

i. Decorations

j. Plates/Silverware/Napkins

k. Other Facilities Charges 

4. AV/TECHNICAL COSTS:
a. Microphone Rental

b. TV/VCR Rental

c. Light & Sound Equipment

d. Audiophone Rental

e. Projectors (Video, Slide, Overhead, 16 mm)

f. Tape Player

g. CD Player

h. Recording Services (i.e. Audio or Video Recording)

5. SUPERVISION COSTS:

a. Building Manager (Cost/hr X no. Hrs)

b. Alcohol Procter 

c. Security Guard (Cost/guard X no. Of guards)

6. FOOD, CATERING & ACCESSORIES:
a. Alcohol

b. Study Break Food (Snacks & Soda)

c. Pizza, Sandwiches, Soda, etc

d. Banquet or Dinner

e. Shabbat Dinner

f. Iftar or other Fast Breaking Meal

g. Other Religious Meals

h. Supermarket ingredients and kitchenware

i. Cups/Plates/Utensils/Napkins, etc

j. Burners, Hotplates, Charcoal and Lighting Fluid

k. Other Food, Catering & Accessory Items

7. TRAVEL & AUTO RENTAL CHARGES (include destinations)
a. Subway or Taxi

b. Bus Rental

c. Car Rental

d. Gas, Toll, and Parking

e. Airplane Tickets

8. ADVERTISING COSTS:
a. Flyers (photocopying)

b. Flyers (printing) – specify color or white

c. Printed Posters (silver screen)

d. Spectator Ads

e. Banners

f. Phone Mail Messages

g. Invitations

h. Buttons and Pins

i. Other Advertising Costs
9. PRINTING COSTS:
a. Publication – glossy

b. Publication – plain paper

c. Publication – newspaper

d. Photography

e. Layout and/or Page Design


f. Invitations

g. Programs

h. Letterhead & other Stationary

i. Other Printing Costs
10. POSTAGE COSTS

a. Standard Delivery

b. Express Delivery

11. RELIGIOUS PURCHASES:
a. Religious Literature and Pamphlet

b. Pillows/Mats/Prayer Rugs

c. Candles and/or Incense

d. Powder Paint

e. Other Religious Purchases

12. MAINTENANCE COST FOR “SPACE” AND EQUIPMENT:
a. Office Supplies

b. Paint and Related Supplies

c. Tools & Building Supplies

13. LICENSES AND/OR FEES:
a. Liquor License

b. Membership Fees to National Organizations (please specify)

c. Subscriptions to Magazines (please specify)

d. Other Licenses and/or Fees

14. CONFERENCE COSTS:
a. Transportation

b. Registration (what is included?)

c. Hotel/Housing
d. Food
15. COMPUTER RELATED EXPENSES:
a. Purchase Computer

b. Computer Maintenance

16. MISCELLANEOUS AND OTHER EXPENSES:
a. T-Shirts

b. Gifts

c. Other Expenses Not Included Above

17. Co-Sponsorships/Donations (name organizatIONS)






1

