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Budget Request Packet
Student Government Association (SGA), McKendree University

Purpose of SGA Funding
SGA budget funds are designed to support need-based projects that provide educational and developmental opportunities for McKendree University students. These funds are allocated annually from the Student Activities Fee and are available to all Registered Student Organizations (RSOs).
Because funds are limited:
· Not all requests will be approved.
· Approved requests may not be fully funded.
· Signatures must be physical, not digital.
Organizations are strongly encouraged to conduct fundraising efforts prior to submitting a request. RSOs that do not demonstrate fundraising efforts may be denied funding. It is also not recommended that organizations apply for funding multiple times within a single semester.

Submission & Review Process
· Deadline: Budget requests must be submitted by 12:00 p.m. (noon) on the Monday prior to the Finance Committee meeting.
· Submission Location: SGA mailbox, Student Affairs Office, First Floor, Clark Hall, or sga@mckendree.edu.
· Review: Applications are reviewed by the SGA Finance Committee. In the absence of said committee, the SGA General Assembly will provide review and decision.
· Meeting: The SGA Treasurer will contact the organization to schedule a meeting with the reviewing body.
· Notification: Following the meeting, the SGA Treasurer will notify the organization of the funding decision.

Post-Event Financial Accountability
After allocated funds have been spent, the organization must submit copies of all receipts, invoices, and proof of purchase to the SGA Treasurer or place them in the SGA mailbox.
Failure to provide proper documentation may result in: Fines, Freezing of organizational assets, Revocation of recognized status, Requirement to repay funds, or Ineligibility for future SGA funding.


Organization Information
	Official RSO Name:  

	Mission Statement:  

	Primary Student Contact Name:  

	Phone Number:  

	Email Address:  

	RSO President’s Name:

	RSO President’s Signature:  
	Date: 

	Faculty Advisor Name:  

	Faculty Advisor Signature:
	Date:


Financial Background
	Organization Account Number:  10-#-####-###-XXXXX-1

	Current Balance in Organization Account:  $

	Accounts Signature (Tara Peters):   
	Date:

	Annual Organization Budget: $

	Additional Accounts Supporting This Project (if any):
(List each account name and balance each on a separate line)

	· 

	· 

	· 

	· 



Organizational Overview
	Reason for Application:  

	Years Active:  

	Number of Current Members:  

	Number of Members Involved in this Project:  

	Organization Officers:
· President’s Name:
· Vice President:
· Treasurer: 
· Secretary: 



Project Description
	Describe the purpose, mission, and typical activities of your organization:  


	Describe the specific reason funding is being requested:  


	What does your organization hope to gain from this project/activity?  


	How will this project benefit the McKendree University campus community?  




Budget Summary
	Total Project Budget
	$0.00

	Funds Raised / Grants Secured
	$0.00

	Amount Requested from SGA
	$0.00



The following summary  of expenses should come from the totals calculated on the Itemized Budget Details page.
	Expense Category
	Amount ($)

	Equipment
	$0.00

	Supplies
	$0.00

	Registration
	$0.00

	Dues & Fees
	$0.00

	Postage
	$0.00

	Printing
	$0.00

	Travel
	$0.00

	Hotel
	$0.00

	Other
	$0.00


Itemized Budget Details
Purpose of the Itemized Budget
The Itemized Budget Details section is used to clearly explain how SGA funds will be spent if your request is approved. This breakdown allows the appropriate committee to evaluate whether requested expenses are reasonable, appropriate, and aligned with the purpose of SGA funding.  Duplicate or add to this section as makes sense.
When completing this section:
· List only expenses directly connected to the proposed event, activity, or project.
· Provide specific item descriptions rather than general categories whenever possible.
· Use realistic, researched cost estimates (quotes, prior invoices, or published rates are strongly encouraged).
· Ensure that the total of all itemized costs aligns with the Total Project Budget and Amount Requested from SGA listed earlier in this packet.
SGA funding is intended to supplement organizational efforts; not replace them. Requests that demonstrate thoughtful planning, cost awareness, and shared financial responsibility are more likely to be favorably reviewed.
Equipment – Intended for long-term use by the organization
	Item:  
	Cost: $

	Item:  
	Cost: $

	Item:  
	Cost: $


Supplies - Intended for short-term or one-time use
	Item:  
	Cost: $

	Item:  
	Cost: $

	Item:  
	Cost: $


Registration Fees
	Event Name:   
	Event Location:

	Cost per Person: $  
	# of Persons:  
	Total Cost: $


Dues and Fees
	Organization Collecting Dues:  

	Cost per Person: $  
	# of Persons:  
	Total Cost: $


Travel
	Mode of Travel (circle one): Plane / Train / Bus / Automobile

	Cost per Person: $  
	# of Persons:  
	Total Cost: $

	Rental Car Cost: $
	Gas Cost: $ 
	


Hotel
	Hotel Name:  

	Hotel Address:

	Hotel Phone and/or Email:

	Cost per Room: $  
	# of Rooms:  
	# of Nights:
	Total Cost: $
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