SBA CONFERENCE BUDGET REQUEST (2011-12)

Before Submission PLEASE READ:

Before submitting this request, student organizations should refer to the SBA Student Organization Manual for more information on how requests are processed. Estimated Allocation of Costs: 25% Student Organization + 25% SBA* + 50% Deans**

This form must be dropped off at the SBA Office or put into Andrew Le’s folder behind the sidebar. If this form is left in the student folder, please give notice to the treasurer by sending an email to lea@seattleu.edu.

FOR SBA FUNDS:

· Requests must be made TWO WEEKS prior to the conference to Andrew Le, SBA Treasurer.  Failure to do so may result in a reduced SBA contribution.  Funds will NOT be approved after the fact.

· The SBA will generally provide funding for up to two students to attend a conference through a recognized SBA Student Organization.  (SBA Funds $150 per person)*

· The SBA does not provide a per-diem amount for food expenses.  It is up to the sponsoring student organization, at their discretion, to provide funding for food expenses.  

· If your request is granted, your organization is required to write an article describing the event and submit it to the Prolific Reporter.

HOW THE BUDGET COMMITTEE WORKS:

· The SBA Budget Committee reviews all requests. After review, the Budget Committee will recommend an amount to the SBA for a vote, which may be greater than, less than, or equal to the amount requested.

· The Budget Committee evaluates the following factors: (1) organization’s contribution to conference; (2) how the conference increases the visibility of the law school; (3) what steps the students will take to benefit other students with the information learned at the conference, (4) level of advanced planning; and (5) the amount of additional funds that the SBA has already given to the organization.

FOR DEAN’S FUNDS**:

· If an organization is seeking funding from the Deans, then that request and approval will be obtained after an SBA request is submitted.  Generally, the Deans will match all of the funds raised including the funds approved by the SBA, up to a total of $750 per organization per year. The Dean’s office will reimburse per diem costs.

Name of Organization:




Organization President:  

Date of the Conference:




Estimated Number of Attendees:

Is this an annual Conference?  



If so, how much money was given last year?  

Please  provide a brief description of the conference/event: 

Student Contact Person for Event (with email address)

Estimated Costs (note:  final reimbursement will be based on actual cost):




Amount


Description


Registration fee













Transportation













Hotel














Other














Request from SBA:          



Signature of Organization President: 







Signature of Organization Treasurer: 







	SBA USE ONLY:                                                                           DEAN USE ONLY:

Recommendation  of the Budget Committee:                             Dean Approval for Funds:

Date of Budget Committee Review:                                             Dean Signature:

SBA Treasurer Signature:

SBA Vice-President Signature:

SBA Council Vote:




DATE SUBMITTED:                      










