Sample Special Budget Requests 
Prepared by David LeBoeuf 
Grants Committee Chair

DLeBoeuf@clarku.edu 
Budget Request that is not approved by the Grants Committee
Time Started: 3/12/2009 10:43:30 AM

Completed: 3/12/2009 10:48:01 AM

Elapsed Time: 00:04:31 (HH:MM:SS) 

Your Name:

Joe Momma

Your Clark Email:

JMomma@clarku.edu
Your Cell Phone Number:

555-555-5555

Student Group:

Dance Party Association 

Name of the Event or Activity:

Dance Party

Date of the Event or Activity:

3/13/09 The student submitted the request one day prior to the event. It would be impossible for the Grants Committee to even consider this request. In order to properly file a request it should be submitted four weeks in advance (unless there are special circumstances). After the Grants Committee hears the request on Thursday it takes until the following Wednesday for Council to allocate the amount.  This particular request will not even be heard because of the proximity to the deadline. 
Expected Attendance:

10 The attendance should be as open to as many students as possible and be proportional to the money requested. $1,000 is extremely high for an event that is only hosting 10 people. 
Place to be Held:

The Grind

Budget Breakdown:

We are requesting $1,000 to put on our event This is not a full breakdown. The budget should be itemized (For example, $250 for DJ, $500 decorations, etc). 
Have you cosponsored with any groups?  

No Co-Sponsorship is a standard the Grants Committee considers. It is highly suggested that all groups seek to collaborate with others. If there are reasons why this is impossible, the group has not explained. The Grants Committee can help facilitate co-sponsorship and can direct students to resources available if they are having difficulty connecting to the right people.   
Have you sought outside funding?:

No

What is your organization’s current budget?:

It is all being used This is not an acceptable answer. The group should specify exactly what the budget is and then explain its usage. 
Have you registered this event/activity with Student Leadership & Programming?:

Not yet Groups should always talk to the Office of Student Leadership and Programming before registering an event 
Will the funds requested be used to purchase equipment?:

No

Total Amount Requested:

$1,000

In case your food expenses exceed 25% of the total amount requested, would you like to apply for a waiver? 

Yes There is no explanation as to why the committee should give a waiver, thus making this difficult for the committee to judge. If someone is applying for a 25% waiver on food it must be for a legitimate reason in which food is a central part of the activity.  
Will your activity take place less than four weeks from the date of the submission(two Wednesdays after the request is allocated)? 

Yes There is no explanation as to why the committee should give a waiver, thus making this difficult for the committee to judge. There must be extreme circumstances as to why a group is applying for a four week waiver, and these waivers can only be issued if the request is submitted 2 weeks prior to the event. 
Would you consider your application eligible for the Activism Fund? 

No

Budget Request that is approved by the Grants Committee
Time Started: 3/12/2009 11:06:41 AM

Completed: 3/12/2009 11:27:44 AM

Elapsed Time: 00:21:03 (HH:MM:SS) 

Your Name:

Joe Momma

Your Clark Email:

JMomma@clarku.edu
Your Cell Phone Number:

555-555-5555

Student Group:

Dance Party Association

Name of the Event or Activity:

Hip-Hop for Hunger

Date of the Event or Activity:

04/17/09

Expected Attendance:

100

Who is allowed to attend (students, staff, faculty, public, etc.)?:

Students, Staff, faculty, and the public

What attempts have you made to publicize the event?:

We have made posters, started a facebook group, campus wide mail, and have a slide in the Cafeteria The fact that the group has made multiple attempts at publicity shows that they are working and have planned this event well in advance. 
Place to be Held:

Atwood

Budget Breakdown:

$500- Lights and Sound Equipment

$250- DJ

$60- Curry Printing

$150- Set and Design

The budget is broken down concisely to show exactly what every dollar is going to be used for. 
Have you cosponsored with any groups?  

Yes we are currently working with DCU, SPOC, CHOICES, SASA, and Hip Hop Collabo. Each are contributing $50 We are still in talks with STAND, TOPICS but they are running low on their budgets so they have pledged only volunteers. The group is very honest with exactly who they have approached and what they are receiving from each. They have confirmed the amount they are receiving from each, making it easier for the Grants Committee to  get a picture of the funds the event has available. 
Have you sought outside funding?:

No

What is your organization’s current budget?:

$500. We are using $250 for this event and the rest was used last semester Thourough explanation of the group’s funds. 
Have you registered this event/activity with Student Leadership & Programming?:

Yes

Will the funds requested be used to purchase equipment?:

No

Additional Information:

This is a show to benefit local food banks in Worcester. It is a hip-hop dance performance that also highlights hunger issues and wants students to get involved in the local community. 

Total Amount Requested:

$460  This is an amount that accurately reflects what is needed by the group.  The Grants Committee is less likely to approve requests that clubs put in that are higher than needed in hopes of getting less. It is always best to request an amount that is closer to what is needed. 
In case your food expenses exceed 25% of the total amount requested, would you like to apply for a waiver? 

No

Will your activity take place less than four weeks from the date of the submission(two Wednesdays after the request is allocated)? 

No

Would you consider your application eligible for the Activism Fund? 

Yes

If you consider your application eligible for the activism fund, please explain.

Yes seeing as the activism fund is allowed to be used for off campus advocacy and on campus advocacy of local charities we feel we are eligible. We are going to donate any money or food items we take in to local shelters including Jeremiah's Inn and the PIP. The group provides an adequate explanation as to why this qualifies under the activism fund. 
