
  REGISTERED STUDENT ORGANIZATION BUDGET BOARD
SMALL GRANT PROGRAM
The Registered Student Organization Budget Board’s (RSO BB) small grant program provides financial support for approved activities and programs of registered student organizations.  The Board funds only those programs and activities, which meet established policies and procedures, governed by the Student Budget Board and the Commission on Student Affairs.  Please review the Funding Guidelines before preparing your request.  Keep in mind:

1.
Student organizations requesting funding for an event should be sponsoring an activity on- campus, which will be of significant interest to students.  Normally no admission charge is required and the event MUST be open to the general student body.  Off-campus travel for conferences and competition is reviewed on a case-by-case basis.  Review the Funding Guidelines for specifics.
2.
Your student organization must be registered with Student Centers and Activities by the end of the fourth (4th) week of the Fall semester in order to request funding in the Fall semester.  
3.
A Registered Student Organization can request a maximum of $2500 per fiscal year per student 

organization, through the Small Grant Program.  The fiscal year runs from July 1 to June 30.  
4.
Requests must be submitted a minimum of 3 weeks (21 Calendar days) prior to needing funding for the planned activity.  If the activity is an event, which must be approved, approval should be sought prior to the RSO Budget Board’s review of the request.  Consult the Event Planning Office (221 Squires) to determine if your event needs to be approved.  The board meets during the Fall and Spring semester and meets on an as needed basis.    Typically the board meets beginning the third week of classes through the week prior to the last day of classes.  
5.
Your electronic EXCEL FORMAT Small Grant Request will be reviewed by the budget board and if it is found to be sufficiently documented the board can choose to make a decision on your request and notify you by e-mail.  If the board requests to meet with the organization or the organization requests a budget meeting, the contact people listed on the request will be sent an e-mail to schedule the meeting date, time, and location of the budget meeting.  This meeting will allow the board to ask questions to organization leaders to discuss the specific plan and financial details of the funding request. Be prepared to discuss how financial figures and bring cost estimates to provide support related to how costs were derived.  
6.
A hearing can be automatically requested by the organization by checking “YES” regarding a request for hearing on the form.  
7.
The Small Grant may only be used for expenses, which are approved by the Board as presented in the request and as approved by the board.  Funds are distributed on a reimbursement or direct pay invoice basis.  Receipts for approved expenditures must be submitted to the Student Organization Accounting Office (319 Squires) no later than 30 days after the event date.  After that time funds will revert to the Board for redistribution.  If there are changes to your needs after the hearing, a reallocation can be requested and must be submitted and approved, by the board, prior to the event.  Retroactive funding or reallocation approval will not be granted after an event has occurred or the items have been purchased.
8.
After your request has been decided, by the board, you will receive an e-mail notifying you of the decision
and providing the amount funded, by line item, and if any amount was denied an explanation will be provided.

9.
A representative will need to meet with a staff member within 2 weeks of the approval so that she can explain information relating to spending the approved funds including restrictions and documentation required.  These sessions will be offered weekly.  Failure to attend will forfeit funding.
10.
A sample small grant request is on the back of this document.  While requests may vary dependent 

upon the type of event, all requests must include the information headers in the sample.  
Submit small grant electronic requests to stuact@vt.edu
To download the Small Grant Form go to: http://www.uusa.vt.edu/studentActivities/studentBudgetBoard.php

PLEASE SUBMIT IN EXCEL DOCUMENT FORMAT ONLY
Questions may be directed to:

Steve Burrell, Assistant Director of Student Organizations, RSO Budget Board Chair
225 Squires, 231-5725, stuact@vt.edu please also cc: burrells@vt.edu
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SAMPLE RSO BUDGET BOARD SMALL GRANT REQUEST
ORGANIZATION:
Student Events Programming Committee
DESCRIPTION OF EVENT:  Showing an independent film titled “Freshmen 101” about what to expect as a first year student as told from the perspective of senior students.   After the showing there will be a panel discussion about the film.  The panel members will share their thoughts and then the floor will be opened to the audience for reaction and discussion.  The panel will consist of students, alumni and administrators.  The goal is to address the myths and realities of the first year experience on a University campus.  We anticipate about 150 people will attend.  
DATE PLACE TIME:  September 6, 2007 – Colonial Hall, Squires Student Center - 8 PM

ADVERTISING:
Flyers in the residence halls, C T ad, and listservs

REQUEST FOR FUNDS:

              

Itemized Costs for the Event

RSO BB Request (round to nearest $)

1/8 pg ad CT              

1 x $106.38 =   $106.38
$107
Flyers  (A1 Copies)   

200 x  .06 =   
$12.00

$12

Poster Board 


3 x   2.80  =
$8.40

$9
Fact Sheets  


200 x  .06  =
$ 12.00
$12
AV Techs

2 x $9.50/hr x 3 hr =
$57.00

$57
Microphone


5 x $3 =
$3.00

$15

Movie Rights


1 x $200 = 
$200

$0  
  
Give Away items

20 x   5.30 =
$106.00
$0___    

Total

           
$504.78
$442
According to funding guidelines, the Board does not fund give away items, we have not requested funding from the board for this line item.  The filmmaker has waived the fee for movie rights for us to show this at Virginia Tech.  We can bring the letter or provide an electronic copy if the board needs to see that.  The quotes for Flyers, Poster Board and Fact Sheets are from A1 Copies.  We will use the poster board for a display in the Squires Display case the week of the event.  The Fact Sheets 
Are a resource provided by the filmmaker that highlight the myths and facts shown in the film.  We are also getting information brochures from the Cook Counseling Center and the Schiffert Health Center.  We have been given permission to utilize all of these materials.  A staff member from the Cook Counseling Center will be one of the panel members.

Our organization requests a hearing before the RSO BB  
Yes   

No 

If Yes is checked the you will receive an e-mail of the Date/Time/Location of your hearing.

If No is checked the board will review the request electronically and notify you of a decision.  
However, if the board feels they need more information they may request to meet with you before making a decision.
ORGANIZATION

Marco Duprey, Treasurer      or    Karin Bly, President

CONTACT:


1212 S. Main


      34 Lee Street #3D






Blacksburg, VA 24060
      Blacksburg, VA 24060






992–3456, marco@vt.edu
      456–2229, kbly@vt.edu

FACULTY ADVISOR:
Daniel Day





2345 Hokie Hall





231-1111, dday@vt.edu







