STUDENT BUDGET BOARDPRIVATE 

CONTINGENCY FUNDING PROGRAM
A program of contingency funding is available to those organizations that received annual funding for the current year.  The contingency funding program is designed to address unforeseen needs relating to existing or new programs arising in the course of the budget year.  The Student Budget Board schedules contingency funding hearings on an as-needed basis.  Organizations are encouraged to submit realistic and objective requests at least one month prior to the scheduled event in order to allow adequate review time.  The request must be in the format prescribed by the Student Budget Board.  Organizations’ contingency funds will be maintained in the Central Accounting Office of University Unions and Student Activities.  The Student Budget Board funds only those programs and activities that meet established policies and procedures.  The Student Budget Board Policies and Procedures are attached.

1.
Generally, a request must be submitted a minimum of thirty days prior to the planned activity.  The Student Budget Board will not fund an activity after it has transpired.  If the activity is an event that must be approved, the approval should be sought prior to the Student Budget Board’s review of the request.

2.
Your organization will be requested to make a presentation at a Student Budget Board hearing to discuss the details and finances related to your organization and the proposed activity.  Be prepared to discuss how financial figures were derived.

3.
A sample contingency request is on the back of this document.  While requests may vary with 

the type of proposed event, all requests must include the information headers in the sample.

An electronic version of the form is available to download at the following website:

http://www.uusa.vt.edu/studentActivities/studentBudgetBoard.php
Submit 14 copies of your organization’s contingency request to 

The Department of Student Activities, 319 Squires, Campus (0138)  

If you have any questions or require additional information please contact:

Monica Hunter
Student Budget Board Chair

319 Squires Student Center (0138)

231-5725

stuact@vt.edu 

OR

Elaine Quesenberry, 

Student Organizations Accounts Manager

325 Squires, (0138)
eqberry@vt.edu
To schedule an appointment with Monica Hunter, please call 231-5725
To schedule an appointment with Elaine Quesenberry, please e-mail eqberry@vt.edu
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SAMPLE

STUDENT BUDGET BOARD CONTINGENCY 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.  This is a new project not requested in Annual Funding for this year.
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:  (round to nearest $)




(If Applicable)
              


Itemized Costs for the Event

SBB Request
Annual Funding 
1/2 pg ad CT              

1 x $446.80 =   
$446.80

$447


Flyers  (A1 Copies)   

200 x  .06 =   
$12.00


$12

Poster Board 


3 x   2.80  =
$8.40


$9

Fact Sheets  


400 x  .06  =
$24.00


$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


$200  
  

Give Away items

20 x   5.30 =
$106.00

$0___    
________
Total

           
$857.20

$752

$0
FINANCIAL SUMMARY FOR THE YEAR
Savings/Current Account Balance
             

$  25.12

Income Projection for the Year



SBB annual funding 
        
       $2223.00


Generated Revenues



Member Dues


75.00



Bake Sale


45.00



T shirt Sale
         
           130.00


Total Projected Income


             $2473.00

Expense Projection for the Year


Annual funding projects

        $2200.00


Expenses paid with generated revenue




office supplies

 
23.10



refreshments (mtgs.)
 
60.00



green world buttons 
           150.00



total expenses


          
         
($2433.10)

Projected Year End Balance




   $   65.02

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





