BUDGET FORM
This form is to plan out purchases for a clubs event. The form must be submitted with the event form at least 
two (2) weeks prior to event or purchase of items/agreement to pay for services

Attach more than one form if more space is required

Club/Organization Name ____________________________

Event Name ______________________________________

Event Location ____________________________________

Contact Name _____________________________________
Contact e-mail _____________________________________

	
	Item Name / Company/Performer Name
	Justification
	Amount
	For Office Use:

Account Number

	Example
	Table Cloths
	Decoration
	$20.00
	95-4600-D-M03-1-036-000-0000

	Duplication/Graphics
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	Payment to performer, speaker or for a service
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	Supplies
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    

	
	
	
	
	     -         -    -       -   -     -      -    


Food

Budgets that include food must be submitted three (3) weeks prior to the event date (regardless of type of event or purchase date.)

Who will be attending (circle all that apply): Students   Faculty   Staff   Family Members Community Members

	Caterer/Restaurant/Store
	Amount
	For Office Use:

Account Number

	
	
	     -         -    -       -   -     -      -    

	
	
	     -         -    -       -   -     -      -    

	
	
	     -         -    -       -   -     -      -    


Advisor must sign approve budget: Advisor signature __________________________________________

See reverse for the club’s required next steps and purchasing rules.

Next steps:

1. Fill out ICC Leadership agenda request form (www.saddleback.edu/asg/ActiveClubs.html) and submit to one of the ICC Executive Board members.

2. Attend next ICC Executive Board meeting at assigned time. Executive Board will review request and aid in event planning process.

3. Budget form signed by all appropriate parties will be e-mailed to club contact and club advisor. This will serve as approval to purchase items/agree to payment for services.

Shipping policy:

All items that must be delivered must be delivered to the Student Development Office (NO personal addresses):
Club Name

28000 Marguerite Pkwy (SSC 210)

Mission Viejo, CA 92692

Terms & agreements made in the ICC Executive Board meeting:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I have read and understand the terms & agreements:

___________________________
_______________________________

Club Representative Name (print)
Club Representative (signature)

ICC Approval signature of terms & agreements:

_______________________________________________________________

ICC Representative (signature)
Student Development Office

28000 Marguerite Pkwy [image: image1.wmf] SSC 210 [image: image2.wmf] Mission Viejo, CA 92692

www.saddleback.edu/asg [image: image3.wmf] scstudentdevelopment@saddleback.edu [image: image4.wmf] 949-582-4616
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