Vassar College

Vassar Student Association


Wednesday April 2, 2008

FROM:
Jessika Wong, VSA Vice President for Finance and Jimmy Kelly, VSA Vice President for Activities

TO:     

All Organization Presidents and Treasurers

SUBJECT:    

Annual Budgeting Spring 2008
Dear Organization Presidents and Treasurers,

This letter describes the Annual Budgeting Process for Spring 2008. During this process, all organizations will request an operating budget for Fiscal Year 08/09, which covers both Fall 2008 and Spring 2009. Please be sure to read this letter carefully and adhere to all procedures outlined herein. 

To receive an allocation for the following academic year, each organization must complete the attached Annual Budget Request form. Please be sure to discuss the application with your respective executive boards; annual budgeting allocations are final. Upon submitting your completed application, you will be assigned a time slot to meet with the VSA Finance and Activities Committees. Each organization will have three minutes to discuss their request and to answer questions. Only the organization president, treasurer or an approved proxy may attend this session. 

Applications must be completed and submitted no later than Monday April 14th 5:00pm. Please fill out this form, save it as your organization’s name and submit it electronically to vsafinance@vassar.edu.

If you turn in a late and/or incomplete application, this will be taken into consideration during the allocation process. Please keep in mind that failure to submit an application will result in withholding of funds for the next academic year. At the completion of the budgeting process, each organization will be required to fill out a short evaluation survey. 

If you have any questions or concerns regarding the application or the budgeting process, please feel free to stop by during office hours or email. 

Thank you very much!

Jessika Wong ‘08




Jimmy Kelly ‘09

VSA Vice President for Finance 07–08

VSA Vice President for Activities 07-08

vsafinance@vassar.edu



vsaactivities@vassar.edu
Office Hours: 





Office Hours:

Tuesday 3-5pm




Mondays  2-3 (CC 207)
Wednesday 5-6pm




Tuesdays: 3-4PM, SARC Office
Thursday 6:15-8:15pm



Wednesdays: 5-6PM, CC207
Part I
Organization Information

Please complete this application and ensure that all contact information is correct and current

Organization Name:______________________

Organization Leaders:

	Position
	First Name
	Last Name
	Class Year
	E-Mail
	Box Number

	
	
	
	
	
	

	President
	
	
	
	
	

	
	
	
	
	
	

	Treasurer
	
	
	
	
	

	
	
	
	
	
	

	Other:
	
	
	
	

	(If filling out form)
	
	
	
	


In the space provided, please type your response (3 – 5 lines):

A. Please describe one or two notable events you have held this year

B. How many students regularly attend GB meetings? How many people are on your email list? How many people are directly involved in your organization (plan events, etc)?

Part II Allocation Request 

Please complete the following form and return with the rest of the application packet

Please keep in mind that all allocations are final
 

Please list purposes that you predominately use your VSA funding for:

Expected Sources of Income (2008/2009): 

1. Organization dues



$_______________

2. Contributions



$_______________

3. Fund Raising/ Grants


$_______________

4.   Other: (please specify) 


$_______________








$_______________

Have you ever applied to a VSA Special Purpose Fund this year? [  ] Yes  [  ] No

If yes, what for? (3-5 lines)

Please provide an outline of events your organization is planning on sponsoring/attending next year (08-09) with as MUCH detail as possible:
a. Large Events (i.e.: campus wide events or your organization’s biggest events of the year) Example: 2 Large Events - $1,500 each, total = $3,000. (Itemized and total amounts)

b. Medium/Small Events (i.e. smaller expense with a more focused attendance) Example: 10 Small Events - $50 each, total = $500 (Itemized and total)

c. What conferences does your organization plan on going to or hosting (if any)? (estimated total cost per conference and total) 

d. What speakers does your organization plan to bring to campus (if any)? (include estimated cost per speaker and the total cost)

e. Any other activities/expenditures not included in items a-d (include itemized list with expected costs and the total  cost)


Estimated Surplus/Debt at end of this year   

Summarize any remaining budget activity this year, including expenditures and fundraising (itemized):

Any other information we should have:


Amount Requested for FY 08/09  


Part III: Annual Budget Request Check List

[ ] Complete the Annual Budget Request packet and save as your organization’s name.

[ ] Submit a completed packet to the VSA Vice President for Finance (vsafinance@vassar.edu) via e-mail by 4/14/2008

[ ] Attend your interview on 4/19/08
















� Supplemental Budgeting is provided on a case by case basis, subject to the approval of the VSA Vice President for Finance and VSA Finance Committee, in the following Fall Semester





Box 727 ( 124 Raymond Avenue ( Poughkeepsie ( NY 12604-0727

EMAIL: VSA@VASSAR.EDU


