PROJECT PLANNING – STEP 3: The Budget

PLEASE NOTE: Using catalogs and/or visiting local stores, submit a list of items you will need to purchase or order and their approximated cost.  List all of these items on the Projected Budget Form and submit to it to your executive officer  for approval.  Fill out any of the appropriate forms listed below in a timely manner.  Your proposed budget MUST be received and approved by your executive officer & advisor before any purchases can be made.

TREASURY FORMS

CASH ADVANCE FORM  

· Use this form to obtain cash to make purchases for your project or to secure a cash box for your event.

· Under MOST circumstances, a cash advance will be limited to $75.00 or less.

· You must return all receipts and/or remaining cash to your chairperson or executive officer.  Otherwise you are responsible for reimbursing the council’s treasury.

· Your executive officer must have a notice of at least THREE SCHOOL DAYS.

CREDIT CARD REQUEST FORM

· Use this form to have Mr. Eberhard or Mr .Carlson make a purchase using the school’s credit card for purchases that are between $25.00-500.00  (Make sure you INLCUDE the shipping in your cost estimate -  the order can NOT exceed $500 total!)

· These requests need to be made at least TEN SCHOOL DAYS in advance.

· All credit card requests must go through your executive office to the advisor.

· We will NOT pay for express shipping due to a committee’s poor planning.

PURCHASE ORDER FORM

· Use this form for purchases that are greater than $500.00
· Supply the complete name, address, and FAX number for the company on the form.

· Orders from catalogs MUST include the form on the back of this form.

· Your committee chairperson and executive officer must have a notice of at least ONE MONTH.

REIMBURSEMENT FORM

· Use this form to reimburse a student or parent for expenses they made on behalf of your project.

· You ABSOLUTELY MUST have the ORIGINAL receipt attached to this form in order to receive a reimbursement.

· The executive officer must have a notice of at least TEN SCHOOL DAYS.

· Checks are only written on Wednesdays and all requests must be into the school bookkeeper the Tuesday morning before.

DEPOSIT FORM

· Use this form to deposit money collected from your project.
· A minimum of two students from your committee needs to sort and count the money.  Both students need to sign the deposit form.
· This form and all monies need to be submitted to your executive officer within THREE SCHOOL DAYS of your event being completed.
CONTINUES ON BACKSIDE (
Projected Expense Report
	Project Name
	

	Project Date
	

	Chairperson
	

	Budgeted Amount
	$


	Quantity
	Item Description
	Name of Catalog or Store
	Catalog Page #
	Catalog Item Number
	Cost 

Per Item
	Total Cost

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL PROJECTED EXPENSES
	


	Project Name
	

	Project Date
	

	Chairperson
	


STOP!  DO NOT GO ANY FURTHER!

· The remainder of the form is to be completed by your Executive Officer and/or Advisor

· Do NOT make any expenditure until you receive approval of this form.  

· If any expenditure is made before this form is approved, you run the risk of NOT being reimbursed and/or owing the council the cost of the unauthorized expenditure.

PROPOSED BUDGET – STEP 3

· Your budget is NOT approved, please see your executive officer or advisor

Reason(s) ….

	


· Your budget is approved with the following adjustments…

	


· Your budget is approved at written


Date: 

Executive Officer’s Signature: 


Advisor’s Signature: 











St. Clair High Student Council
Step #3 – Project Budget
Updated 8/25/2008

