2007-2008
Requests for SBA Funding

Procedures:
1. Research alternative options for funding. While SBA aims to help out student organizations whenever possible, our budget is limited. Ask the deans for funding and hold fundraisers. Organize an activity in which your organization can help raise part of the money need (such as a bake sale). DO NOT underestimate the effectiveness of such fundraisers – some recent bake sales have raised $300-400.

2. Make out a plan briefly describing your event/activity and roughly estimating the various expenditures. Answer the 5 Ws (Who, What, When, Where, Why) and explaining who the event or activity will benefit.

3. Submit your request to SBA Treasurer Steph Fier (stephaniefier@virginia.edu) including the following: a breakdown of expected expenses for the event/activity, the total amount of money you are asking for, and a copy of your organization’s budget for the year.

4. An SBA subcommittee, consisting of the Treasurer, the Fundraising Chair, and 3-5 other members of SBA, will review your request and present their recommendation to SBA at large.

5. You will be asked to attend an SBA meeting to discuss your request. Meetings are currently Mondays at noon in WB 114 but the Treasurer will confirm with you when you will attend.

6. Please submit the request at least TWO WEEKS before your funding is necessary. We will do our best to accommodate last minute requests since we understand these things often happen at the last minute, but cannot guarantee we will have the chance to consider your request if it is not submitted at least two weeks ahead of time.

7. Please be advised that for most expenses you will still need to have a member of your organization pay for the event and SBA will reimburse you; simply fill out the “SBA Expense Reimbursement Form” and turn it in to Steph Fier’s mailbox with the relevant receipts. The exception would be if you have a contract or invoice in advance and SBA can send a check directly to the vendor. SBA will not write a check directly to your organization in advance. In the event you do not use the entire amount SBA grants, you will be reimbursed only for the amount actually spent.

If you have any questions, please e-mail Steph Fier at stephaniefier@virginia.edu.

