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Instructions: Equipment Request

This online form is a template and must be saved as a different document type before submission.  Save this as a Microsoft Word “document” ending in “.doc” (NOT a “template” ending in “.dot”) with the name of your organization as the title of the document.  To complete this form, use the “tab” key to access each answer box.  The request will not be considered unless this form is complete.

Requesting Organization Information

Organization Name (no abbreviations):
     
Name of person who prepared this form:
     
Preparer’s e-mail:
     


Preparer’s Phone:

     
Organization President:
     
Organization President’s e-mail:
     
Organization’s Treasurer/Financial Manager:
     
Treasurer’s e-mail:
     
Organization’s Campus Advisor:
     
Campus Advisor’s e-mail:
     
(The president, treasurer/financial manager, and advisor of the group must confirm their endorsement of this request via e-mail to the Appropriations Committee Advisor before it will be reviewed by the Student Senate Appropriations Committee.)

Funding Purpose (Equipment Purchases)

Current number of members in your organization:

     
Briefly describe the purpose of your organization:

No more than 1000 characters.
Please provide an itemized budget for the line items requested on the Reserve Request Budget Worksheet (found below):

Example

	Budget Code
	Enter specific title of budget code
	Item(s)
	Cost
	Quantity
	Total

	3105
	Supplies - Administrative
	Binders
	5.00
	3
	15.00

	 
	 
	 
	 
	Total
	15.00

	Budget Code
	Enter specific title of budget code
	Item(s)
	Cost
	Quantity
	Total

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	 
	 
	 
	 
	  Total
	     


Please provide rationale for the requested items above by expanding on the purpose for which the items are required:

No more than 2500 characters.
Where will this equipment be stored?

No more than 1000 characters.
Who will have access to this equipment’s storage location?

No more than 1000 characters.
Reserve Request Budget Worksheet

ORGANIZATION REVENUE SUMMARY (not including activity support listed previously):

	1
	
	Membership Dues Per Person
	     

	2
	
	Total Expected Revenue from membership dues
	     

	3
	
	Total Expected Revenue from other fundraising activities
	     

	4
	
	Total Expected Revenue from activity ticket sales
	     

	5
	
	Total Expected Revenue from advertising sales
	     


ACTIVITY EXPENSE SUMMARY

(a list of GVSU Budget Codes can be accessed through www.studentlife.gvsu.edu)

	
	Budget

Code
	Enter specific title of budget code
	Total Cost for Activity
	Amount Requested
	SSAC Approved
	GA

Approved

	7
	     
	     
	     
	     
	     
	     

	8
	     
	     
	     
	     
	     
	     


	9
	     
	     
	     
	     
	     
	     

	10
	     
	     
	     
	     
	     
	     

	11
	     
	     
	     
	     
	     
	     

	12
	
	Totals
	     
	     
	     
	     


For Student Senate Use Only

	Date presented to General Assembly for referral to committee
	     

	Date heard by Appropriations Committee
	     

	Date committee recommendation reviewed by Student Senate
	     

	Total allocation approved by Senate
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