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Introduction: 
Dear Club Treasurer, 

 
On behalf of the budget committee, we welcome you to to the world of budgeting as                

a treasurer! 
  
By taking on the responsibility of treasurer, you are taking on a big role in the                

Fordham community. It is your job to help ensure that you get the funding for the events                 
within the clubs scope. This is not a responsibility to be taken lightly as, the money comes                 
from the Student Activities Fund that is subsidized by the entire student body in their tuition.                
Therefore, we ask that you keep this in mind and go about your job with dignity and gravitas. 

 
Now, the question is raised: who are we, the Budget Committee? The Budget             

Committee is a joint committee of Fordham’s Student Government and the Student Life             
Council. As the committee, we review budget appeals for funding in multiple aspects. On              
paper, we review your appeals with respect to the guidelines provided and make sure you               
are giving the Office of Student Involvement enough information to provide you with the              
money. Furthermore, we also help ensure that the events you are appealing for and the               
money you are asking for are all consistent within the values of this institution. 

 
At its heart however, we at the Budget Committee, particularly your liaison, are here              

to assist you and guide you in this process. We all want you to succeed and hopefully                 
sweeten your college experience by funding opportunities that clubs would not have            
otherwise been able to do, as well as provide those opportunities to the rest of the student                 
body. As the committee, we are here to help you. 

 
In this extensive guide, we provide to you, necessary information on how to go about               

appealing for funding. Specifically, this guide is broken down into three parts, first, a detailed               
step by step guide on how to submit your appeal through OrgSync, second, a              
comprehensive guide to backup documentation, and third, frequent issues we see in            
appeals. Please use this guide wisely and use it whenever you have questions. 

 
Budgeting, at times, can be frustrating and scary. There are many things to             

remember and keep in mind when proceeding through this process. You may have appeals              
denied and have difficulty with the process as, budgeting is a challenging task. A challenge               
that would be worth it when you and your club get a chance to go out there and exercise                   
your passions, doing what you love to do. Just remember when times are tough that the                
committee is here to help you and assist you in any way that we can. Good luck to you and                    
happy budgeting! 

 
Regards, 
SLC/USG Student Activities Budget Committee 
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A Step by Step Instructional Guide to Budgeting on OrgSync 

 

 
This is an instructional guide of how to complete budgeting forms for 

either a new budget appeal, reallocation, or date change. The 
screenshots show exactly how to access the forms through your 

OrgSync account.  
 

The only thing required is treasury access to your club’s portal. 
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Step 1: In OrgSync, once you are in your organization, click on treasury under “More” in                

order to access budgeting forms.  
 

Step 2:  Once you are within your club’s treasury, click on “Manage Budgets.” 
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Step 3: In Budgets you can view your previous requests in the center. To access               

budgeting forms click on “New Budget.”  

 
 
Step 4: When you click on “New Budget”, this is the form that will come up. Immediately                 

make make sure you have the right “Budgeting Period.” Also, make sure to name your               
budget with the name of your event and your club name. For example if you are filling out                  
your Spring Budget Packet, then the name, Club Name Spring Budget, would go in the area                
labeled “Budget Name” at the top. 
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Step 5: As you scroll down, click on “Category” to select the type of form you would like to fill out: Date                      
Change, New Budget Appeal, Reallocation Request. Directly next to category is a section labeled “Name”               
and this is where you enter the name of your event. After selecting one, another window will pop up and                    
ask you specific questions depending on the type of appeal you have selected. For example, the New                 
Budget Appeal form asks you for priority, event date, expected attendance, tentative location, your              
organization’s mission and scope, and an event description. This section is very important because it                

provides context for the committee to understand why you are requesting funding. Please make sure               
to fill out all of the fields in their entirety. 

 
Step 6: Fill out the line item with a description of what you want and state the amount of funds you want                      
to request in the box labeled “Request a Budget.” When you finish filling out one line item, click on “+Add                    
Line Item” and begin filling out the next item with a brief description and amount. The different line items                   
are for different items or categories of items depending on how you want to organize your appeal. The                  
section labeled “Spend from Revenue Fund” means spending from your revenue account, but you do not                

need to go through the budget committee for this.  
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Step 7: This is an example of what the budget form will look like if you add multiple line                   

items.  

 
 

Step 8: This summary, which is linked to the specific budget item, is where you should                

include any information pertinent to the specific event and not already covered in the popup               
portion from Step 6. 
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Step 9: This box keeps a tally of how much money you are requesting and as you add                  

more line items it will calculate the total.  

Step 10: If you want to add another budget for a different event, click “Add Budget.” This                 

means that you will get a new budget form added on to your current one. We recommend                 
using this in order to submit all your budgeting forms in a concise and organized manner,                
especially for budget day. It also means that you can submit all your backup together. The                
second screenshot shows what the forms look like when you add another budget form.  
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Step 11: Next click upload to upload your backup documentation. Refer to the backup              

guide later on in this document in order to see what constitutes verifiable backup.  

 

 
Step 12: If you have any additional comments for the Budget Committee including any              

clarifications or math that you feel would be helpful in presenting your appeal as a whole,                
please include it here. Calculations or information pertinent to a specific appeal could be              
placed in the summary section, referenced in Step 8. 

 

Step 13: Don’t forget to submit this form when you’re finished with it, or you can save it for 

later.  
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A Comprehensive Guide to Backup Documentation 
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Preface:  
In budgeting, many people often run into difficulty with one specific section: back-up             

documentation. In this section of the guide, we will walk you through the basics of what                
constitutes good back-up. It is important to note that this specific guide is being written with                
respect to the opinions and viewpoints of the 2015-2016 Budget Committee. As members             
change over time, this guide is subject to change as well. Furthermore, the committee is               
based upon decisions made upon opinion with respect to the rules. Therefore, it is important               
to note that each committee member will view your backup differently and may deem              
different forms of judgement. 
  

Please note that referendum clubs only require a projected budget when appealing            
for their referendum amount. For all amounts requested beyond the referendum amount all                      
budgeting rules apply to the request that apply to requests by nonreferendum clubs. 

 
 First and foremost, backup is required for everything that you want funded            
(except for security or copy card refills). You must account for every single line item you are                 
asking for. Creating thorough and useful backup can often prove to be difficult as there are                
many things to think about and many rules to take into account. It is with this brief guide that                   
we hope to dispel some of these uncertainties. We will list a few tips, tricks, examples, and                 
explanations inspired by common issues that we see in many appeals. It is with this that we                 
hope that you can create a top notch appeal that will make your liaison proud. 
 
What does verifiable backup have? 
There are a number of things that are very important to keep in mind when getting your                 
backup. Here is a list of the things that you should keep in mind: 

-What you are getting? 
-How much does it cost? 
-How many will you need? 
-Where are you getting it from? 

 
Of course, this is not an exhaustive list and things will be different for different types                

of backup (for example, the documentation for buying supplies will be different from the              
documentation for a speaker) but, this will be your checklist for the majority of your backups. 

 
We will take you through an example of backup to give you an idea of what the                 

committee is looking for. It is important to note that this is simply the backup documentation.                
While there are many rules surrounding backup, there are even more rules surrounding the              
nature of your event as well as the actual goods or services you are ordering as well. So,                  
please keep that in the back of your mind as you read this portion of the guide.  

 
Below, we have attached a photo of an amazon order for a Decorative Nicolas Cage               

pillowcase as an example backup. This backup contains a description that could either be              
included in a word document with the photo or written in the OrgSync appeal. 
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************************************************************************************* 

 
Backup Description: We are purchasing 7 Decorative Nicolas Cage Pillowcases for our 
National Nicolas Cage Day event.  

Each pillow costs $5.79 and we are purchasing 7.  
Therefore: $5.79 * 7 pillows _ $5.99 shipping = $46.52 total cost (Qty. 5) 

*********************************************************************************** 
1). Url → This is one of the ways you can show us where you would like to get the item from. 
While, usually this, alone is not enough, it helps to supplement item (2). 
2). Website Name → This coupled with the url will give the budget committee the ability to 
verify the price of the item. 
3). Photo or description of item → It is important that you show us what it is that you would 
like funding for.  
4). Price Listing → you must show us the price of whatever it is you would like funding for. 
5). Line Item Price and Item Description → The total cost of what you are asking for should 
be easily found in the documentation. The total cost on your OrgSync appeal should be 
equal to this amount or, we will give you the smaller amount. Please briefly describe the item 
you are trying to purchase as well. 

 
Note: It helps a lot to clarify any math for the total cost calculation as well. 
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Tips and Tricks: 

1). Keep the budget guidelines close to you! 
- When writing your appeal and making documentation, keep the Student Activities           

Budget Committee Guidelines open and refer to it! 
- As there are many types of backup, it is imperative that you find out exactly what                

backup documentations are necessary for whatever it is you applying for. 
2). Keep your documentation condensed and presentable! 

- With many line items, it is recommended that to paste backup documentation            
screenshots on a single word document with a brief description of the item and the               
math. Pro tip: PDF the document to ensure it stays exactly how you want it 

- It is easier for the committee to see a single word document with all of the                
documentation as opposed to having many photos that we have to open up             
separately. 

3). Do the math! 
- Be sure to write down somewhere in your appeal the math you went through to               

calculate your total cost for each individual line item. 
4). Talk about what you’re buying! 

- In your appeal, it is very important to write about what you are buying and what it is                  
being used for! 

- Explaining line items helps the Committee understand why line items are needed for             
an event, and why they need to be funded. 

5). Make sure you have everything you need! 
- This may seem easy enough but sometimes the person submitting the appeal            

accidentally leaves out the backup documentation that they need according to the            
guidelines. 

- For example: For outside speakers charging greater than $1000, you need a            
biography of the speaker, proof of availability, and a contract. Countless clubs have             
left out one or more of these items in their appeal. 
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Common Issues Regarding Backup: 
1). Ambiguous or Incomplete Backup 

-Often the committee will receive a backup that has no indication of where you are 
ordering the item from or how much it costs (and sometimes even, what the item is). 
-A common instance is also with menus, many people just send the menu without 
any indication of what they are getting exactly and how many. You need to indicate 
exactly what you are getting! 

2). Inaccurate Calculations or Line Items 
-In many cases (particularly for online item purchases or food orders), we see line 
items on the OrgSync appeal that are not consistent with what is shown on the 
documentation. 
-Make sure to write exactly what you want (based upon the cost on the 
documentation) and how you got there with your calculations. 
-If the backup says $19.99, write $19.99 on your OrgSync appeal, not $20.00. 

3). Missing Backup Documentation 
 -So often the committee receives appeals with certain or all necessary backup 
missing. 

-Remember to make sure you have all the backup you need according to the 
guidelines! 

4). Screenshots vs. Links 
-With the committee, we generally receive more screenshot type backups as 
opposed to links to the website of whatever item is being ordered 
-Keep in mind, with links, the web page is subject to change between when you 
appeal and when the committee views the link itself. 

 
Specific Types of Backup Examples: 

  
Food Orders: 
 Food is one of the two appeal types that the committee sees the most (the second 
being online items). This is basically the bread and butter appeal for most clubs. Therefore, it 
essential that you master this type of appeal. 
 
Tips: 
 -Be sure to indicate exactly which food item you are ordering 

-If there is a menu, it helps to circle or highlight the items you are getting with their 
price 

 -Make sure you also list exactly how many you are getting somewhere on the appeal  
 
***************************************************************************************** 
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Backup Description: For our National Sushi Appreciation Day Dinner, we are ordering ten 
spicy tuna rolls. Each tuna roll costs $9.95. Therefore: 

$9.95 * 10 rolls = $99.50 
******************************************************************************************** 

This is an example of a good backup for a food order. It is important to note that in 
this menu, we are able to discern where this person is ordering from, what exactly they 
are ordering, how much they are ordering, and the math behind it in their description.  

Granted, this is only the documentation, just making a good food order backup 
documentation will not get the appeal approved. You must also be thinking about the 
attendance, whether this food is enhancement versus essential to the event, the respective 
price caps per person with respect to enhancement or essential, etc. 
 
Online Item Order: 
 When purchasing items for club events such as supplies, tablecloths, cups, utensils, 
etc. you can utilize this brief section to help you with your backup. 
  
Tips: 
 -Be sure to indicate what are getting and how many of that item you are getting. 

-It is also imperative that you show how much each item costs 
-This and food are the times when it is most imperative to do your math out and show 
us so we know how much you want us to fund you for. 
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For an example, please refer to the “Nicolas Cage Pillowcase” example backup 

located earlier in the guide. Please note that all the necessary information is displayed in the 
backup. 
 
Outside Speakers: 
 Often times, many clubs look for outside performers and speakers. In this context, 
there is a relatively complex network of backup documentation required that calls for extra 
attention from you. Please review this section carefully. As the backup that we are looking for 
is quantified by things such as emails and contracts, this leaves a lot of room for the backup 
to be interpreted as ambiguous or incomplete. 

Remember that for an outside speaker that is requesting more than $1000, you are 
required to show biography, proof of availability, and a contract. Below, I will go into 
detail with each respective backup documentation as they are both quite technical in nature 
and can be interpreted in a number of ways. 
 
Biography 

The purpose of the biography is to not only verify that the speaker is legitimate but 
also to help us verify the relevance of the speaker to the club functions. Therefore, in a 
biography, there should be information about the speaker that will help us get an idea of who 
the speaker is and what they will be talking about. 

The biography can be given in a number of ways and are often judged on a case by 
case basis. We prefer in the biography documentation to be located in your backup 
documentation as opposed to being written within the OrgSync appeal. 
 
Proof of Availability: 

The proof of availability simply gives the committee verification of the date. 
Commonly, these proofs of availability are given in the form of emails. Please refer to the 
emails section of the example backup field located later on in the guide. 
 
Contract: 

In terms of the contracts, there are two possible backups that we often find. The first 
is the performer’s contract and the second is the Fordham Performance Contract. Just so 
that you are aware, all speakers / performers need to sign a Fordham Performance Contract 
with the Office for Student Involvement. For backup documentation purposes for speakers / 
performers over $1,000, the budget committee is just looking to see that the club and the 
performer have been in communication and started the process. 
 
This requirement could be satisfied in one of two ways: 

- Fordham Performance Contract 
- The blank Fordham Performance Contract does not show a particular 

indication that the performer/speaker and the club have made contact. 
Therefore, we require that the Fordham Performance Contract be filled out and 
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signed by the performer. The Fordham contract can be found on OrgSync in 
the Club Central Portal.  

- Performer / Speaker’s Contract 
- This may be a contract provided by the speaker/performer or their agent. The 

contract alone is enough information to display communication between the 
performer and the club. Therefore, performer's contract does not need to filled 
out. A copy of a blank performers contract or a filled out contract will suffice 
for documentation. This type of contract is generally supplied by the agency 
that represents the performer. Please remember that performer includes, but is 
not limited to, speakers, panelists, entertainers, and vendors. 

- Please keep in mind that an invoice or a quote from a entertainer or 
vendor cannot count as a contract, as it only provides the proof of 
price, and not necessarily the proof of performance and contact. If they 
do not have a contract, they would have to use the Fordham 
Performance Contract  

 
Email Backups: 

Emails can be used for a number of purposes. We often see emails for Ram Van 
backup as well as speaker proof of availability and Fordham copy center backup. For emails, 
it is helpful for us to include the subject, body, and personal information of the person 
sending it. By personal information, we are referring to something along the lines of this 
(commonly located at the end of the email as a signature): 
 
FirstName LastName 
Organization Chief Executive 
Organization Name 
 

While most of information located in these blurbs at the end of emails are not 
necessary, it is important to at least give us an idea of who it is you are corresponding with 
and what organization they are from (just so we can relate it to your appeal). 
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Frequent Issues With Budgeting  
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Frequent Issues with Budgets  
A. Operations Packet 

1. Be sure to submit an Operations Packet ON TIME to the Operations            
Committee, otherwise you will not be able to receive money from the            
Budget Committee 

B. Food 
1. Explain the purpose for the food at your event within the budget appeal 
2. Make sure to identify the relevance of the food to your event and             

explain if the food is enhancement versus essential to the event. 
3. Essential food means that the event revolves around the food being           

served. Food that is an enhancement means that the event will not            
revolve around food but it will improve the event. 

4. The cap for food for enhancement is $100 per club per semester 
5. If your event includes a formal sit-down dinner, you may request up to             

$20 per person 
6. For an informal dinner, you may request food up to $10 per person 

C. Performers (Outside Speakers with performer costs greater than $1,000) 
1. In order to make a budget request, the following documentation must           

be attached to the appeal: a proof of availability from the           
speaker/performer, a contract (please see the contracts section on         
pages 17-18 for more information), and a biography of the          
speaker/performer 

a) Speaker gifts may be not exceed $25 for all speakers and           
performers–gifts for speakers require the same backup       
documentation that speakers/performers do 

2. Under $1,000, you only need a biography and proof of availability. 
D. Performers (Internal Speakers such as Fordham Professors or Staff) 

1. Speakers cannot be subsidized if they are from Fordham. Only a           
maximum $25 token of thanks may be provided. 

a) A biography and proof of availability are still required. 
E. Reallocations 

1. Backup is still required for what the club is reallocating money to 
2. The event date may not have passed for the event that is being             

reallocated from 
3. You make allocate up to three times from one event 

F. Exclusivity 
1. Items being requested from the budget committee may not be          

exclusive to club members. Events and prizes must be available for the            
entirety of the campus to attend. 

G. Inaccurate Line Items 
1. The notion that clubs may apply for more money than necessary in            

order to achieve the full amount needed does not apply 
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2. Clubs must apply for exactly what they need and it must match the             
backup documentation provided on the appeal 

3. When the cost on the appeal does not match the cost in the backup,              
the committee always appeals the lower cost. 

H. Security Guards 
1. No backup documentation is necessary for an appeal for security          

guards 
2. The number of guards requested is necessary on the appeal 

I. Expected Attendance 
1. This is an important number. It will determine how many security           

guards are necessary 
J. Ram Van 

1. Documentation for the rental of the Ram Van is still necessary as well             
as a Ram Van certified driver 

2. This does not mean that you need to acquire a Ram Van driver before              
chartering a van. You simply need to have a Ram Van certified driver in              
your club who will be responsible for driving at your event if you are              
renting a car. 

K. Metro Cards 
1. Documentation for metrocards is necessary 

L. Self Generated Funds and Fundraisers 
1. Bake sales 

a) The budget committee will not allocate more than $75 a          
semester to be used for self-generated funds for the sale of           
food or drink. 

2. Fundraising 
a) If fundraising is within the scope of your club then you are            

allowed to surpass the $75 limit. 
b) Additionally, the fundraising events will not count towards the         

requisite three-event per-semester requirement, determined by      
the operations committee 
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Budget Day:  
 I’m sure you already know that throughout the semester, you can make appeals for              
events happening that semester within programming dates. However, there is a specific            
instance in which you can apply for budgeting for the next semester. These appeals are               
submitted for what is called, Budget Day. 
 Budget Day is a single day that happens each semester, in which the committee sits               
down for an entire day and goes through every appeal submitted for the next semester. Here                
are the things you should know about budget day: 
  

- Reach out for help before the deadline, Budget Committee members are here to help              
you through the budgeting process. 

- Stop by office hours or send an email! 
- Always have a good idea of when the next budget day is and make your game plan                 

accordingly. 
- Try to put all of your appeals into a single OrgSync appeal 
- What we mean by this is, if you’re submitting multiple appeals, please just add              

another within your Orgsync appeal (refer to the Step by Step Guide for the OrgSync               
Forms) 

- Be very careful with your appeals! 
- If an appeal is denied, re-appeals start at the beginning of the next semester. Be               

meticulous in your appeals 
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