So now let’s talk about money!  It is one of the most procedure-driven and detail-orientated areas of the university and must be followed accurately and in a timely fashion.  It is also imperative that your organization treasurer and president (or whoever else works with the finances), know how to organize it and good practices for budgeting and spending that money.

First, brand new student organizations are on your own.  You have a zero budget to work with at the start, so you had better figure out how to fundraise!  The Financial Resources section below will provide you with some ideas on how to raise funds.

Returning student organizations may have money in accounts leftover from the previous year.  ASWOU-funded student organizations may have money that has been allocated from the Incidental Fee Committee as part of the ASWOU budget.  You can get a copy of your account balance from ASWOU to verify that you are accurate at the start of the year.

It is also imperative that you do not allow any organization to have a balance less than zero dollars at any time!  The organization faces dissolution and members may be responsible for recovering any lost money!

Spreadsheets

One of the best ways to keep track of the money coming in and out is with a simple Excel spreadsheet.  Below you will find an example that works well for tabulating expenses and revenues, automatically providing for updated account balances.  The formulas are relatively simple to create and if you need detailed assistance, contact the Leadership Development Coordinator.

	Information
	 Income 
	 Budgeted Expense 
	 Actual Expense 
	 Account Balance 

	
	
	
	
	

	Beginning Balance 
	 $      422.18 
	
	
	 $           422.18

	Car Wash Deposit
	 $        87.50 
	
	
	 $           509.68

	Bi-Mart for Car Wash Supplies
	
	 $               35.00 
	 $          25.98 
	 $           483.70 

	Signs for Publicity
	
	 $               20.00
	 
	 $           463.70

	Speaker Costs
	
	 $              150.00
	 $         150.00
	 $           313.70


In the chart above you will notice columns that indicate “Budgeted Expense” and “Actual Expense”.  These allow your group the flexibility to enter an expense amount that you aren’t sure of, but can budget for.  In this case, the publicity signs are expected to cost $20.00, but you may not know what the exact amount is.  With the car wash supplies, you guessed they would be $35.00, but actually ended up costing $25.98.  The right side column account balance will reflect the correct amount, but will deduct the “budgeted expense” amount if you don’t have the “actual expense” yet.

The formula to keep track of the account balance should be as follows:

=E6+B7-(IF(D7=0,C7,D7))
In the above formula…column E is the account balance column, and the 7th row is the row the formula is going on.  Therefore, E6 is the cell immediately above the formula (often the account balance that you just type in).  B7 is any income, D7 is the actual expense cell and C7 is the estimated expense cell.  

Once you have typed this in, click on the cell with the formula and move the cursor to the lower right part of that cell.  A small “plus” appears instead of the cursor.  Click there and drag down several cells to carry that formula down.  As numbers are typed in the income and expense columns, the formula should automatically update your balance for you!

Questions & Answers
· How often should I work on the spreadsheet?

Keep track of this on a regular basis and compare it to any student org. statements that you receive from ASWOU for discrepancies.  Remember, this spreadsheet is to help you and your organization keep accurate records of purchases and income if any problems arise!  It also helps tremendously with any planning you need to do.

Budgets

To aid in fiscal responsibility and accountability for its constituents, businesses, governments and other organizations create budgets to anticipate expenditures during each fiscal year.  This could be a valuable financial tool for your organization as well when planning for the term or year(s) ahead.

To create a budget, establish what your expected revenues will be.  It is helpful to go back through the last few years (if available) of financial records to determine how much money was brought in to the organization in the past.  If you don’t have these records, brainstorm with the group what financial goals are realistic and budget conservatively with revenue and aggressively with expenses.  Budget for a low amount of revenue in case things do not go well and expect higher-than-anticipated expenses during the year.  This allows you to have a cushion in case things don’t go as planned during the year. 

ASWOU-funded student organizations should budget during fall term what their expenses and revenues will be for the following academic year.  ASWOU must submit their budget proposals during the end of fall term to the Incidental Fee Committee.  Your funded student organization should have their budget ready to present by the middle of November.

The idea of the budget is that your total revenues should generally equal expenses.  This doesn’t always have to be the case if you want to leave “seed money” at the end of the year for the following year or you are trying to spend money left over from previous years as well.

It is a good idea to write budgets down and try to stick to them as much as possible.  They offer a roadmap for financial stability and control for your organization.

Questions & Answers
· Can we change budgets once they have been written?

Yes, you can change budgets as you need to, but ask yourself why you are changing them first.  Is it because it was inaccurate or unrealistic or because you would rather not go off of what was planned early in the year?  It is recommended that you talk with the members of your group and/or advisor when you go away from the budgeted amounts.

· Where can I double-check budget amounts?

ASWOU has the capability to print out university statements of your account.  This is the official university recordkeeping for your student organization and it is a good idea to get a copy once a term to verify your records and the university’s records match up.

