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	BUDGET REPORT REQUEST


Clubs & Organizations  |  Student Leadership Programs

FORM SUBMISSION PROCEDURE
	For hard copy submission: 
1. Complete the form.
2. Obtain advisor’s signature.
3. Submit to the Student Engagement and Applied Leadership (SEAL) Center.
	For electronic submission:
1. Type your responses in the spaces below.
2. Attach form to an email and send to advisor for approval.
3. The advisor should forward the form to studentleadership@csuci.edu confirming his/her approval.



Processing time/information: Five to seven business days from date completed form is received.  Your requested report will be emailed to both email addresses (president and advisor) listed below.  Sports clubs wishing to receive information regarding their budget should speak with the Rec Sports coordinator.

CONTACT INFORMATION
	Name of Club/Organization:
	
	Date:
	

	Name of Requestor:
	
	Name of Advisor:
	

	Requestor Title:
	
	Advisor Phone Number:
	

	Requestor Phone Number:
	
	Advisor Email:
	

	Requestor Email:
	
	
	



TYPE OF REQUESTED REPORT
	
	Profit/Loss Statement
	
	Annual Report

	
	Detailed Budget Report
	
	Expense Report

	
	Other - please specify:
	
	



	Duration of time you wish to review (specify months):
	



	Signature of Requestor*:
	

	Date:
	

	Signature of Advisor*: 
	

	Date:
	



*Signatures not required for electronic submission; however, the advisor must forward the form to studentleadership@csuci.edu to verify his/her approval.

	INTERNAL USE ONLY

	
	Date
	Initials

	Received
	
	

	Logged
	
	

	Report sent
	
	



Questions?  Contact the Student Engagement and Applied Leadership (SEAL) Center at (805) 437-3356 or studentleadership@csuci.edu.
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