Annual Report Format for Organizations Receiving Student Allocated Funds

Section 1: Cost of Individual Events
This section is intended to show the costs incurred for each event sponsored by the organization that used Student Allocated funds.

Example: Speaker (Include name, date, location, and number of attendees- both student and non-students)


1. Cost of speaker, honoraria, etc.


2. Cost of advertising for event


3. Cost of food


4. Miscellaneous expenses

Please include a brief description of the event: How it went, lessons learned, as well as copies of any documentation related to the event, such as the attendance sheet.

Example: Travel/Trip (Include name, date, location, and number of those traveling)


1. Cost of Transportation


2. Meal Money (if applicable)


3. Hotels (if applicable)


4. Miscellaneous expenses

Please include a brief description of the traveling event: How it went, lessons learned, as well as any requested documentation.

Section 2: Other Expenses

This section is intended to show expenses that groups incur which are not parts of a specific event, such as materials or student assistant costs.

Section 3: Line Item Totals

This section is intended to show the total expenditures of groups by Line Item (See WISDM for these totals.)

Capital Equipment Inventory

All capital equipment purchased with Student Allocated funds that an organization uses must be stored and monitored by a University employee, most likely the advisor of the organization. The advisor of the organization must annually inventory all capital equipment and include the location of which it is stored. It is the students and advisors responsibility for care and maintenance of all capital equipment.
