Annual Report Format for Organizations Receiving Student Allocated Funds
Please include the following information in your annual report, in the order listed. If your organization had no Student Allocated funding expenditures in any of the areas, indicate by stating “not applicable” in that section. If necessary, explain any reasons that funds allocated have not been spent.  Also please include line item totals.
I. Travel

a. Include the number of events that organization members traveled to, as well as the number of members that traveled.

b. Provide a brief description of the types of travel the organization did, as well as any lessons learned, if applicable. 

c. Include any requested documentation

d. Total travel expenditures

II. Professional Services

a. Include a list of all presenters/speakers/entertainers, complete with name, date, location, and number of attendees. 

b. Include travel, food, and other expense forms for professional services.

c. Total professional services expenditures. 

III. Food

a. List actual food expenses, briefly describing the purpose of food for each of the following:

i. Events

ii. Promotion and Advertisement (i.e. Taste of Oshkosh)

iii. Meetings

b. Total food expenditures.


IV. Supplies

a. List any supplies purchased with Student Allocated funding, with a brief description of their purpose

b. Include copying, printing, and advertising expenses.


V. Other/Miscellaneous

a. Explain expenditures of Student Allocated funds that your organization feels does not fit into one of the previous categories, such as student assistants.

Capital Equipment Inventory

All capital equipment purchased with Student Allocated funds that an organization uses must be stored and monitored by an 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.
