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How to Create a Budget Request for an SGA
Funded Club
This same process can be used for the annual budget request, OTFR requests, or
probationary budget requests.

1 Navigate to https://rosehulman.campusgroups.com/web_app?id=24040&menu
_id=56483&if=0&

https://rosehulman.campusgroups.com/web_app?id=24040&menu_id=56483&if=0&
https://rosehulman.campusgroups.com/web_app?id=24040&menu_id=56483&if=0&
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2 Click the "Search Groups" field and select your organization.

3 In your group's management page, navigate to the money module either from
the tile seen here OR...
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4 Click "Money" on the left-hand navigation pane.

5 You may have multiple budgets listed. Make sure you are making the request
within the correct budgeting year.
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6 In the top, right corner, click "Create Budget Request"

7 Fill out as much information as you have. In the documents upload field, include
the excel spreadsheet outlining your proposed budget request. (Templates for the
SGA budget request excel sheet can be found on the SGA Campus Groups page)
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8 Once this section is complete, click Next.

9 In this section, you will provide the proposed, "Amount Requested." (Do Not add
anything in the Amount Financed by Group -this should be used very rarely). You
can include any additional notes here as well, but is not required. Once
completed, click Next.
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10 Select the appropriate funding option for your request.

11 Fill out all remaining fields in the form.
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12 Make sure to include your club's FOAPAL code. If you are unsure what your code
is, this may also be found on the SGA Campus Groups page.

13 Once form is complete, hit submit!


