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Event/Budget Approval Form

	CSC Code (Office Use Only): 
	      


Before submitting please email csc-finance@ucl.ac.uk to request a copy of your Club/Society account balance. Once this has been done please complete this form and email to uclu-csactivity@ucl.ac.uk at least three weeks prior to your event.
	SECTION 1: CONTACT INFORMATION

	Club / Society Name:
	     
	 

	Treasurer Name:
	      
	 

	Contact Number:
	      
	 

	Email Address:
	      
	 

	Date of Submission:
	     
	

	 
	 
	 


	SECTION 2: ACTIVITY DETAILS
	 

	 
	
	
	
	 

	Are you planning to organise an event, or are you planning to make a purchase involving both income and expenditure?
	 

	 
	
	
	
	 

	  FORMCHECKBOX 
 Event (please complete the remainder Section 2)
	 

	  FORMCHECKBOX 
 Purchase (please skip forward to Section 3)
	 

	 
	
	
	
	 

	Name of Proposed Event:
	           
	 

	Date of Proposed Event:
	           
	 

	Description of Proposed Event:
	     
	

	Location of Proposed Event:
	           
	 

	Has this event been run before?
	          
	 

	If yes, please give details of when, where and how much money you made / lost:
	 

	Date:
	           
	 

	Location:
	     
	

	Profit/loss:
	     
	

	Additional information:
	     
	

	
	
	


Checklist of relevant completed and attached forms:
	 FORMCHECKBOX 
 Ticket Request Form
	 FORMCHECKBOX 
 Venue Hire Contract

	 FORMCHECKBOX 
 Additional Activity/Overnight Stay Form
	 FORMCHECKBOX 
 Room and Venue Booking Form

	 FORMCHECKBOX 
 Sponsorship Request Form
	 FORMCHECKBOX 
 Charity Fundraising Form


SECTION 3: PREDICTED BUDGET

All amounts MUST be the gross amount, which includes VAT. When obtaining quotes please ensure that you specify that you want the VAT inclusive cost. 
PREDICTED INCOME:

	Type of Income
	Details
	Amount

	Ticket Sales
	Please provide a complete breakdown, including how many tickets will you sell, and for how much each?
	     

	Sponsorship
	Please attach an approved sponsorship request form
	     

	Grant (if applicable)
	Providing your grant is allocated to the event / purchase
	     

	Non-Grant Funds
	Please provide designated amount for event
	     

	Other Income 
	Please give details
	     

	     
	     
	     

	     
	     
	     

	
	TOTAL PREDICTED INCOME:
	      


PREDICTED EXPENDITURE:

Please provide thorough breakdowns of quotes from relevant companies or providers and UNSIGNED contracts, where applicable.
	Type of Expenditure
	Details
	Amount

	Ticket Printing
	     
	     

	Publicity
	     
	     

	Venue Hire
	Please note: signed contracts will not be considered
	     

	Entertainments
	     
	     

	Catering
	     
	     

	Equipment Hire
	     
	     

	     
	     
	     

	     
	     
	     

	 Contingency
	15% of your total predicted income
	     

	
	TOTAL PREDICTED EXPENDITURE:
	      


PREDICTED PROFIT / LOSS:

	Income - Expenditure
	     


	
	
	
	
	
	

	
	Approved by Activities Finance Review Panel: 
	     
	Date:
	     
	

	
	
	Student Activities Officer
	

	
	
	

	
	Section 4 to be submitted to Activities Finance Review Panel by:
	     
	

	
	
	


SECTION 4: ACTUAL BUDGET

This section of the form should be completed after the event / purchase has happened and after you have banked your income. It should be emailed to uclu-csactivity@ucl.ac.uk in line with the deadline given at the bottom of Section 3. 
ACTUAL INCOME:

	Type of Income
	Details
	Amount

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	
	TOTAL ACTUAL INCOME:
	      


ACTUAL EXPENDITURE:

	Type of Expenditure
	Details
	Amount

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	 Contingency
	15% of your total predicted income
	     

	
	TOTAL ACTUAL EXPENDITURE:
	      


ACTUAL PROFIT / LOSS:

	Income - Expenditure
	     


	
	
	
	
	
	

	
	Approved by Activities Finance Review Panel: 
	     
	Date:
	     
	

	
	
	Student Activities Officer
	

	
	
	

	
	
	


Data Protection Act 1998

This information is being collected for UCL Union Club/Society membership purposes. The information will not be passed on to any other organisation.

