
 

How to fill a budget form 

This is a quick guide on how to fill a budget form. Below is a typical budget form that you will find on the 

Soc Guild help! page under ‘Important Forms’. 

Cover Sheet & notes 

This first section gives you some comments and notes that you should read before the completing the 

budget form. You can find information about the criteria that the Societies Guild follows on the allocation 

of money; VAT (value added tax) and useful contacts. It’s important to read this to find out what the SU will 

allocate funds for and what they won’t.   

 

 

 

Budget Form  



The form is divided into two different sections the Budget form and the Events Form, for major events that 

your society might be planning. On the budget form you will find several sections where you will have to 

complete with details of the different activities that the society is planning for next year.  

 

The first thing to do is complete the society name, the core exec member’s details and the provisional 

meeting days and times. It is vital that you complete this fully.  

 

 

 

 

 

Then you will need to start completing the different budget sections. Please ensure you only write numbers 

in the income and expenditure columns, all notes should be in the details column. The first section is 

regarding the activities and all events that you are planning to host next year. Don’t forget that these need 

to be based on the objectives of the society and include as many details and information that you can, 

like venue hire, equipment hire, publicity costs and entry fees. Also include any income that the activity or 

event generates, like ticket sales. 

 

 

     

 

 

 

 

 

 

 

 

 

Next you will need to complete a few more sections regarding any travel, administration and affiliation 

costs and incomes that the society might incur or receive.  

When completing the travel section remember to give all possible details. We understand at times you will 

have to make an estimate so check out quotes so we can allocate union money effectively.  So, you 

should include the number of people, per person costs, how and why are you travelling and any other 

information that you find appropriate.   

Here you should include any 

income that the respective 

activity/event may generate 

(ticket sales). And/or society 

members contributions 

Here you should include 

all the costs that the 

society might incur when 

hosting the activity/event 

When you receive your budget 

back, this is the section that shows 

how much money you are able to 

use from your union fund. 

Here you 

should 

include as 

much detail 

as possible 

about the 

activity/event 

that you are 

planning on 

hosting. 



We recommend using the SU minibus where possible which costs 50p per mile. 

The administration section regards any photocopying, postage and printing expenses that the society 

might incur.  

The last section regards any affiliation that you would like the society to sign up. Remember that in order for 

it to be granted the affiliation needs to fit within the society’s objectives and be necessary and beneficial 

for the running of the society.  

 

  

 

 

 

 

 

 

 

 

 

 

Here you should 

include as much 

detail as possible 

about the all 

transport costs 

you will have due 

to your plans. 

Here you should include any 

income that the respective travel 

may generate (how much money 

can you collect for this). i.e. total 

contribution from members. 

Here you should include 

all the costs that the 

society might incur when 

travelling. i.e. minibus 

cost 

When you receive your budget 

back, this is the section that shows 

how much money you are able to 

use from your Union fund. 

Here you 

should 

include as 

much detail 

as possible 

about admin 

costs. 

Here you should include 

all the costs that the 

society might incur on 

admin expenses. 

Here you should include 

all the costs that you 

might incur from signing 

up to an affiliation. 

Here you should include any 

income that affiliation might 

generate (how much money can 

you collect for this). 

Here you should include as much detail as 

possible about affiliations that you find 

necessary or will benefit your society.  



The next section regards any equipment that the society will need for their regular activities; fundraising 

events that you might be planning; and any sponsorships/donations that you expect to raise to your 

society.  

Any fundraising or sponsorship will go into your club fund.  

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

Here you should include as much 

detail as possible about the 

equipment your society might need 

and in why is necessary for the normal 

functioning of the society. 

Here you should include 

all the costs that you 

might incur from ordering 

the equipment.  

When you receive your budget 

back, this is the section that shows 

how much money you are able to 

use from your Union Fund. 

Here you 

should 

include as 

much 

detail as 

possible 

about any 

fundraising 

event that 

you will be 

hosting 

throughout 

the year. 

The money 

will be put 

in your club 

fund. 

Here you should include 

all the costs that you 

might incur from 

fundraising events, like 

the cost of ingredients for 

cake sales. 
Here you should include 

all the income that the 

event may generate, for 

example the money from 

the sale of cakes.  

Here you should include as much detail as possible about any donations or 

sponsorships that the society will be receiving. The money will be put in your club 

fund. 



The next section is about any social activities that you might be planning throughout the year. This can 

include for example meals out, BBQs, evening entertainment that falls outside the objectives of your 

society. As on the sections above you should give as many details as possible and remember that the Soc 

Guild will not allocate money for alcohol costs. The society cannot make a loss on your socials as the 

students’ union cannot allocate funds for socials.  

Next you will need to complete the membership section, which calculates the income generated from 

membership fees.  

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Here you should include any 

income that the respective social 

may generate (how much money 

can you collect for this, like 

entrance fees or contributions 

from members). 

Here you should include 

all the costs that the 

society might incur when 

hosting the social, for 

example catering. 

When you receive your budget 

back, this is the section that shows 

how much money you are able to 

use from your union fund. 

Here you should 

include as much 

detail as possible 

about the socials 

that you are 

planning to hosts. 

Here you should 

include an 

expected 

number of 

society 

members. And 

then it calculates 

the total income 

that the 

membership 

fees generates. 

This should be 

the same 

number as last 

year’s 

membership.  

You should complete this section 

if you have any other expense or 

income that you might incur or 

receive from running the society 



Supplementary Budget.  

Note: you should only complete the section later in the year you decide to host any other activity that was 

not previously budgeted for. This should be on the version sent back to your by the SocGuild and needs to 

be send to Rae  

 

Events Form  

On this sheet you will be able to budget a big event. 

 

First thing you should do is complete the detail and contact section with your society name, core exc members 

details , and with some details about the event you are hosting. 

When describing the event do not 

forget to be as specific as possible 

and include the reason why you are 

hosting the event, the type of 

activities, who will be participating 

in it, etc.  

mailto:rwaddon@essex.ac.uk?subject=Supplementary%20Budget%20Request


. 

Summary  

This section will give you a brief summary of what you have applied for and the final Societies Guild 

Decision. You will not be 

able to edit this section. This is just for office use.  

 

 

Here you should 

explain how this event 

fits within your 

societies objectives 

and how your society 

and members will 

benefit from it. 

Here you should give an estimated budget if you host the event. It should include any expenses from the venue hire, catering, printing, photocopying, postage, 

marketing material and participating fees. On the details column we ask you again to be as specifically as possible with your information, for example on the venue hire 

you should identify which venue you will be hiring, where and to which entity does it belong to. Then identify any cost and how much of the expenses you will be able to 

cover or by self-funding or sponsorships.  

When you receive 

your budget back, this 

is the section that 

shows how much 

money you are able to 

use from your union 

fund 

 


