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FORM 5 

COMMITTEE BUDGET REQUESTS


Send in electronic format to:  Faye Roberts, FLA Executive Director, P.O. Box 1571, Lake City, FL 32056-1571   faye.roberts@comcast.net


FLA Fiscal Year (Jan.-Dec.): 
Committee: 










The FLA Legislative, Membership and Continuing Education Committees are responsible for a budget. This form is used both to inform committee chairs of the budget and provide a means of making a budget request.
How to Use This Form

· FLA’s fiscal year is the calendar year – January through June. The next year’s budget is approved each fall. FLA is well into its fiscal year when new committee chairs assume their responsibilities at the end of conference. 
· When filling out the form:
· follow FLA policy regarding allowed reimbursements (see Financial Policy in Manual).

· add new rows as needed using the Microsoft® Word table function:  put cursor in row above where you want a new row then click on Table, then Insert, then Rows Below. Repeat for additional new rows.

· You do not have to request expense and/or revenue amounts that are the same as the current year. Make your projections based on what your committee wants to do in the upcoming year. That will require consultation with the committee vice-chair.
Annual Budget Request
	Budget Line Items
	Amount
	Justification
	Approved Budget*

	Revenue Category

	Example:
Honor Roll
	$10,000
	Based on last year income
	

	
	
	
	

	
	
	
	

	Total
	
	
	

	Expense Category

	Example:
Library Days Reception
	$2,500
	Based on last year costs
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	
	


*Completed by Exec. Dir. and returned to Committee Chair after budget is approved in November.
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