How to Write a Bill

COGS How to Guide




Step 1: You have been asked to write a bill through
an email with forwarded information that looks

like this.

Thank you for requesting an organization support grant from the Congress of Graduate Students, Law School
Council, or Medical School Council

Recipient Data:

Time Finished: 2023-01-13 11:20:29 EST

IP: 144.174.212.87

ResponselD: R_1ePOsnHA80DUTq|!

Link to View Results: Click Here

URL to View Results: https://fsu.yull.qualtrics.com/apps/single-response-reports/reports/3-
dWvfVzeb54RLNfBRIWRP032C9THQGR4V906W2SM-
UZrZJpTPFuLigZFhlgqvyXZwQvnn8BjG171DfWE%2EiuOHUjFUb7GpRsnmwXblK8C2I3kU5rt-
tlpfg7mOOVdMnU%2EypecBOET1UONXxcesYAjnt%2EhjInYqQeMTbxRPJLPIEK2pr3hiTLUJ6SeVW
Q2focXAVRomXvsGeg6ROcKrhtVJpu81ZB4ZfunlpdcK-uOIMdgz1YKf%2ErDf-
rVGtjvNsEKPBZvFV83hQCxPtvN2zg-VBaKNOtRtaCtrxtio4eV5hiU

Response Summary:

* Organization Information
Recognized Student Organization Name:
Director/President Name:
Director/President FSU Email:
Director/President Phone Number:
Treasurer/Officer Name:
Treasurer/Officer FSU Email:
Treasurer/Officer Phone Number:

* Funding Source:
Congress of Graduate Students

* How many active members are in your organization?
245

* What is the migsi graanization?

e organized one Global

collaboration with CGE.

* Does your organization charge dues?
No

* |s this request for:
On-campus event (general expense, food, contractual services, Clothing & Awards)

* On-Campus Event
Name of Event:
Location of Even
Date(s) of Event:
Time(s) of Event:
Estimated Attendance

* Please provide a de:

ow will you advertise the event?
We have a flyer ready and once we get a budget approval, we would circulate the flyer on
social media. We also plan to put up a few posters around the campus.

* Is the event free and open to all Florida State University Students?
Yes

* Is there a charge to attend for non-FSU students?
No

* How much an llect those funds?

* Funding Request Breakdown by Budget Categories
Food (such as prepared/catered food, grocery store purchases) 700.00
Contractual Service (such as speaker Honorarium, DJ) 0
Clothing & Awards (such as t-shirts, plaques, trophies) 0

*Please use the box below to upload as much detailed information as possible including
multiple quotes from vendors to verify your request. Quotes are required. Requests are due 21
school days prior to the beginning date of your event or purchase. Any funds not spent on the
requested programming or promotional items, or not submitted in the timeline outlined by SGA
Accounting, will be returned to the allocating board. Please merge all quotes and information
into one document/file and submit below.
https://fsu.qualtrics.com/WRQualtricsControlPanel/File.php?F=F_3ijLGplkDXR2eNm




Step 2: Put information from the email into
the form.

Amount: the total amount Your name and the date of
requested Allocation, Revision, or Transfer . Assembly Meeting Bill will be
From: COGS Unallocated \ 3°°9'G“S““ heard at

To: Organization Name Sponsomd by

Purpose & Description: Please pull

this information from the S You should be able to pull
descrlptl.on of the event section of e elirseily o dhie

the email you were sent. Make sure / funding request

to include active members, how the Seor T

breakdown section.

event will be advertised, if fees will
be charged, etc. The more info, the
better!




Extra Things To Keep in Mind!

* Make sure you are following the COGS Code and the Student Statutes
(i.e. Financial Manuel!)

* When considering what is being purchased and planned for an event,
here are a few common things you may come across:

* Food is limited to $15/person

 RSO’s are encouraged to have sustainable events (i.e. buy bulk items rather
than individually packaged items and NO water bottles can be purchases with
A&S fees!)

e Off Campus events need to be approved by the Assembly, if you realize it’s an
off campus event, make sure to reach out to the Exec Board!

* Any “swag” (i.e. stickers, t-shirts, etc.) needs to have the COGS logo, SGA logo,
or “paid for by SGA” written on it!



Step 3: Add supporting documents

Contractual Service (such as speaker Honorarium, DJ) 0
Clothing & Awards (such as t-shirts, plaques, trophies) 0

*Please use the box below to upload as much detailed information as possible including
multiple quotes from vendors to verify your request. Quotes are required. Requests are due 21
school days prior to the beginning date of your event or purchase. Any funds not spent on the
requested programming or promotional items, or not submitted in the timeline outlined by SGA
Accounting, will be returned to the allocating board. Please merge all quotes and information
into one document/file and submit below.
https://fsu.qualtrics.com/WRQualtricsControlPanel/File.php?F=F_3ijLGplkDXR2eNm

On the email, there is a link where
organizations can upload
estimates/quotes and additional
information. Make sure that you
check this link and download
whatever is included to be added
to the billl These attachments can
go on page 2+ of the bill.



Step 4: Be in contact with the organization

* Email them to introduce yourself and let them know when their bill
will be presented.

* |f there is information that seems odd (ex: event will cost $1500, but
they are only requesting $1000), ask them for clarifying information
and add that to the event description.

* Make sure that they don’t have anything else they want to add to the
request.



Step 5: Send the bill to the Deputy Speaker of
Communications

* Please get this to the Deputy Speaker of Communications before
Friday at 12:00pm the week before the next COGS meeting

* The Deputy Speaker might have clarifying questions, so try to get the
bill sent in as early as possible.



Step 6: Present the bill

* At the COGS meeting, present the bill to the assembly!



Thank youl!



