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Accessing Docutraq
1. 	Go to: https://www.docutraq.sg.ufl.edu
2. 	Log in using your GatorLink credentials

Student Organization Officer Access
• 	The President and Treasurer, or listed Delegate, of your student organization will automatically see their organization(s) listed in Docutraq under My Organizations on the left hand side of the screen.
• 	If you do not have access, contact SG Finance for assistance by emailing sgfdocuments@sg.ufl.edu.

Viewing Previous Budget Requests
To review past approved budgets as examples:
1. 	Select Your Budget → Review Budget Requests.
2. 	Change Filter by type to Base Funding Budget Request.
3. 	Choose the Fiscal Year you want to view

Creating the Base Funding Request
1. 	From your Organization’s dashboard, select:
Your Budget → Create a Base Funding Request → Continue
2. 	Use the Next button at the bottom of each page to move forward.

Selected Fiscal Year
2026–2027
Click Select under Base Funding Budget Request to move forward.





Enter the following information for the section: Project #1 – Part 1: Project Summary
1. 	Title of Activity Section: Enter “Base Funding for (Enter the upcoming Budgeted Semester)
2. 	Purpose of Activity Section: Enter “These funds can be used for technology, general body meetings, advertising, or events.”
3. 	List of benefits section: Enter “To promote the student organization.”

Budget Line Items section: Part 2:
• 	Only enter budget in the Base Funding Budget Line.
• 	(Description) Base Funding, (Cost Per Item) Up to $1,050, and (Quantity) 1 for a Total Cost of $1,050.00.
• 	Per Senate Bill 2025‑1011, the Base Funding cap will increase $25 each fiscal year. Code 808.0 #7.
Click Next to continue.

Part I: Prior Year Attendance
Skip this section.
No information is required for Prior Year Attendance for Events and Meetings.

Enter the following information for the section: Part 2: Goals
1. 	Purpose/Goals Section: Enter your Organization’s Purpose Statement from your Constitution.
2. 	How You Have Accomplished These Goals Section: Enter “To promote the student organization.”
3. 	Any Other Information section: Leave blank.

Submitting Your Request
1. 	Review your Base Funding Budget Request for accuracy.
2. 	Confirm that the requested budget amount is only in the Base Funding category.
3. 	Click Submit to forward your request for review to the Budget & Appropriations Committee.
You can check your Base Funding Budget Request Status is at the Committee by going back to Your Budget → Review Budget Requests. Select the Filter Base Funding Budget Request and Fiscal Year 2026-2027.
