
Student Government
Base Funding Budget Request
Accessible example for Fiscal Year 2026-2027
Purpose. This guide provides text-based, screen-reader-friendly instructions for completing a Student Government Base Funding Budget Request in Docutraq.
Important. Enter budget amounts only in the Base Funding category. Review all information before submitting the request.
1. Access DocuTraq
· Open Docutraq in Google Chrome: Open the Docutraq website
· Sign in using your GatorLink login credentials.
· The president and treasurer of the student organization will see their organization name for access. Other users will need the organization password.
· When the organization is first set up, Docutraq matches the officers listed in GatorConnect. If officers are revised in GatorConnect, contact Student Government Finance for a Docutraq update.
2. Start a Base Funding budget request
· From the organization dashboard, select “Your Budget.”
· Select “Create a Base Funding Request.”
· Select “Continue” to open the Budget Request page.
· Use the “Next” button at the bottom of each page to advance.
3. Select the request type and fiscal year
Selected fiscal year: 2026-2027
Request type: Base Funding Budget Request
Select “Base Funding Budget Request” to continue.


4. Complete Project #1, Part I: Project Summary
Enter the following example information. Replace bracketed text with information specific to the organization where indicated.
	Field
	Example entry

	Title of Activity
	Base Funding for [enter the budgeted semester]

	Purpose of Activity
	These funds can be used for technology, general body meetings, advertising, or events.

	Benefits to the State, the University, and/or the organization
	To promote the student organization.


Example project total: $1,050.00
Select “Save Project Summary” after completing this section.
5. Enter the budget line item
Required: Enter budget only in the Base Funding category.
	Description
	Cost per item
	Quantity
	Total cost

	Base Funding
	$1,050.00
	1
	$1,050.00


Select “Next” to continue.
Funding note. Base Funding increased to $1,050 for FY27 under Senate Bill 2025-1011, 800 Code 808.0 #7.
6. Complete Part II: Goals
Skip the “Part I: Prior Year Attendance for Events and Meetings” section.
Complete the Part II: Goals fields using the following examples:
	Field
	Example entry

	Purpose/Goals of your group
	Use the organization purpose statement as written in GatorConnect.

	How these goals will be accomplished
	To promote the student organization.

	Other information for the budget committee
	Enter additional relevant information, or leave blank if none is needed.



7. Review and submit
· Review the complete Base Funding Budget Request for accuracy.
· Confirm that the request contains budget only in the Base Funding category.
· Confirm the project total is correct.
· Select the “Submit” button to forward the request for review.
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