Student Government
Operational Budget Request
Accessible example entry for Fiscal Year 2026-2027
Purpose. This guide provides text-based, screen-reader-friendly instructions for completing a Student Government Operational Budget Request in Docutraq.
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.

Review Previous Approved Requests 
· From the organization dashboard, select “Your Budget.”
· Select “Review Budget Requests.” 
· Change “Fiscal Year” to a previous year. 
· Select the fiscal year you want to review. 

2. Start an Operational budget request
From the organization dashboard, choose Your Budget, Create a Budget Request, and Continue.
Use the Next button to move forward.





3. Select the request type
· On the Budget Request page, locate “Operational Budget Request.”
Select the “Select” link under Operational Budget Request.
	Request type
	Description shown in the example

	Operational Budget Request
	For general body meetings, food for general body meetings, marketing, and awards.

	Travel Budget Request
	For expenses related to travel beyond the University of Florida campus. The example notes that programming events held off campus and certain travel grants are not included.

	Event Budget Request
	For date-specific events or programs, excluding general body meetings, and for special projects through student organizations.


Figure 1. Budget Request page choices
4. Complete the project summary
Enter the activity title, purpose, benefits, venue, other funding sources, attendance, number of meetings, and priority.
5. Enter budget line items
	Category
	Description
	Cost per item
	Quantity
	Total Cost

	Programs
	GBM supplies, such as utensils and napkins
	$500.00
	1
	$500.00

	Advertising
	Promotional shirts
	$50.00
	18
	$900.00

	Awards
	Awards
	$40.00
	4
	$160.00

	Copies
	Flyers from the Student Government Copy Center
	$200.00
	1
	$200.00

	Food
	General body meeting food for 125 people across 6 meetings
	$7.00
	750
	$5,250.00


Figure 1. Operational budget line items

6. Complete the goals section
Skip Part I: Prior Year Attendance for Events and Meetings.
State the purpose or goals of the group.
Explain how the organization will benefit the student body.
Add any other information the budget committee should have.
7. Review for compliance before submitting
· Review the request and all line items.
· Review the complete budget request and verify that all requested items comply with the current 800 Codes before submitting the request to the Budget and Appropriations Committee.
· Pay special attention to the 800 Codes definitions, Code 808.12 for nonallowable expenses, and Code 808.8 for funding limits.
· Choose Submit to forward the request to the Budget & Appropriations Committee for review.
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