DONATION BUDGET REQUEST

To:  Latoya Jones, Accounting Room 200

From:  Click or tap here to enter text. (School/Department)

Click or tap here to enter text. (Staff Contact in Charge of this Funding-required)

Re:  Grant or Donation Budget(s)

Please see the information below for setting up account structure (check as applicable):

Donation was:

☐	Applied for

☐	Unsolicited

☐	Please add to General Donation Account

	Purpose:  Click or tap here to enter text.

Check one of the boxes below
☐	Please add to current Tracked Donation Account

Please include full account number:  Click or tap here to enter text.

☐	Please set up new Tracked Donation Account

Purpose:  Click or tap here to enter text.

Budget Set-up (THIS IS A REQUIREMENT):

☐	Budget is attached

In order to activate the appropriate account number(s), please tell us how the funds will be spent and how much should be allocated within the spending category.
For example: 	Total of the check received is $1000
Objects:	411-Supplies*
344-Conference Travel $750

*Remember to include how you are using the funds, i.e., are the supplies for classroom or office use?

Please return this form or information as soon as possible.  Fax to 442-0663 or email Latoya Jones at lmjones1@madison.k12.wi.us.
