Create a Budget and Supply List
In this activity: 
Successful service projects require organization and knowing what your club needs to get the project done. A first step in this is creating a budget and figuring out what supplies you will need. You will lead members as they brainstorm and determine what supplies are needed for all project activities and as they research costs for supplies. They’ll also brainstorm ways to get the supplies donated! This work is important for helping the club treasurer develop the budget. Since the budget is the main responsibility of the club treasurer, he/she/they will offer advice throughout the process and record members’ findings.
This activity allows members to:
· Use critical thinking and problem-solving skills to determine resources needed for the project.
· Collaborate with teammates.
· Learn how to research costs.
· Learn how to create a budget.

Materials needed:
· One Project Budget form per member
· One Supply List form per member
· Pens or pencils
· Completed Service Project Timeline (from advisor or secretary)
· A computer or tablet
· A projector

How to lead this activity:
1. Explain to members that the club will probably need money to purchase supplies and cover other expenses for your service project. Budgeting is a way to figure out how much money the club will need—and how to keep track of the money as it is donated and spent. 
2. Give each member a Budgeting worksheet and a copy of the completed Supply List form. Explain to members that the Supply List will help the club create a budget for the service project. 
3. As members use their own handouts, the treasurer will fill out and keep the club’s official copy of the Project Budget and Supply List forms.
4. Show the completed Service Project Timeline onscreen using a computer and the room’s projector. The Timeline will be a guide to help the club think through expenses and supplies that will be needed through each task / activity.
5. Explain that gathering supplies is important for preparing for a project. With the help of fellow members and using the Timeline’s activities as a guide, ask members to complete the Supply List by adding all materials they can think of that the club will need to carry out each activity.
6. Place each item from the Supply List into the budget under the correct category.
7. Next, work together to determine any other expenses for your project. Examples include: rental fees for equipment or venues, transportation, printing, food. Write these in the Project Budget form under the correct category. 
8. Ask the club to check whether anything is missing from the list.
9. When it’s time to estimate supply and expense costs, use the Internet to research how much each item costs at local stores or ordered online. Ask your advisor for help if you need it. As the club does research and finds answers, ask members to write down their answers.
10. For each item, ask the following questions: “Can the club get this item donated or lent by the school? Could members borrow it from home? Could a local business or organization donate the item?” If the answer is yes to any of these questions, mark “yes” in the “Can we get it donated?” column on the Project Budget form. Remember: The more items donated, the less money the club will need to raise to complete the service project.
11. Leave the “Date purchased” column blank for now. The club treasurer should complete this column as items are purchased or donated.
12. To complete the last column, multiply the number of items by cost per item. Then add the numbers in the column from top to bottom—that’s the total cost. Don’t include any items that will be donated into your total budget cost.
13. When all the blanks are filled in, your club has its budget! Explain to the club that this budget will be used throughout the planning process. The next steps are figuring out how to get items donated, and if the club will need to do a fundraiser.
