
Think of 
an event
or project

Read an 
understand the 
guidelines for 
the Education 
Discretionary 

Fund

Decide on a 
location and be 

aware of the 
procedure to 

book it

If you need 
catering, decide 
where and how 
you are going to 
get it, and check 

prices

Does the 
Students’ 

Association offer 
the same 
services?

YES

NO

Consider 
moving your 
event to the 

Union building

OK, carry on 
with the 
planning

Make a budget 
that includes all

costs

If this project is 
relevant to your 
School, ask your 

School for a 
contribution (ideally, 
to cover 50% of the 

costs). You could also 
ask a society for 

funding, if relevant. 

Ask your School 
President to apply for 

the Fund. Send him/her 
accurate details of your 
event/project, including 

name, a detailed 
description, how much 

money you are 
requesting and for what

Be as accurate as 
possible in detailing how 
you are going to spend 
the budget, otherwise 

your request may raise 
queries and this might 

cause delays

!

Your School 
President 

applies for the 
fund

You will get a 
reply within 5 
working days

If granted the 
money, go to your 
event, have fun, 
take pictures and 
keep all receipts

Bring all your 
receipts to the 

Cash Office (First 
Floor, Union 

building)

Write a reflective 
report within 7 days 

of your 
event/project taking 

place

How to plan an event/project and apply 
for the Education Discretionary Fund
A guide for Class Reps
Any questions get in touch doed@


