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I1. LETTER FROM THE PRESIDENT

Student Leaders of the University of Cincinnati,

As students of this great university, we are privileged to have the resources and opportunities that this campus provides for us. Year after year the office of Student Activities and Leadership Development continues to create and maintain a strong passion for student involvement within the UC student body.

As a part of student government, the University Funding Board works closely with the SALD Office to ensure that the student group’s goals and aspirations can be accomplished. By providing office hours, workshop education, and specific advice to student leaders we have been able to student organizations achieve great successes over the last several years. We pride ourselves in our ability to foster, fund, and promote student initiatives on campus and around the nation.

In 2010-2011 we had an outstanding year. Our budget approval rating was 94% as opposed to the prior years of 89.6%. This is commonly attributed to the strong student group leaders such as yourselves, who take initiative to work with myself and the board members on putting your budgets together. With a pool of over $300,000 you have helped make the lives of students on this campus better by providing the events and conferences hosted by your groups.

The office of Student Activities and Leadership Development has a core set of values we continually run our organization on; Growth, Community, Learning, Diversity, and Integrity. With those pillars in mind, I wish your organization the best of luck this year. Please don’t hesitate to contact myself or any member of the board personally as you seek funding over the course of this academic year.

Proudly Cincinnati,

Jared A. Yates, President

University Funding Board

Cell: (614) 572-9803

Direct: (513) 556-1195

Email: yatesja@mail.uc.edu

I2.  ABOUT THE UNIVERSITY FUNDING BOARD

The purpose of the University Funding Board is to allocate the portion of the general fee money that it is granted by the Student Advisory Council on the University Budget (SACUB) to the undergraduate and university student groups who promote interaction and awareness through programs that serve to directly benefit the entire student body.  UFB is part of Student Government.

UFB shall consider all budgets and funding requests of approved student groups registered with the Student Activities Board (SAB). UFB shall evaluate these budgets and allocate funds according to the UFB rules and procedures as established in the Criteria Governing the Allotment of Funds (Criteria). The Criteria must be submitted to the Student Senate for approval by the end of the fourth full week of the Spring Quarter and voted on by Senate by the end of the sixth full week of the Fall Quarter.  Student Senate must approve or reject the Criteria in full.  Until the Criteria has been approved, the prior year’s Criteria will remain in effect.  

UFB shall develop rules and procedures governing the:

1) Submission of budgets and funding requests

2) Accounting and auditing procedures

3) Purposes for which money may be allocated

UFB is one of the main components out of the Office of Student Activities and Leadership Development.  The mission of SALD is:

To promote and guide purposeful student engagement, foster a sense of community, and provide opportunities of student growth and leadership development.  We aspire to create an inclusive environment that celebrates diversity and enhances our students’ ability to become global citizens.
Values:  Growth, Community, Learning, Diversity, Integrity
Motto:  Develop as a Leader, Grow as a Person.
Student Government is also a component of SALD and their mission is:

The University of Cincinnati Student Government is a student group of community-based activists committed to enhancing the college life of students who attend this institution.  The Student Government is designed to serve a versatile student body, which has a broad range of interests.  The aims of the undergraduate students are to promote the general welfare of the student body and to provide a governance body for student organizations.

In support of this mission and all of the students’ endeavors, the Student Government (based on equal opportunity) will train and empower a new generation of servant leaders committed to innovation and community service.  This will enable the University of Cincinnati to foster the highest quality-learning environment.

I3. STUDENT GROUP TRAINING WORKSHOP

Introductions 
SAB Information – SAB Representative

Questions
UFB Information – UFB Representative

Questions

Review Forms –Gila Johnson
Questions 

Dismissal

Hand Out Materials
· Funding Facts UFB Manual

· Signature sheets (included in the manual)

· UFB 11-12 AY Important Dates (included in the manual)

Frequently Asked Questions

· What groups need to be represented at the workshops?

Any “student-run” group who is open to all UC students and meets SAB requirements (i.e., minimum of ten members, regular meetings. Etc.). and wants University funding. Club Sports Groups have their own workshops and groups competing academically for the University should attend a specific AIC workshop (either October 15h or the 29th). 
· It’s a Student Group Training Workshop, does that mean ONLY the treasurer can attend the workshop?

NO, every group member is invited and encouraged to come and learn about how funding works. HOWEVER, only the treasurer AND the president may sign the attendance form making them eligible for funding.  Student group advisors are also encouraged to attend.
· If I am a president of one group and a treasurer for another, can my attendance count for two groups?

NO, BOTH officials (president AND treasurer) from each group must come to the workshop. 

· If I cannot make ANY of the scheduled times, can I still receive funding?

NO, if you cannot make any of the times listed, you can send the president of the organization. If you miss the scheduled times, you may come to a make-up session. 

· Can graduate groups receive funding through the University Funding Board?

If a graduate group has undergraduate members and is considered an “ALL UNIVERSITY” group with SAB then yes, they can receive funding. However, graduate students are encouraged to check with the Graduate Student Governance Association (GSGA) for graduate student funding at (513) 556-6101, Room 683 Steger Student Life Center.  http://www.uc.edu/gsga.

· What about my advisor? Do they need to come to the meeting?

It is not required, BUT it is recommended that they attend a workshop because they sign off on many of the forms. 
· I attended last year, do I have to go again?

Yes, there are always changes from last year.
· Do I need to bring anything to the workshop with me?

The name of your advisor, their e-mail address and phone number. 

· How long does the workshop last? What happens if I come late or leave early?

The sessions last about 1 hour and a half. You must be at the workshop at the beginning of the session to sign the attendance form and you must turn in a form when you leave the end of the session.
I4.  UFB IMPORTANT DATES FOR 2011-2012

2011-2012 Academic Year Student Group Training Workshop Dates:

September 22, 5:00 PM, TUC 427
September 26, 5:30 PM, TUC 427
September 27, 12:00 PM, TUC 427
September 28, 9:30 AM, TUC 427
September 29, 4:00 PM, TUC 427
October 6, 4:00 PM, Rec Center 3220

October 10, 6:00 PM, Rec Center 3240

October 20, 4:00 PM, TUC 427
October 24, 4:00 PM, Rec Center 3220

Make-up Student Group Training Workshop Dates:

November  3, 4:00 PM, Location TBD
December  1, 4:00 PM, Location TBD
January 5, 4:00 PM, Location TBD 

February 2, 4:00 PM,  Location TBD
March 1, 4:00 PM, Location TBD 
April 5, 4:00 PM, Location TBD
May 3, 4:00 PM, Location TBD

Academic Intercollegiate Competition Training Workshop Dates:

TBD

Meeting Dates:

On Thursday’s each week starting at 6 P.M. in Room 405 ERC.  
NOTE: UFB does not meet during exam weeks or during Winter, Spring and Summer Breaks.



Fall Quarter:

September 29
October 6, 13, 20, 27
November 3, 10, 17, 24
December 1
Winter Quarter:

January 5, 12, 19, 26
February 2, 9, 16, 23
March 1, 8 

Spring Quarter:

March 29

April 5, 12, 19, 26
May 3, 10, 17, 24

Last day to spend Operating funds is APRIL 15th by 5pm  (No Exceptions)
I5. RESPONSIBILITIES OF THE STUDENT GROUP TREASURER

· To attend one Student Group Training Workshop presented by UFB each academic year.  If you have officer elections in the middle of that same academic year, the new Treasurer is required to attend a Student Group Training Workshop as well. Your signature must be on the  Workshop Verification form.

· To be responsible for all of your student groups financial transactions.  


· To manage the $300 in operating funds that is given to your student group.  You must get approval of each expense from your student group advisor. You are accountable if you over-spend (like a checking account), so it is important that you keep track of all of your expenses.  UFB recommends that you develop a budget each academic year and keep track of all expenses using an Excel sheet.  UFB is happy to assist you in developing this document.  Just come and visit during UFB office hours and a UFB member will help you.


· If your student group is seeking additional funding, your responsibility as the Treasurer is to formally request additional funding using the Request for Additional Funding form.  

· Your signature must be on every Funding Request Form.  The president may sign in your absence ONLY IF they have attended a workshop and signed an attendance form. Remember –you should have knowledge of how to fill out a REQUEST FOR ADDITIONAL PROGRAM FUNDING FORM.  Please do not hesitate to ask UFB members to help you during their office hours.  

· If approved for additional funding YOU ARE responsible for follow-through on paperwork for actually spending money allotted to your student group following the approved budget.

· Process forms correctly (including student group advisor’s signature) and in a timely manner no later than 10 business days after an event.

· If the form or receipts are more than 3 days late, funds will be frozen for ½ of the amount of days they are late. (e.g. If a form is ten (10) business days late, the group’s funds will be frozen for five (5) business days from the day the form was turned in). 
· If group’s funds have been frozen due to a failure to submit an assessment form online or receipts a budget request will not be heard while the group’s funds are frozen. 

· Along with the assessment form online, an example of the event’s advertising must be included. Turn in advertisement (flyer) to 655 Steger Student Life Center. 
· Inform other members about UFB procedures if you are not the one who processes the paperwork.
Visit the UFB website at http://sites.ucfilespace.uc.edu/sga/ufb for UFB member office hours, minutes, and most forms.  
I6.  HELPFUL CONTACT INFORMATION

UFB Website:  http://sites.ucfilespace.uc.edu/sga/ufb:  Student groups should refer to the UFB website for information, office hours, forms, etc.  Most forms can be downloaded from the website.  

Office Hours:  UFB members are available to assist student groups with budget preparations during their office hours.  Office hours are posted on the UFB website and are in the Student Government Office (Steger Student Life Center – Room 655).  
Office Phone Number:  (513) 556-1195

Office Location:  Student Government Office – Steger Student Life Center, Room 655.  
UFB Administrative Advisor and Interim Student Group Advisor: Will assist and sign off on the actual spending of funds AFTER approval and attends all UFB meetings and functions 
Contact information: Gila Johnson gila.johnson@uc.edu or (513) 556-6107. Office Hours, Monday-Friday 9:00 AM-4:00 PM. 
2011-2012 University Funding Board Executive Board Members
	President
	Jared Yates
	jared.a.yates@gmail.com

	VP Internal
	Kyle Sutton
	kfsutton@gmail.com

	VP External
	Matt Meriweather
	matt.meriweather@gmail.com

	Treasurer
	Jon Ruther
	rutherjp@mail.uc.edu

	Secretary
	Kunal Karani
	karaniki@mail.uc.edu


I7. OPERATING FUNDS (YOUR $300)

The purpose of operating funds is to help your student group operate as smoothly as possible.  If UFB finds out or suspects that a student group is abusing funds appropriate action will be taken.  
After you have attended a Student Group Training Workshop and have your student group advisor’s signature on file in the UFB Office, you can start accessing your $300 operating funds.  Every time you want to purchase something, your student group advisor MUST sign off on the appropriate form.  In circumstances where it is difficult to have your student group advisor sign the form, a faxed signature on the form or an email from the student groups advisor with an explanation of what they are approving will be accepted. 
The $300 is intended to help purchase any supplies or other materials that a student group feels they need to hold a productive meeting or event.  It is NOT intended to buy food for ​every weekly meeting.  Some student groups use this money to pay for their website.  If your student group would like to have a website through UC, please contact the Program Coordinator for Leadership Programs and Student Organizations (Terri Hurdle) by calling (513) 556-6115 or e-mail terri.hurdle@uc.edu.  Please use ethical judgments.  No gift cards can be purchased with operating funds and additional funding.  Operating funds cannot be used to purchase alcohol or anything that may be in violation of University policies.  Operating funds must be used by April 15 of the academic year or all remaining monies will be forfeited.

I8.  ADDITIONAL PROGRAMMING AND CONFERENCE FUNDS (UP TO $7000 PER ACADEMIC YEAR)

Each organization eligible to receive UFB funds may request $7,000 for programming and conference type events.  Programs and conferences funded by UFB must facilitate educational interaction and awareness among the student body.  These events must coincide with the organization’s primary purpose registered with SAB.  Programming events must be open and free of charge to all UC students; however, this rule does not apply when requesting conference funds (see the Criteria – Section IV.C.2.).  A conference is defined as an event off campus in which any member of the group will stay overnight as a part of the event.  A program is defined as any event that is held on or off campus that does not require 
the group to stay overnight to attend.
Preparing Funding Requests 
UFB hears funding requests at 6:00 PM every Thursday that school is in session during Fall, Winter and Spring Quarters except for the first week of Fall Quarter, the sixth week of Spring Quarter, and every final exam week.  Organizations must complete a funding request for each event in accordance with the UFB Criteria.  Funding requests may be picked up and returned to the UFB mailbox in the Steger Student Life Center, Room 655. They are also available online at: http://sites.ucfilespace.uc.edu/sga/ufb.  All requests must be submitted for review two (2) Thursdays prior to the start of the event.  Only one funding request application per event may be submitted.

Early Fall Quarter Requests
Fall Quarter requests for funding during the first twenty-one (21) days of the Fall Quarter must be submitted by the eighth week in the Spring Quarter of the previous year.

Summer Quarter Requests
Organizations are eligible for funding for only one (1) event in the Summer Quarter and this event must be unable to be held during the Fall, Winter, and Spring Quarters.  Summer funding requests must be turned in by the fifth week of the Spring Quarter.
I9.  HOW TO GO ABOUT PLANNING AN EVENT ON CAMPUS
1. Reserve your space through Campus Scheduling by going online and following these steps:  
a. Go to www.uc.edu/MainStreet. 
b. Select the “Need Meeting or Event Space” link located on the left-hand side of the screen. 
c. Login using your UC username and password. 


d. Select the “Create a New Event” link. 
e. Start from the beginning of the application and fill out the event details.

If you have trouble, contact Campus Scheduling at (513) 556-4224 or visit their office located in TUC, Room 265.  There is NO charge for the room if the event is FREE and open to all UC students and there are no items for sale or donations solicited.  There may be fees for other items (security, grounds, clean-up fees and so on) depending on what you are doing.  Check with Campus Scheduling to inquire about these fees.  

PROCEDURES FOR SCHEDULING FACILITIES
 

1. Confirmation: University facilities may be used only when scheduled and confirmed in advance.  A facility is not officially reserved until the applicant receives written confirmation from the Campus Scheduling Office via e-mail.  Please note it is the requestor’s responsibility to review the confirmation for accuracy and respond back to Campus Scheduling with any changes that need to be made.  We are not responsible for any errors that are not conveyed back to Campus Scheduling.  


2. Event Cancellations or Room Modifications by Campus Scheduling:  Following the issuance of a reservation confirmation, the Campus Scheduling Office reserves the right to cancel or modify a confirmed room reservation at a later date if the reserved room is required for a University’s academic, educational or cultural event.    Every effort, however, will be made both to notify the applicant in a timely manner of any cancellations or room modifications and to schedule alternate compatible meeting space.    

 
Please allow a minimum of five working days’ notice for a reservation request.  Ten working days’ notice is required for reservations requiring security, electricians, media center technicians, and table rental (more than 12-6’ tables in Tangeman University Center and any tables in a university facility outside of Tangeman University Center).  Fees may be assessed for any of the above services in accordance with the university schedule of charges.  Please do not advertise facilities until written confirmation is received.  Student Organizations’ confirmations will be sent to the SALD office and e-mailed directly to the requestor.
 Event Cancellations by the Meeting Organizers: If a scheduled event is to be cancelled, please notify CampusScheduling@uc.edu by email.  Non-cancellation fees will be charged to student groups and university organizations as follows:                                                                                     
                                                                     
Notification Time
Room in TUC                                                   
Less Than                            
Fee
Great Hall                         


 two weeks                       
$400.00

Great Hall                                                  
24 hours                             
 $750.00

400 ABC, Cinema, or Catskeller                    
two weeks                          
$100.00

400 ABC, Cinema, or Catskeller                    
24 hours                             
$400.00  

All other TUC rooms                                       
24 hours                              
$100.00 

            
Cancellation of events involving security, electricians and media center technicians must be made in writing a minimum of two business days prior to the event.  Organizations will be responsible for charges incurred if the Campus Scheduling Office does not receive notice, as outlined by the stated timeframes.

 

3. Food Service/Catering:  If food service is desired in Tangeman University Center, arrangements must be made with the Catering Office in TUC (556-3135) after space has been reserved in the Campus Scheduling Office.  A food service waiver must be obtained in advance from the Campus Scheduling Office for groups requesting special catering privileges.  Tickets sold must clearly state the cost of the meal. If food is brought in without a waiver, fees will be charged.  Please Note:  Food and drink are not permitted within classroom spaces.

 

4. Special Equipment or Arrangements: after an event has been scheduled, please contact the Campus Scheduling Office for any changes or additions in the original set-up requested. The use of media equipment outside Tangeman University Center must be arranged with the Electronic Classroom Support Service (556-1977).

 

CHARGES: Information concerning charges governing the use of university faculties is available in the Campus Scheduling Office. Bills will be rendered in accordance with the universities schedule of charges. Use of facilities will not be permitted until all outstanding financial obligations have been met.  Payment of all bills will be the responsibility of the sponsor if the individuals or groups in charge of the event do not meet financial obligations incurred.


RESPONSIBILITIES OF GROUP USING UNIVERSITY FACILTIES:  Groups will be held responsible for any loss or damage incurred while the facilities are reserved in their name. Assessments will be made accordingly.

SPONSOR RESPONSIBILITY: Sponsor is defined as the individual, department or organization within the university, which assumes total responsibility including, but not limited to, any financial and legal obligations, for a project or activity using facilities.

 

POLICIES REGARDING USE OF UNIVERSITY FACILITIES:  Basic policies, in addition to those listed, are on file in the Campus Scheduling Office and are administered and interpreted by this office. Questions regarding interpretation may be referred to the Use of Facilities Advisory Committee for consideration.

Gambling and Raffles- In any form are prohibited on or within the university buildings and grounds.

Smoking- Smoking is not permitted inside any campus facility or within 20 feet of all building entrances.

Solicitation- Any recognized student group wishing to sponsor a vendor on-campus must complete the appropriate forms in the Student Activities & Leadership Development Office.

PARKING:  Guest parking is available in the College-Conservatory of Music Boulevard Garage (off Corry Boulevard), the Clifton Court Garage  (off Clifton Court), the Woodside Drive Garage (on Woodside Drive), the Calhoun Garage (off Calhoun Street) or the Campus Green Drive Garage (off Martin Luther King Jr. Avenue) on an hourly basis. The Campus Scheduling Office will supply the necessary forms to be returned to the Parking Office when special events are scheduled. 

STUDENT ORGANIZATIONS
1. Meetings or Events:  Student groups must schedule all on-campus events in the Campus Scheduling Office.  Selected events may require approval from the Student Activities & Leadership Development Office prior to receiving final confirmation by the Campus Scheduling Office. Groups incurring charges must have written approval from their faculty advisors prior to confirmation of any events. 
2. Residence Hall Facilities: Residence hall facilities are not available to non-residence hall groups during the academic year and may only be scheduled through the central office of Resident Education & Development. 
Reservation Notes:  For any event held in the TUC Great Hall or TUC atrium; the first twelve (12)-6' tables will be provided free. After those twelve (12), each additional table will cost $5.75. Cancellations: All cancellations must be done in writing in advance or a non-cancellation fee will be automatically charged to the organization sponsoring the event. (Cancellation rates per room are listed above.) Consequences of Tardiness: There is a 30 minute grace period for groups to arrive to their event at its scheduled time. Groups that arrive more than 30 minutes late for their event will be subject to a $100.00 late arrival fee. Weekend Events: After 30 minutes of group tardiness the room will be secured and staff will no longer be available. Building Hours: If an event goes outside of regular building hours for TUC the group requesting the event will have to pay a fee of $100/hr for each hour over the time. The regular building hours for TUC during the school year are as follows: Monday-Friday: 7am-11pm Saturday: 8am-11pm Sunday: 11am-8pm. Please note that these hours may vary during holiday times and during the Summer Quarter. Food/Catering: If food or beverages are included in the event, it must be ordered through Classic Fare Catering at 556-3135. If food or beverages are brought into TUC from an outside source, room rental will be assessed (for the room in use) and charged to the sponsoring organization. * No outside catering companies are permitted in TUC. Please note: Vehicles are no longer permitted on the pavers on TUC Plaza or Bearcat Plaza; this includes any loading or unloading. If vehicles are driven onto the pavers without permission they may be subject to a citation. When using the MainStreet Express-Mart: Please check in at the MainStreet Connection Center on the 3rd Level of TUC in order to pick up your tables and chairs. You will be required to turn in a picture ID which will be returned to you when the tables and chairs are returned. DECORATIONS: Groups are not permitted to tape anything to any painted walls, windows, or doors in TUC. If taping occurs and there is paint damage groups will incur a fee for repainting the walls.

If UC determines that security is needed, please fill out an online Cost Estimate Form and wait for a cost estimate from them and submit it with your budget.

Go to:  www.uc.edu/pubsafety for more information.

2. If your student group would like to request additional funding, fill out a UFB Request for Additional Program Funding form.   If you need consultation on filling out the form contact UFB members is to visit them during their office hours (posted the 2nd week of each quarter on the website) or by e-mail or voice mail (513) 556-1195.  It is highly recommended that student groups have UFB members review funding Additional Program Funding forms during their office hours.  Go to http://sites.ucfilespace.uc.edu/sga/ufb for further information.


3. Turn in the UFB Request for Additional Program Funding form signed by your student group advisor with supporting documentation no later than two Thursdays before the event (by 3:00 PM) to the UFB mailbox in Steger Student Life Center, Room 655.  When you place your Request for Additional Program Funding form in the mailbox, a UFB member or UFB advisor will time and date the form to note when you dropped it off.  


4. DO NOT pay for anything on your personal credit card prior to your budget being approved.  


5. UFB strongly encourages all groups to attend the UFB meeting the evening your budget is being heard.  This meeting takes place in the Engineering Research Center, Room 405 at 6:00 PM that Thursday.   UFB meetings are open but space if limited, so you are welcome to wait in the hall until your budget is heard.  Budgets start being heard promptly at 6:00 PM and go in the order that they were received that previous week.  It may take awhile until UFB hears your budget (depending on when your request was received and the amount of budgets turned in), so you may want to bring homework or something to read while you wait.  UFB members may have questions about your proposal, so you should be prepared to discuss them.  You will earn the outcome of your budget via email on Friday. 


6. If you do not make it to the meeting and have not yet received an email, you can check the status of your budget request under the minutes section of the UFB website the following Friday afternoon OR check with a UFB member in Steger Student Life Center, Room 655.


7. Once approved, see the UFB Administrative Advisor (Gila Johnson) IMMEDIATELY to start paperwork.  YOU ARE RESPONSIBLE for following through on making reservations, payments, and any other items associated with your event. UFB strongly encourages groups to use the university credit card instead of going through the reimbursement process.

8. Once the event is over, you have up to 10 business days to complete the necessary paperwork.  After 10 business days, FUNDING IS NOT GUARANTEED even if you were approved for the event.  You will have to write a letter of appeal to UFB explaining why the paperwork wasn’t completed and UFB will decide (based on the reason) whether or not funding will be granted.  


9. Lastly, the Treasurer is required to fill out the Assessment Form online to evaluate the event and the actual money spent. This form MUST be filled out 10 days after an event in order to receiving further funding.  If this form is not completed, UFB will “freeze” your operating funds for a period of time proportional to the number of days past due the assessment form is completed online.

I10.  HOW TO GO ABOUT PLANNING FOR A CONFERENCE
1. Gather all information about the conference from websites, brochures, e-mail, etc.  Meet with your student group to discuss who may want to attend.  Remember, UFB pays for up to 10 registrations a year, so if you plan on attending another conference, keep this mind.  


2. Fill out the Request for Additional Program Funding form, including the names and M numbers of ALL students that are planning on attending (even if more than ten students are attending).  (If a name changes after submission, please inform UFB in writing and attach it to your original request).  In the request, be sure to include prices (including taxes) of the hotel where you plan on staying (up to $1000 a year) with supporting documentation from a website, e-mail or by writing down the phone number and name of the person who quoted you the price.


3. If you plan on using a UC vehicle, make sure you include mileage to and from your destination (documentation is required, i.e., MapQuest).  To calculate gas multiple mileage times .25 and if you plan on doing any in-city driving you can approximate that also.  Make sure you add in the UC vehicle rental (documentation not needed because it is provided in this booklet – see page 25).  Remember to include all incidentals in your line item explanations (page 2 of the Request for Additional Program Funding form (parking, tolls, etc.)


4. Turn in the UFB Request for Additional Program Funding form signed by your student group advisor with supporting documentation no later than two Thursdays before the event (by 3:00 PM) to the UFB mailbox in Steger Student Life Center, Room 655.  When you place your Request for Additional Program Funding form in the mailbox, a UFB member or UFB advisor will time and date the form to note when you dropped it off.  


5. If approved, see the UFB Administrative Advisor (Gila Johnson) right away to get paperwork to pay for the event started.  Remember, it takes 10 business days to process a check!  YOU ARE RESPONSIBLE for following through on making reservations, payment and any other items associated with your event.


6. Once the event is over, you have up to 10 days to clear up all the paperwork.  You need to have all ORIGINAL receipts to get reimbursed.  After 10 business days, FUNDING IS NOT GUARANTEED even if you were approved for the event.  You will have to write a letter of appeal to UFB explaining why the paperwork wasn’t completed and UFB will decide (based on the reason) whether or not funding will be granted.  


7.  Lastly, the Treasurer is required to fill out the Assessment Form to evaluate the event and the actual money spent ALONG WITH a sample of the advertisement used. This form MUST be returned to the UFB mailbox 10 days after an event in order to receiving further funding.  If this form is not turned in, UFB will freeze group funds in accordance with criteria.
I11.  UNIVERSITY RATES FOR UFB PROPROSALS THAT DO NOT NEED FURTHER DOCUMENTATION
(Groups are NOT Required to document these prices in the line-item of the budget proposal)
Vehicle Rental Rates for 2011-2012
	Car Type
	Daily
	Weekly 
	Monthly

	Compact
	37.79
	188.94
	755.75

	Intermediate/Mid Size
	39.81
	199.02
	796.07

	Full Size
	43.60
	217.98
	871.92

	Premium 
	69.63
	348.14
	1392.56

	Mini Van (Seats 7)
	62.07
	310.34
	1241.36

	12/15 Passenger Van(not allowed in Canada)
	97.02
	478.80
	1422.54

	Cargo Van
	49.47
	247.34
	989.36

	Small SUV (4 people)
	63.30
	316.64
	1266.56

	Med SUV (5 people)
	75.93
	379.64
	1518.56

	Large SUV
	99.87
	499.34
	1997.36

	
	
	
	



Recommend a maximum number of 9 occupants in the vans and limit the weight in the rear of the van.  All occupants must wear seat belts at all times and no loads on the roof.






Any questions about vehicle rental can be directed to University of Cincinnati Transportation Services at (513) 556-4424. All rentals can be picked up and delivered at 3141 Reading Road between the hours of 7:30 AM and 3:30 PM, Monday-Friday.  If you need to pick up or drop off at another time, you will have to go to Enterprise Rent-A-Car at 2820 Gilbert Avenue.  They are open 8:00 AM-6:00 PM (M-F); 10:00 AM-1:00 PM (Saturday); closed Sunday. NOTE: There will be a $25 surcharge for early vehicle pickup.
Gas Rates:  UFB estimates .25 cents a mile.  The best way to get a correct estimate is to go to on a website (such as MapQuest) and get the exact mileage you will be traveling and multiply by .25 remember to include any in-city driving once you get to the conference).  However, this is an estimate; you will need to turn in ALL ORIGINAL gas receipts to get reimbursed.  The University will not give you a gas card.  When you rent a UC vehicle, you MUST fill the tank up before you return it or there will be penalty charges.

UC RATES for Printing Services are as follows:
The student price for an 8.5x11 black and white copy on 20lb bond white paper is .0308 cents.  The student price for a color copy is .21 cents a copy.  Up charges apply for colored paper and higher quality papers.   In order to use this service, a Campus Copy Center Form with an account number and signature (given by the UFB Administrative Advisor Gila Johnson) must be taken to McMicken Hall, Room 007 when you drop off the copy work to them.  Hours 8:00 AM-5:00 PM (513) 556-3325 
UC Rates for Marriott Kingsgate located at 151 Goodman Drive, Cincinnati, OH 45219 are as follows:  approximately $197.73 (includes tax) for room; parking is $25 for unlimited access and $15.00 for one time to leave the lot.  Breakfast Bar is $12 and Lunch Buffet is $14. Make reservations online by going to www.uc.edu/kingsgate preferably or you can call (513) 487-3800 and ask for the UC Rate when booking the room. Then follow up by coming in the office and going online to their website and The UFB Administrative Advisor (Gila Johnson) will put in the credit card number.  
The Hampton Inn on Vine Street near the University of Cincinnati is also available.  Rates can be found at http://hamptoninn.hilton.com/en/hp/hotels/index.jhtml?ctyhocn=CVGUPHX 
News Record Rates:  The standard black and white UC student group rate to advertise in one issue is:  $48.38 for 1/16 of a page; $64.50 for 1/12 of a page; $96.75 for 1/8 of a page; $193.50 for 1/4 page; $387.00 for ½ page and $774.00 for a whole page.  For spot color (for one color) it is an additional $100 to whatever size advertisement.  For two or more colors, which is considered full color press, it is an additional $300. Check the News Record website:  www.newsrecord.org (click on Advertise) or call (513) 556-5902 (Sean Kardux) for more information.  

I12.  TAX EXEMPT STATUS
The University of Cincinnati is generally exempt from paying Ohio Sales Tax on our purchases.  Vendors may often request a copy of our exemption certificate, which verifies our exempt status.

Download UC's Ohio Sales Tax Exemption Certificate here. (PDF)
Vendors may download a copy of UC's Ohio Sales Tax Exemption Certificate by selecting the link above.  This copy does not contain any mailing address, because UC has many departments with many different mailing addresses.  Vendors are permitted to enter their own business name on the line provided, but should not make any other entries on this document.

I13.  SUPPLIES
Your student group can purchase supplies through Central Stores who buys in bulk from Guy Brown Products. The office supply book is available at the UFB Administrative Advisor’s (Gila Johnson) desk.  UC receives about a 40% discount or more from the listings in the catalog. Some orders are delivered within 24 hours. Regular orders are delivered when the items are available. To order supplies from Central Stores, stop by Steger Student Life Center, Room 655 and talk with the UFB Administrative Advisor (Gila Johnson).  Supplies must generally be purchased using the group’s operating funds.

I14.  AUDIO-VISUAL EQUIPMENT RENTAL

Multimedia Usage
Effective September 13, 2010, the Libraries will lend multimedia equipment solely for use by UC students and faculty in direct support of instruction and completion of course assignments.

This change in policy is necessary because Information Technology and Instructional Equipment (ITIE) fees, which students pay, are now the only source of funding for instructional equipment provided by Langsam Library. ITIE funds are restricted to use that promotes “direct and primary benefit to student learning.”

In the past, the Libraries had additional funding for equipment, which made it possible to support extracurricular activities such as student events and personal use, but that is no longer the case.

More information is available at http://libraries.uc.edu/services/tech_services/mms.html
I15.  HOW TO ACTUALLY PAY FOR ITEMS
The best was to pay for items is PRE-PAY with UC monies.  You can do this by:

1. Using University Forms – mostly for internal expenses (for example Transportation Services Rentals, the Copy Center and other Campus Services).  Sample forms are included in this booklet.
2. Use the University Credit Card – You cannot physically take the card but you can fill a Credit Card Request form (see Sample 1) and make phone or online purchases with the card in the UFB office (Room 655 Steger Student Life Center) with the assistance of the UFB Administrative Advisor (Gila Johnson).

If you do not plan ahead and use University options to pre-pay:  


1. You can pay yourself and get reimbursed.  You must have original, itemized receipts and bank statements and bring them to the UFB Administrative Advisor (Gila Johnson) no later than 10 days after an event.  Once all receipts are in, the UFB Administrative Assistant will assist you in filling out either a Request for Payment form (A114) or a Travel Reimbursement form (A113) and Travel Authorization form.  You will need to fill it out, sign it and then the UFB Administrative Assistant will send it to the UC Accounts Payable office.  A check or direct deposit will be processed and sent out no later than 10 business days after the A/P department has received the paperwork.
2. UC is TAX EXEMPT.  Please use the tax exempt form that is included in this booklet or pick up from the UFB Administrative Assistant (Gila Johnson) in room 655 Steger Student Life Center.  
I16.  PAYING FOR PERFORMERS
You will need to find out how your performer intends to be compensated.  Will they want their check to be written to a corporation or an individual? Will they require a deposit or can they be paid 30 days net?  

1) If your performer is being paid through a company, they will be paid by check and you will have to initiate a Purchase Order. Purchase Orders need to be started right away because they take time, especially if there is a contract involved.   The normal way UC handles Purchase orders is the vendor sends an invoice, AFTER the event UC will issue a check, 30 days net. You cannot do a PO AFTER the purchase.

2) If the performer is an individual, and NOT incorporated, a Limited Services Contract is required to be filled out (with their social security number), and signature before the event.  After this form is filled out an A114 must also accompany it in order for the performer to receive a check.  Two weeks is the turnaround period for a check to be processed.

3) If performers require a CONTRACT to be signed, under NO CIRCUMSTANCES ARE YOU OR ANY ONE IN YOUR STUDENT GROUP is to sign it.  The only person who can sign contracts is our Legal Services department and these forms should be submitted ONE MONTH before the performance.  If a contract is required, a UC Contract Approval Form (A910) must be filled out and signed by several UC departments.  

HOSPITALITY FOR PERFORMERS INCLUDES:

1) Performers must have receipts to be reimbursed for food.
2) UC prefers that performers can lodge anywhere but we recommend the Kingsgate Marriott (513) 487-3800 or Hampton Inn (513) 281-2700 near the campus because of proximity and free shuttle service. If this is not agreeable, other arrangements can be made. 

3) You can use the University Purchasing card to purchase an airline ticket (via phone or internet) for your guest or pay for their hotel.  You must initiate the phone calls and fill out the credit card request form. NOTE:  No third party sites are to be used, such as Travelocity, Hot Wire, Expedia, or Priceline. Only purchase tickets from the airlines website such as Delta, Southwest, and American Airlines.
4) Flying speakers in “coach” is the normal procedure for guest speaker.  The easiest way to purchase a ticket for your performer is via the UC credit card with a minimum of two weeks prior to arrival.

5) If your performer is traveling and using their own vehicle, the amount that UC will reimburse them is .55 (as of 1/09) cents per mile.  If you rent them a vehicle through University Transportation Services, then estimate .25 cents a mile reimbursement for gas.  If your performer pays for their own food/gas/taxi, they must keep original receipts and they will be reimbursed through a Travel Expense Report initiated by you.                                                                                                                  
APPENDIX:

A1. HELPFUL HINTS FOR RECEIVING FUNDING
· For each item requested, submit documentation when you submit your budget.  DO NOT FORGET A BUDGET FOR ALL EVENTS.
· Verify that ALL math on proposed budget matches documentation.

· Verify that all SUBTOTALS match the data provided in the line items

· Be NEAT!  If you budget is not typed, please make it legible.  Typing your budget is recommended to ensure legibility
· Submit budgets on time.  Under NO circumstances will late budgets be considered.  The earlier the better.

· Don’t be frivolous.  Decorations can border on being deemed excessive, don’t bet on them always being approved.  You have $300 in Operating Expenses that you can use for decorations.

· Bearcat students = FREE.  When having an event, we will consider funding items for Bearcats students and the keynote speaker.  We CANNOT pay for faculty/staff/administration, students from other universities, and people from the community.  

· Take a careful look at Items Generally Not Funded (Section IV, Letter H).  Make sure you know these.

· 10 days.  240 hours.  14,4000 minutes.  864,000 seconds.  That’s how long you have to fill out assessment form online. Make sure it happens.

· Last but not least:  MAKE SURE YOUR EVENT IS EDUCATIONAL AND PERTAINS TO THE DESCRIPTION OF YOUR GROUP.
Please use these hints when filling out your paperwork so your budget will not get denied We want to ensure that you have your event and that UC can enjoy your event.  Please also review this Funding Facts Packet.  
Come visit UFB members during our office hours (Steger Student Life Center, Suite 655) or call (513) 556-1196 prior to submitting your budget so we can point out anything you may have overlooked.  We want to work with you to get your budget approved so you can have your event and provide another educational opportunity for University of Cincinnati students.

A2.  UFB CRITERIA
UNIVERSITY FUNDING BOARD
Criteria Governing the Allotment of Funds 

Revised for 2011 – 2012

Purpose: The purpose of the University Funding Board (UFB) is to allocate the general fee money to the undergraduate and University organizations that promote interaction and awareness through programs and conferences that serve to directly benefit the entire student body of the University of Cincinnati. 

I. Eligibility for Funding 
A. Student organizations eligible for funding from UFB: 
1. Student organizations must be open to all students. 

2. The treasurer and president of the organization must attend one of the 

   mandatory Student Group Training  Workshops (Workshops are held early fall quarter and a makeup session is held the first Thursday of every month). 
3. The organization must register with the Student Activities Board (SAB) and attend 
 
   a registration workshop every academic year and remain in good standing with 
 
   SAB. 
4. Any newly formed and registered organization with SAB will be placed on a

     provisional status, which includes the following terms: 
a. Newly formed student organizations must wait ten weeks until they may request      
    programming and conference funding from UFB. 
b. Newly formed student organizations may use operating funds immediately. 
B. Student organizations not eligible for funding from UFB: 
1. Any organization with restrictive or selective membership, which is not open to all 
University students (i.e. honoraries and social fraternal organizations); 
2. Any organization that receives academic credit; 

3. Any organization that receives funding from other areas of the general fee; 

4. Any group eligible for GSGA funds may not receive UFB funds. 
II. Description of Funds Available to Student Organizations 
Each organization eligible to receive UFB funds may request funding for Operating, 
Programming and Conference funds. 
A. Operating Funds 
1. Each organization eligible to receive UFB funds may request $300 for operating 
 
   expenses. 
2. These expenses may be used for the general management of the organization at their 
               discretion. 
3. All operating expenses require the advisor's signature of the student organization. 
4. Operating expenses cannot be used for alcohol or for anything that may be in

    violation of University policies. 
B. Programming & Conference Funds 
1. Each organization eligible to receive UFB funds may request up to $7,000 each 
 
  academic year for programming and conference type events. The academic year is 
 
   defined as Fall through Summer Quarters. 

2. Programs and conferences funded by UFB must facilitate educational interaction and 
 
   awareness among the student body. 
3. These events must coincide with the organization's primary purpose registered with 
 
   SAB. 
4. Programming events must be open and free of charge to all UC students; however, this 
 
   rule does not apply when requesting conference funds. (See IV.C.2.) 
5. A conference is defined as an event off campus in which any member of the group will 
 
   stay overnight as a part of the event. 
6. A program is defined as any event that is held on or off campus that does not require 
 
   the group to stay overnight to attend. 
III. Preparing Funding Requests 
A. General Information for UFB Funding Requests 
1. UFB hears funding requests at 6PM every Thursday school is in session during Fall, 
 
   Winter and Spring Quarters except for the first week of Fall Quarter, the sixth week of  
               Spring Quarter, and every final exam week. For information on meeting location 
 
   please visit the UFB section on the following website: http://www.uc.edu/sga 
2. Organizations must complete a funding request for each event in accordance with this 
 
   UFB Criteria. 
3. Groups must use the UFB provided Funding Request Form.

a. Funding requests may be picked up and returned to the UFB mailbox in the Steger Student Life Center, Room 655 or found online at: http://www.uc.edu/sga. 
4. If requests are handwritten, they must be legible and done in pen. It is strongly encouraged that all Funding Requests are typed.
5. Signatures on submitted funding requests must be an exact match to signatures 
    submitted from the Student Group Training workshop (See Sec. V. B. 1. b. and Sec. V. B. 1. c.) 
a. Digital signatures (see Sec. V.B. and Sec. VIII.B.) will not be accepted. 
6. All funding requests including supporting documentation and correct signatures must 
    be received by 3PM on Thursday to be reviewed at that Thursday's meeting. Any  
    documentation submitted after 3PM the Thursday the budget is to be heard will not be 
    included with the funding request. 
7. All requests must be heard at least two (2) full Thursdays prior to the event. 

8. Only one funding request application per event may be submitted (see Sec. IV. G. 6. for exceptions)
B. Early Fall Quarter Requests 
1. Fall Quarter requests for funding during the first twenty-one (21) days of the Fall Quarter must be submitted by the eighth week in the Spring Quarter of the previous year. 
C. Summer Quarter Requests 
1. Organizations are eligible for funding for only one (1) event in the Summer Quarter 
    and this event must be unable to be held during the Fall, Winter, and Spring Quarters. 
2. Summer funding requests must be turned in by the fifth week of the Spring Quarter. 
IV. Guidelines for Programming and Conference Funding Requests 
 A.  Documentation 
1. All expenses (that are not listed in the UFB Funding Facts Manual) must be included with 
         the funding request and justified by supporting documentation. 
2. Events based around a speaker or guest lecturer, regardless of honoraria paid to the 
         guest for any charges incurred, must include the following: 
a. Documentation of the speaker's intent to attend. 
b. Credentials for how the speaker fits with the event and the purpose of the group. 
3. Conferences, regardless of conference fees, must include documentation of the event, 
         including an agenda or itinerary for the conference to support the educational value of the 
          event. 
a. If the conference is not being organized by a University of Cincinnati group, 
documentation and an agenda from the organizers of the conference must be provided if published at the time of budget submission. 
B. Advertising 

1. For food and beverage and off campus events, please see (Sec. IV.C.2) below.

2. If requesting funding for advertisement, a copy of said advertisement must be included as documentation. 
C. Food and Beverages 
1. A portion of the $7,000 available to each group may be used for food and beverages for 
          up to two (2) events. The combined total for the two events shall not exceed $2,000 and 
          this funding may pay for UC students only. 
2. If an event involving food and beverages has a limited availability or is located off 
campus, advertising with an RSVP must be done and included in the budget as documentation. 
3. Food and beverage events must provide an agenda for the event. 
D. Transportation 
1. Organizations must assign a cost of $0.25 per mile traveled for gas expense for rented 
           vehicles only. 
2. Groups traveling anywhere in a university provided vehicle must provide a list of M 
           identification numbers for all students attending. 
3. Citations and other violations are the responsibility of the funded organization. 
4. UFB does not fund airline tickets for students. 

E. Registration Fees and M Numbers 
1. A maximum of ten (10) conference registration fees will be funded during the 
          academic year. When requesting funding for a conference, an attached list of all 
          participants, even if the budget is only requesting 10 conference registrations, must 
          be submitted with the funding request. This list must include each student attendee's 
          full name and student M identification number. 
2. Groups traveling anywhere in a university provided vehicle must provide a list of M 
           identification numbers for all students attending. 
F. Lodging 

1. Student organizations may request a maximum of $1000 for lodging per year. 
2. Lodging requests for outside performers (non-UC students) are funded, in addition to the 
    organization's allotted $1000. 
3. Incidental charges are the responsibility of the funded organization. 
G. Co-Sponsorships 
1. A co-sponsorship request should be submitted as follows: 
a. One cover page similar to that of a traditional funding request; however, the cover 
                       page must have a president/treasurer's signature and an advisor's signature of each co-
                        sponsoring organization. 
b. One single funding request on which organizations must indicate which line items 
                       they are sponsoring. 
2. Organizations cannot spend more than $3,500 of their programming funding on co- 
                 sponsorships. 
3. The maximum food and beverage request for co-sponsored events is $2,000. 
4. If two or more organizations wish to co-sponsor food and beverage items, each 
    organization must count the co-sponsorship as one of its food and beverage   
    events. 
5. The purpose of each co-sponsoring group must align with the purpose of the event.

6. More than one (1) organization may apply for funding for the same conference.
a. Groups attending the same conference do not need to submit requests as co-sponsorships.

H. Items Generally Not Funded 
1. Seed money for fundraisers (e.g. loans); This includes any event related to fundraising. 

2. Student gifts or giveaways of any type (e.g. philanthropic donations, novelty items, 
    live flowers, clothing, non-essential decorations, balloons, office supply items, gift 
    cards); 
3. Honoraria for University of Cincinnati students, faculty, staff, or administrators; 

4. Meals will not be provided for individuals who are not University of Cincinnati   
    students. This includes speakers, faculty, staff, and administration in attendance at  
    UFB funded events; 
5. Service contracts that do not pertain to the organization's purpose or are used solely for 
                 the benefit of the organization (e.g. photographers, therapists, coaches); 
6. Media paraphernalia (e.g. magazines, videos, films, books, newspaper publications, 
                 and newsletters): not essential to the effectiveness of the event. 

i. Electronics (e.g. computer hardware and software, printers and printer 
                                         equipment, web page development, typewriters); 
ii. Insurance, national, or state membership fees or dues; 

iii. Alcohol; 

iv. Any item deemed excessive by UFB and/or not fully justified by the  
     organization to be essential to the operations, primary purpose, or 
     programming of the organization. 

7. Any students competing at a program or conference.


8. Any purchase not made in US Dollars
V. Automatic Deductions 
A. Request Deadline - 100% 
1. Funding requests must be submitted two (2) Thursdays prior to the actual event. 
B. Signatures - 100% 

1. The organization's advisor and the treasurer/president must sign each request for  
                        funding. 
a. Also, see (Sec. VII.B.) regarding forged signatures. 
b. A digital signature shall be defined as a signature that is in any form of digital 
    document/ media, a picture, or reproduced image. See (Sec. III. A. 7.b.) for 
    further information. 
i. In the case where an advisor, treasurer, or president is not available to  
   sign the funding request, UFB will accept an email from the missing 
   party sent from an official UC email address. 
c. In the case where a group shall change officers (President or Treasurer who 
    attended the Student Group Training workshop) or obtain a new advisor, it shall be the  
    responsibility of the group to ensure that new signatures are recorded with
    UFB. See (Sec. III. A. 7.). 
i. New officers must attend the next scheduled Student Group Training Workshop and 
    sign the appropriate paperwork. 
ii. It is the group's responsibility to obtain and submit the signature of a 
     new advisor. 
C. Documentation - 100% 
a. Each line item not fully supported by proper documentation shall be cut 100%. 
D. M Numbers - 100% 
1. Any conference budget not accompanied by all of the attendees' M identification
                       numbers shall be cut 100%. 
2. Any budget involving travel not accompanied by all of the attendees' M 
                        identification numbers shall be cut 100%. 
E. Balanced Figures - 25% 

1. All individually requested items that do not fully explain the cost breakdown (i.e.
                       cost and quantity of each item, hourly rate of each item, flat rate, etc.) will result in a 
                       25% deduction. 
2. All figures that do not coincide with attached documentation will result in a 25% 
                      deduction of the corrected total. 
3. All mathematical miscalculations, rounded figures or estimations of line items, 
                       subtotals or grand totals will result in a 25% deduction of the corrected total. 
VI. Post-Event Paperwork/Administration 
A. All original itemized receipts from approved funded requests or purchases made with the $300 Operating funds must be turned in within ten (10) business days from the end of the program or event in order to receive reimbursement for expenses. Per University of Cincinnati policy, any receipts older than 30 days will not be accepted for reimbursement.
B. The Programming Assessment Form needs to be completed no later than ten (10) 
           business days after an event.  
1. All funds will be frozen after ten (10) business days from the end of the event if above form or receipts are not turned in and will remain frozen for at least three (3) days from the day the form/receipts are submitted. 
2. If the form or receipts are more than 3 days late, funds will be frozen for ½ of the amount of days they are late. (e.g. If a form is ten (10) business days late, the group’s funds will be frozen for five (5) business days from the day the form was turned in). 
a. If group’s funds have been frozen due to a failure to submit an assessment form or receipts a budget request will not be heard while the group’s funds are frozen. 

C. The conference and event assessment forms are available online at: http://www.uc.edu/sga.
VII. Appeal Process 
A. To appeal a UFB decision, a group must submit a typed letter of explanation stating why 
            the group is appealing, listing the line item(s) and article(s) that are being appealed. 
B. This typed explanation must be submitted by 3:00 pm the following Thursday. 
C. Groups may not appeal any Automatic Deductions. 
D. Groups desiring additional appeals must submit them to the Chief Justice of the Student  
     Court and the President of UFB within one (1) week of the UFB decision. 
E. This appeal should follow the same format as the appeal to UFB. 
VIII. Audits and Sanctions 
A. Any organization found to have exceeded their budget, forged documents or signatures, 
or to have purchased any item with UFB funds without explicit approval of UFB, could have their account frozen for a determined amount of time. 
B. UFB reserves the right to audit any organization for any reason and take any funded 
organization to Student Court if additional sanctions are desired. 
IX. UFB Consultation 
A. Office hours regarding questions about funding requests are highly encouraged and are 
posted in the Student Government office and online: http://www.uc.edu/sga. 
B. Consulting a UFB member prior to submitting a budget is highly encouraged; however, 
any consultation provided by members of UFB, their advisor, or any person associated with UFB, is to be construed only as advice, and in no way can consultative advice be 
taken as a binding agreement on the Board's behalf, as final decisions on funding allotment are always a Board decision. 
A3.  REQUEST FOR ADDITIONAL FUNDING FORM
	FOR OFFICE USE ONLY:

	Date Turned In
	Time Turned In
	UFB Initials

	
	
	


	FOR OFFICE USE ONLY:

	Date
	Status

Approved/Denied/Tabled/Entered
	Amount
	Initials
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REQUEST FOR ADDITIONAL PROGRAM FUNDING

2011-2012
PLEASE TYPE OR PRINT–MUST BE LEGIBLE IN ORDER FOR UFB TO REVIEW

All requests must be submitted for review to the Student Government Office (Room 655 Steger Student Life Center) TWO (2) Thursdays prior to the event.  
*Co-Sponsorships go on ONE Request Form (can attach additional paperwork if needed)*

Organization Name _____________________________________________________________

President/Chairperson __________________________________________________________

Phone Number ________________________  E-Mail __________________________________

Name of Program _______________________________________________________________

Program Location _______________________________________________________________

Program Date(s) ____________________ Time _______________________________________

Advisor’s Signature ________________________________ Date ________________________

Signature of the Person who attended the Student Group Training Workshop and that UFB has on file 

_________________________________________________ Date ________________________

GIVE A BRIEF DESCRIPTION OF THE PROGRAM:

WHAT IS THE PURPOSE OF THE EVENT?

LINE ITEM EXPLANATIONS AND FUNDING REQUESTED
CATEGORIES (AS DESCRIBED IN THE CRITERIA)

	Line Item Description
	Funding Request Amount
	Funding Approved 
(for Office Use only)

	Conference Registration:

(Attach M numbers)


	$
	$

	Facility Rental/Equipment Rental:

Items to account for:
(If event in on MainStreet include security)

(Check with Campus Scheduling for trash removal, etc.)


	$
	$

	Advertising/Copies: 
	$
	$

	Transportation:

(Ground transportation only for students)


	$
	$

	Gas/Other related transportation costs:

(Only when using a UC vehicle)


	$
	$

	Hotel/Lodging:

(Need documentation; can include tax)

(If requesting lodging UFB considers this a conference)


	$
	$

	Performance/Performer Honorarium:
	$
	$

	Other Related Performer Expenses: 
	$
	$

	Food/Beverages:

(Tell us how you will open it up to all UC students)


	$
	$

	Other:
	$
	$

	SUBTOTAL:
	$
	$

	Less Co-Sponsorships:
	$
	$

	GRAND TOTAL:
	$
	$


A4.  ASSESSMENT FORM Online (Found at http://uc.edu/sga) 

This online form is due 10 days after an event or funding will be frozen.  Along with the online form, turn in a sample of the advertisement used for all open events to 655 Steger Student Life 
A4.  ASSESSMENT FORM Online (Found at http://uc.edu/sga) 

This online form is due 10 days after an event or funding will be frozen.  Along with the online form, turn in a sample of the advertisement used for all open events to 655 Steger Student Life

	FOR OFFICE USE ONLY:

	Date Turned In
	Date Funds can be Used
	Type of Group


	Roster Attached?
(Circle One)

	
	
	
	Yes      No


STUDENT GROUP TRAINING WORKSHOP 2011-2012 VERIFICATION FORM

Workshop Date: ___________UFB or SAB Representative Signature______________________

Student Group Name: ​​​​​​​​​​___________________________________________________________

The basic purpose of your Student Group: ___________________________________________

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
STUDENT LEADER CONTACT INFORMATION (President AND Treasurer)

President’s Name (printed): ______________________________________________________

E-mail: _________________________________   Cell Phone Number: ____________________

Signature: _____________________________________________________________________

(This signature will be kept on file and verified when you turn in a request form)

Treasurer’s Name (printed): ______________________________________________________

E-mail: _________________________________   Cell Phone Number: ____________________

Signature: _____________________________________________________________________

(This signature will be kept on file and verified when you turn in a request form)

ADVISOR CONTACT INFORMATION AND SIGNATURE

Advisor’s Name (printed):________________________________________________________

Advisor’s Signature: _____________________________________________________________

(This signature will be kept on file and verified when you turn in a request form).  We need the Advisor’s Signature on file.  If for some reason you cannot get their signature, you can have them fax, mail, or e-mail this form over to us for your file.  

E-mail: _________________________________   Cell Phone Number: ____________________

(UFB and AIC STUDENT GROUPS ONLY)

Is your Student Group open to everyone and free of charge (circle one)
     Yes

No

Current Number of Students in your Student Group: (please attach the group roster) ________



UNIVERSITY FUNDING BOARD (UFB)
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Sign if student online registration is complete


                                                                                                               DATE ______________





SAB members name (print) _______ __________________________________________________





SAB member signature ____________________________________________________
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UNIVERSITY FUNDING BOARD AUDIT SHEET


This document is to be used by University Funding Board members during the auditing of a UFB funded event. This 
document is to ensure the integrity of the events that UFB is funding. Please have this sheet signed by either the President 
or Treasurer of the group hosting the event.

Contact Information


Event Name:  _________________________________________________________________________

Student Group Name:  __________________________________________________________________


Location of Event:  _____________________________________________________________________

Date/Time of Event:  ____________________________________________________​​​​​​​_______________

Audit (UFB member)


Does the event coincide with the purpose of the group? 

Yes 
    No   

Does the event facilitate educational value to the Student Body?
Yes
    No

If the answer is “No” to any of the above questions, please leave a comment on the line below.


_____________________________________________________________________________________

Is the Event open and free of charge to all UC students? 

Yes
  No

Is there food/drink designated for the event?

                         
 Yes 
   No   

If Yes, is there either a speaker or are they abiding by their agenda? 
     Yes 
        No   


Final 




After reviewing the following event, I have filled this sheet honestly and to the best of my knowledge.

University Funding Board Member: 


_________________________________
__________________________              _____________

Print Name




Signature


             Date



Student Group Leader: 


_________________________________
______________________________
Print Name




Officer Position

_________________________________
______________________________


Signature




Date


