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Registered Student Organizations

Funding Guidelines & Policies

2010/2011
Dear Registered Student Organization:

Thank you for your interest in applying for organizational funding through the Student Life office.  The following information will assist you in understanding the steps in submitting your organizational funding request. Please read all the organizational funding guidelines and keep them for your reference. 

Please note that all requests must be submitted four weeks prior to the program date.  The Student Life Allocation Committee meets the last Monday of every month.  Requests for funding must be submitted by 4:00 pm on the Friday prior to the meeting.  Late funding requests will not be accepted.  Please see meeting schedule listed below.  

The following items need to be completed before your proposal will be considered by the committee.

1) Must be a registered student organization in good standing through the Student Life office. 

2) Submit the Funding Request Form with all necessary supporting materials to Student Life office. 

3) Organization Funding Requests will be reviewed in the order they are received.  

4) Student Life Allocation Committee will meet on a monthly basis until all organization funding dollars have been allocated for the year.  

Please make sure that you read and understand the funding guidelines included in this packet. If you have questions, please contact Melissa Blythe at melissa.blythe@davenport.edu. Thank you and we look forward to reviewing your requests.

Sincerely,

Student Life Office

Funding Guidelines & Policies

Funding is available for registered student organizations based on the belief that student organizations and their activities contribute to the developmental, educational, social and cultural well being of all Davenport University students.  

General Policies for Funding Requests
· Student Organization must be registered and in good standing with the Student Life office.  

· Programs and events must be open to all Davenport University students.

· Allocated monies can not be used for the acquisition of office equipment, operational expenses, recovery from debt, or other expenses not pertinent to the single event for which funding is granted. 

· Allocated monies cannot be used for the personal benefit of individuals or private corporations, for direct donations to charitable organizations, or for direct financing of political candidates and/or campaigns.  

· Allocated monies cannot be expended for any activity contrary to University policy, or procedures and/or applicable state and federal law.
· The total budget request does not exceed ½ of the total cost of the event.
· The total budget request does not exceed $750.00. 

Procedure for Submitting Requests

· Organizations must submit budget requests on the forms provided. These forms are available on the Portal under the Student Life tab.  

· Forms must be submitted electronically to Melissa Blythe, at melissa.blythe@davenport.edu . 
· The organization’s Treasurer and Advisor must sign the RSO information form before their organization may receive funds. This form will state that they have read and understand the funding guidelines.   
· Failure to properly complete the Funding Request Form will cause your request to be placed on hold until all materials are submitted according to guidelines.  
· All requests must be submitted four weeks prior to the program date, with no exceptions.  It is standard practice to allow for at least two weeks for all accounting paperwork to be processed.  Successful programming occurs when there is adequate time in planning and preparation.  For assistance with event planning, please contact Melissa Blythe in the Student Life office.
Student Life Allocations Committee
· Applications for funding will be reviewed in the order in which they are received. You are encouraged to submit any information that you feel will assist the committee in making a recommendation. 

· Funding will be allocated without regard to race, sex, religion, age, sexual orientation, or other factors that may be considered to be discriminatory. 

· Organizations have the right to receive a complete explanation from the committee of any funding granted or denied. 

· Organizations that violate the guidelines may have their funding revoked for a period of time designated by the Executive Director of Student Life.

· Any unused allocated funds will be swept back into the general student organization account managed by Student Life.  These monies will be used for future organizational funding requests.  Appropriate time will be given before funds are swept to insure that all outstanding bills have been paid.
· The Vice President for Student Services or his/her designee may authorize exceptions to the guidelines.
Procedures for Organizations Receiving Funds

· Organizations receiving money through the Student Life Allocations Committee must maintain those funds within the University accounting system. When an allocation is provided, no money is to be spent from this allocation without first communicating with the Assistant Director of Student Life.  Funds spent ahead of time will not be reimbursed. 
· If an organization is requesting funds for an honorarium, speaker fee, or other form of payment to an individual or group, the organization must go through the Student Life office when negotiating and signing a contract with that individual, group, or agent. This is to protect the organization and the University from unscrupulous agents, promoters, speakers, etc. 
· If an organization does not go through the Student Life office for contract negotiations, the organization will not receive the funds allocated towards the payment of the individual/group. 
· When submitting an application for funding, include a copy of the contract for review. Davenport University is not responsible for the terms of contracts signed by students or student organizations. 

· Advertisements for activities sponsored by Student Life Allocations Committee must include the following statement: This activity is funded in part by the Student Life Allocation Committee. You may also use the Student Life office logo in place of this statement. The logo can be downloaded from the website. Failure to do so could affect future funding requests.
· Organizations must spend the funds as recommended by the Student Life office in the funding approval letter. Organizations may request changes to the allocation through the Student Life office. 

· Final approval for all allocations rests with the Executive Director of Student Life.

Program Summary/Student Life Allocations Committee Evaluation                       

· Program summary reports must be submitted to the Student Life office within two weeks after completion of each program or event. These should include a written summary of the event and an evaluation of your program. 

· Organizations that do not complete the program summary report are not eligible for funding within the same academic year until all reports and/or evaluations are submitted to the Assistant Director of Student Life. 
· Copies of advertisements affiliated with the program must be included with your summary report.
Appeals

· Appeals to funding decisions should be directed in writing to the Vice President of Student Services within two weeks of the date on the denial letter from the Student Life office. 

Checklist
The following is a check list of documents to submit to the Student Life office. Remember to submit all necessary documentation at least four weeks before the program date. 

1) Program Request Forms (including RSO Information, Program Information and Budget Request).
2) Operating budget for your RSO including all funding sources.
3) Copies of any invoices, price quotes and contracts that you are requesting Student Life Allocations Committee funds for. Remember that all contracts must be negotiated and signed through the Student Life office if you wish to use funds to pay for the contract.

4) Any additional documents or information pertaining to the program that will assist the Student Life Allocations Committee in reviewing your request

RSO Funding Request Form
Please Print or Type Clearly

Organization Name 













RSO Contact Name 













RSO Local Address 














RSO Local Phone 














President Name 






Signature 





Local Address 







Phone 






Email Address 







Date 






Treasurer Name 






Signature 





Local Address 







Phone 







Email Address 







Date 







Advisor Name 







Signature 






Local Address 







Phone 







Email Address 







Date 







Overall Requested Amount*** __________________________________________
***To receive funding, organizations must be free of any debt to the University

At this time, my RSO is free of any debt to DU.   

RSO Treasurer’s Initials  



***Please attach a copy of the program budget, including all funding sources. A sample budget can be found at the end of this document.
Program Information Form

Please Print or Type Clearly

Primary Student Contact  












Local Address 







Phone 







Email Address 







 Date 







Organization 















Program Title 















Date of Program 








Location of Program 







Target Audience 







Anticipated Attendance 







Program Description

Please include the Who, What, Where, When, Why of the program. Attach additional pages if necessary.

Program Purpose

What will this program accomplish?  How do you plan to reach expected outcomes?  Attach additional pages if necessary. 

Co-sponsorship
List all groups/organizations/departments/private businesses that are co-sponsoring your program.  Please list what level of sponsorship they are providing.  

Will you be charging people to attend this event?  
Yes 


No 



If “yes,” how much per person? 
$ 



Program Budget Form
· Please complete each line item that applies and submit appropriate documentation for a complete proposal. 

· Please complete even if you attach additional sheets.

· Please Print Clearly

	Line Item
	Explanation of Expense

(Attach additional sheet if needed)


	Total Cost
	Co-Sponsor Contribution

(if applicable)
	Your RSO’s Contribution
	Student Life Allocations Request
	Student Life Approved

(Office use Only)

	People/Contracts
	
	
	
	
	
	

	Honorarium
	
	
	
	
	
	

	University Labor
	
	
	
	
	
	

	Travel
	
	
	
	
	
	

	Lodging
	
	
	
	
	
	

	Meals/Food
	
	
	
	
	
	

	Security/Insurance
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	
	
	
	
	
	
	

	Rentals/Supplies
	
	
	
	
	
	

	Sound/Stage/Lighting
	
	
	
	
	
	

	Equipment Rental
	
	
	
	
	
	

	Supplies
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	
	
	
	
	
	
	

	Promotion/Advertising
	
	
	
	
	
	

	Postage
	
	
	
	
	
	

	Flyers/Posters
	
	
	
	
	
	

	Printing/Copies
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	
	
	
	
	
	
	

	Other Expenses
	
	
	
	
	
	

	Grand Total
	
	
	
	
	
	


Additional Budget Information
	Line Item
	Explanation of Expense

(Attach additional sheet if needed)


	Total Cost
	Co-Sponsor Contribution

(if applicable)
	Your RSO’s Contribution
	Student Life Allocations Request
	Student Life Approved

(Office use Only)
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