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Student Organization Campus Events
Funding Application

	Contact Information

Sponsoring Organization:_______________________________________________________

Chief Officer: ________________________________________Phone:___________________

Email: ______________________________________ 

Event Contact Person:___________________________________ Phone: ________________

Email:_______________________________________

Organization Advisor:_________________________________ Phone: __________________
Email: ______________________________________




	Event Information

Title:_______________________________________________ Date:____________________

Time:__________ Location: ____________________Expected Attendance: _____________
Total Estimated Cost:$___________________ Total Amount Requesting: $_________
 What other sources of revenue has your group pursued? ____________________________

_____________________________________________________________________________
_____________________________________________________________________________


Please Attach the Following to Completed Application
1.
Program Description- One page minimum typed description, summarizing what will be happening at the event, why the event is being held (what is the purpose), and its benefit to the university and how it fits into the university’s mission and values.  Also include in your description if your organization has put this event on in the past.  If so was it successful and what did you learn to make it more successful this time.
2.
Itemized Budget- Please include all the following in your line item budget for expenses related to your event; expense item, explanation of expenses, quantity, price of quantity, and total all your estimated costs.  Below estimated costs, include the total amount requesting (please refer to Funding Guidelines for items that are allowed to be funded by ASI).  Also if you need to further justify any expenses please include a short written summary.
Example of Itemized Budget:
	Item Expense
	Explanation of Expense
	Quantity
	Quantity price

	Mustard
	Condiments for BBQ
	4
	$10.00

	Paper Plates
	Plates for BBQ
	200
	$15.00

	Hot Dogs
	Hot Dogs for BBQ
	200
	$50.00

	BBQ Rental
	Fee for BBQ Rental
	1
	$25.00

	Gift Cards
	Giveaway prizes for attendees**
	2
	$50.00

	
	
	Total Estimated Cost
	$150.00

	
	
	Amount Requesting
	$100.00


**This line item is not eligible for ASI funding.  For items eligible for funding please refer to the Funding Guidelines.
Application must be turned in to ASI Business Center, FCB 5103
	Applicant’s Signature
	Date                       
	Advisor’s Signature
	Date              


Student Organization Campus Events

Rules, Restrictions, & Procedures
Eligibility
A. Funding for programming is given to student organizations recognized by Student Life & Leadership.
B. In order to be eligible for funding, a representative from your organization must attend the Student Organization Leadership Workshops and attendance will be strictly enforced.

C. Any organization receiving money must have attended a minimum of THREE Student Organization Leadership Workshops in the semester prior to the one in which they are requesting funding.

D. Funding requests submitted after the last funding request hearing of a semester will be automatically considered for funding in the next semester.

E. If an organization meets the requirements for funding, allocation of funding is not guaranteed.
Funding Requests
F. Funding requests will be considered on a first come, first serve basis only;  the ASI Leadership Funding Board will review and hear the funding requests in the order that the requests are received.

G. Applications must be turned into the ASI Business Center, FCB 103 by 4:30pm the Monday prior to the Funding Board meeting and date stamped by ASI front desk staff.  
H. Only completed applications will be considered for review.  Each funding request must include event application, typed program description, and an itemized event budget.  In addition, please be aware, that by signing the funding request form as a representative of your organization, if your organization is granted funding, your organization –not the contact person or president- will be held liable for the requirements of funding.  If for any reason the contact person or president leaves the organization, the organization is still responsible for fulfilling the requirements of funding.
I. In the event that the ASI Leadership Funding Board grants funding to the student organization, the events and programs must be open to all CSUSM students.  Organizations may not discriminate against any student on the basis of race, color, religion, sex, gender, age, national origin, ancestry, pregnancy, physical or mental disability, sexual orientation, marital status, veteran’s status, military status, political affiliation, or medical condition.
J. The maximum amount that each organization may request is $500 per event, $1,000 per semester per organization.

K. Funding requests may only be granted for the particular event that is under review.  If in the instance the event is canceled, the funds cannot be carried over to another event by the same organization.

L. If the entire amount of the funding granted to an organization is not spent, the remainder of the funds will be rolled back into the Leadership Funding Board account. 

M. Any advertising for an event funded by ASI must include the words “Co-sponsored by Associated Students Inc” and/or the ASI logo.

N. Funding is granted on a reimbursement basis.  You must submit all ORIGINAL receipts, along with the Reimbursement Form to the ASI Business Center within 10 Business Days of your event.

O. If an organization fails to submit the accurate and original itemized receipts, reimbursement will not be granted.
ASI Leadership Funding Board Meetings

P. ASI Leadership Funding Board will meet once a month to review all funding requests.  At each meeting the committee will review all application materials and will give each organization a chance to present materials and defend funding request.  If the organization does not show during the meeting, then the decision to grant funds will be based solely on the application materials submitted.

Q. Once the ASI Leadership Funding Board has made a decision about the amount of funding granted, the event contact person and/or president will be notified of the amount granted by the ASI Vice President of Finance following the committee meeting.
Please refer to the ASI Leadership Funding Board Guidelines for a list of complete rules, restrictions and procedures.  For any questions please contact the ASI Vice President of Finance or the ASI Business Center, 760-750-4990.
Application must be turned in to ASI Business Office   		Received by:______________


									Date received:____________





ASI Use Only:


____________	_________________________	$_____________________	________________________________________


Received by:	Date Received:			Amount Approved		ASI V.P. of Finance Signature





 	









