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OFFICE USE ONLY:



 
Date Received by SL&A: ______________




Agenda Date: ________________________


The Student Government of 

Ferris State University

Finance Division
Student Activity Fund 

Travel Grant Proposal Application

A hard copy of this form, completed in full* with signatures, must be received in the Fund Administrator’s Office (Rankin 158) by the date and time specified by the Finance Division Policies. In addition to this form, a verbal presentation must be given by the Organization at a Finance Division Meeting. Travel allocations are limited to $1,000 and must be presented before the Division at least four (4) weeks in advance of departure date. Current dates and times of deadlines and meetings, as well as a complete set of the Student Activity Fund Finance Division Rules of Appropriate and Allocation, can be located on the SGFSU website.
The Finance Division cannot fund anything retroactively – this includes anything that has already taken place or has been purchased or contracted.

*Please highlight each [type here] and enter your information. After you’ve obtained your signatures, please retain a copy of this completed form for your own records.

Name of Organization: [type here] Organization Type: [type here]
# of Members: [type here]  Mailbox #: [type here] RSO Email or website: [type here]
Treasurer: [type here] Phone: [type here]   Email: [type here]  
President: [type here] Phone: [type here] Email: [type here]   

Advisor: [type here] Phone: [type here] Email: [type here]   
Presenter: [type here]   Phone: [type here] Title: [type here]  


Presenter’s Email (if not listed above): [type here]   

Name of Event: [type here]
Location: [type here]
Proposed Date(s) & Time(s) of Event: [type here]
Type of Activity: [type here]
Goal(s) of Activity: [type here]
Expected Attendance:

FSU Students: [type here] + Non-FSU Student Attendance: [type here] = Total [type here]
Please answer the following questions. 
1) What are the goals of this event? [type here]
2) Summarize the activity that requires funding and why you believe the Student Activity Fund is the appropriate provider of this funding. [type here]
3) Who will benefit from this activity? How did the beneficiaries participate in planning in this event? How will the beneficiaries share with the entire campus community? (Priority will be given to events that benefit the entire Ferris State University campus) [type here]
4) Please explain where your matching funding will be coming from and any fundraising you plan on completing to earn this match. [type here]
5) ***Annual Events*** When did your Organization last attend this event? What was learned? Have any of these ideas been implemented at FSU? Why should your Organization attend again? [type here]
Travel Worksheet for “Anticipated Event Total(s)” below
Departure Date: [type here] Return Date: [type here] City & State closest










  To destination: [type here]
Registration/Conference Fees:


Total # of Ferris student(s) this proposal is for:  [type here] @ $[type here] Price per student = $[type here]
Lodging Rental: Lodging price per room 


(Include taxes & fees) $[type here] @ [type here] # of rooms @ [type here] # nights = $[type here]

Motel rooms should be based on four (4) students of the same sex per room. [type here] #Male [type here]#Female
Transportation:


Private or Motor Pool (use current University established per mile rates)


[type here]# Miles round trip @ $[type here] price per mile @ [type here] # vehicles = $
[type here]

Number of vehicles should be based on at least four (4) students per car. Motor Pool, if granted, MAY require a deposit.

Public/Contracted Transportation Expenses

Plane/Train/Bus, etc:
$[type here] Ticket price @ [type here] # of tickets = $[type here]
Car Rental per day $[type here] @ [type here] # days @[type here] #vehicles; Taxi $[type here]; 
Parking $[type here] = $[type here]
Other Expenses: (explain in detail) [type here] = $ [type here]
















This total should match “Anticipated Event Column Total” below.
    TOTAL:
= $[type here]

[image: image1.emf]Expense Categories 

(please 

attach a breakdown of any expenses 

not explained above)

Anticipated 

Totals

Has this 

expense 

been Pre-

paid?

Other 

Funding 

(fundraisers, 

donations, etc.)

Requested 

(No more than 50% - 

Maximum allocation 

$1000)

Allocated 

(For office use 

only)

Registration/Conference

Lodging Rental 

Transportation

Other Expenses

Column Total


Please Note: Anticipated Event Total – Other Funding = Requested
Travel allocations are limited to 50% of allowable expenses with a maximum of $1000. Organizations cannot be funded more than one travel allocation per semester.

Please Read BEFORE Signing:
· The Finance Division cannot fund retroactively. By signing this form, we attest that nothing in the “requested” column has already taken place or been purchased or contracted. 

· We understand that if this proposal is funded, we must stay in good status with the Office of Student Leadership and Activities or these funds may be rescinded.

· If this proposal is funded, we agree to schedule a pre-event meeting with the Fund Administrator and to facilitate all paperwork involved in a timely fashion. Original receipts will be submitted within five (5) days of the travel return date. 
· Completed and signed travel waivers for each student attending must be submitted to the Fund Administrator’s office BEFORE departing. Failure to do this will forfeit the allocation.
· If this proposal is funded, an event evaluation, written and verbal, must be completed within the current guidelines of the Division. Failure to complete this procedure will make our group ineligible to apply for funding for one full calendar year after the completion of all pertinent documentation, and place our Organization in “bad standing” for that length of time. 

· If any information submitted to the Division is found to be false or if the Student Organization is found to be in violation of any mandate of the Division, the Division has the right to rescind its allocation and place the Student Organization in “bad standing.” We certify that all information in this document and otherwise presented to the Division is the truth, to the best knowledge of all students and faculty involved. 

· By signing this form, we agree to follow all policies, procedures, and mandates of the Division. Policies can be found on the SGFSU website.
Signatures:
Student Contact:







Date:




Organization President:






Date:



 
Advisor: 








Date:




REQUIRED:
I, the undersigned student mentor (Finance member), certify that the above-mentioned Student Group sought, and I provided, aid in the completion of this form, assistance in preparation to appear before the Division, and/or information necessary to the completion of the allocation process. 

Student Mentor (*must be a member of the Finance Division): _________________________________________






                                Date: _________________________

Please retain a copy of this signed and completed form for your own records. 
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