ASEOU SENATE ALLOCATION FUND REQUEST 

2009-2010:
REASON FOR REQUEST:
A cover letter 250-500 words is required with the information giving in the guidelines, and with the following information (not included in the 250-500 words):  
Name of Club/ Individual:

Service Hours Completed (minimum of 20 hrs):
Index Code:



Name of organization/Contact person:

Account Balance:


Contact number:
Contact Name:


Date of service:
Contact Email:


Date Intent to be Active Form was filed: 
Expense report must be filled out completely with all math done.  A copy of registration and a formal invitation are required to be considered for travel funds for competing / presenting.
BEFORE SUBMITTING REQUESTS, PLEASE READ ALL GUIDELINES
Senate Allocation Guidelines 2009-2010

General Guidelines

· The Senate Allocation Committee will meet twice per term at times to be announced.

· Request forms must be submitted seven days before the next scheduled Senate Allocation Committee meeting.  All meetings will be open to the public.

· Clubs requesting funds should be prepared to support at least 50 percent of the activity. 

· After the activity, receipts for all budgeted expenses will be submitted within two weeks, to the Center for Student Involvement.

· Individuals and clubs are required to include a cover sheet in addition to the required application explaining how they will use the funds and what benefits their trip will bring to the students of EOU. 

· Clubs must complete the service hours before, or within 30 days of conclusion of the activity.  

· A representative of the sponsoring club is required to present the request to the Senate Allocations Committee. 

· The Senate Allocation Committee chairperson and the Center for Student Involvement offer assistance-constructing proposals.

· Funds may be requested within 1 academic year of the proposed performance.

· SFC funded units may not request or receive funds through the Senate Allocations Committee.

· Must have a current Annual Intent to be Active Form on file with the Center for Student Involvement. 

· If there is any missing information in the cover letter, requests will not be considered for allocations. 
Performance Travel

These funds are available to defray the travel expenses of individual students who are formally invited to present or compete.  Everyone requesting funds must demonstrate their travel is not affiliated with a club activity or an incidental fee unit.

· Individuals may make one request per school year.

· Individuals can request up to 50 percent of their trip cost (transportation, lodging, and meals). Requests cannot exceed $500.

A copy of registration and a formal invitation are required to be submitted with the request. In addition to the required request form and registration, a cover sheet must be submitted explaining what benefits their trip will bring to the students of EOU.

Eligibility for Senate Allocation Funds requires completion of one or more campus or local community service projects.  The individual requesting funds must demonstrate that a minimum of 5 service hours have been contributed to a recognized campus/community service group, non-profit organization, or other charitable organization. The individual may find his/her own projects. For further assistance, contact the SAC chairperson, Russell Waisanen, at 962-3387 or email asvpcam@eou.edu.  Make sure you put in the Subject line “Senate Allocations” 

Club Allocations

These funds are intended to support the activities that student clubs are interested in pursuing.   

· Clubs may request up to $3,000 per year.  

· Funds can be used for club presentations or competitive travel expenses.   A copy of registration and a formal invitation with the names of qualifying individuals is required.

· Funds used for travel will be applied in the following manner.  Per diems of $18 for meals and $20 for lodging per day.  
· Eligibility for Senate Allocations requires the completion of one or more campus or local community service projects.  The club requesting funds must demonstrate that a minimum of 20 hours, and a maximum of 50 hours, has been contributed to a recognized campus/community service group, non-profit organization, or other charitable organization.  Service hours must be distributed between club members.  Clubs may find their own projects. For further assistance, contact SAC chairperson, Russell Waisanen, at 962-3387 or email asvpcam@eou.edu.  Make sure you put in the subject line “Community Service for Senate Allocations.” 

· Clubs can request funds for revenue generating events.  However, if funded, ticket prices will follow the Committee’s recommendation. Any revenue raised will be considered as fundraising. 
· Unprecedented or otherwise abnormal requests will be funded at the Senate Allocation Committee’s discretion.

	Event                                                       
	Price 

	Dinner
	$3-5

	Show
	$3-5

	Activity
	$3-5

	Other?
	Other?


Lectures Funds

 These funds are available to bring extra-curricular lecturers or performers to the University.

· Any EOU club or student may request Lecture funds.  Club requests for funds will be separate from their $3,000 club allocation limit.

· Faculty and Staff wanting to request Lecture funds, must have a student sponsor.

· You must be present at the Senate Allocations Meeting in order to receive funds.

· The campus/community service requirement does not apply to Lectures funding.

· Only $1,500 may be requested per lecturer, however, if two or more clubs co-sponsor a lecturer, $3,000 may be requested.  This amount should include all expenses associated with the event.  

· In addition to the required lecture request form, a cover sheet must be submitted that contains a brief overview of the purpose of the lecture, the individual's credentials, and how the lecture will benefit the campus community.  

· All proposals will incorporate one or two interdisciplinary classroom presentations, as well as a “keynote” lecture or performance open to the public.

· The Center for Student Involvement must approve all contracts at least two weeks in advance of the proposed event.  

· The Center for Student Involvement offers assistance completing lecture proposals. 

· Adequate campus-wide and community advertising is required (i.e. Observer and The Voice).

· There must be a two-year gap between lecture presentations before the Senate Allocations Committee can fund the same lecture again.

For more information, please contact Russell Waisanen, ASEOU V.P. for Campus Affairs at 962-3387, visit Hoke 312, or email at asvpcam@eou.edu, make sure you put in subject line “Senate Allocation for Lectures”

EXPENSE REPORT
CONFERENCE/COMPETITION

	Registration / Entry Fees                                            $


                                                           REGISTRATION SUBTOTAL  $_______________ 

PER DIEMS 

	Meals
	# competing x     $18 / day x        # / days  =   Total

	
	
	
	
	

	Lodging
	# competing x     $20 / day x        # / days  =   Total

	
	
	
	
	


                                                                      PER DIEM SUBTOTAL $_______________ 

TRANSPORTATION 

	Private car
	    # miles round trip                 x .22  =  $      

	State car
	    # miles round trip                 x .30  =  $       

	State jeep
	    # miles round trip                 x .35  =  $       

	State van
	    # miles round trip                 x .50  =  $     

	Airfare
	                                                                $           

	Other
	                                                                $            


                                                     TRANSPORTATION SUBTOTAL $_______________ 

CONTRIBUTIONS*

	Personal                                                                                 $

	Club                                                                                       $ 

	Other                                                                                     $


                                                           CONTRIBUTION SUBTOTAL $_______________






REQUEST SUBTOTAL $____________________






MINUS CONTRIBUTION $__________________



`











===============================

TOTAL REQUEST $____________________

	ASEOU Office Use Only

Date Received:

Amount Received:

Signature:


*Contributions will be deducted from the request subtotal.

