
                                                    
Application Number: __________


The President's and Provost's Student Event Fund

Deadline:


February 22, 2008 

Eligible Period: 
Spring 2008 semester 

Purpose:

The President’s and Provost’s Student Event Fund is available to all recognized Columbia University student organizations.  The Fund provides financial support to events which benefit the University community through collaboration and creative programming on campus.  

Committee:

Each semester the committee is charged with awarding funds to those applications that best meet the goals of the P&P Fund. The fund is administered by the Office of the Associate Vice President of University Event Management.  The committee members include designated representatives from the governing boards of the university student community.

Undergraduate Board:

· Activities Board of Columbia

· Student Governing Board 

· General Studies Student Council

· Community Impact

· Club Sports

· Student Government Association 

· Intergreek Council Officers

Graduate Board:

· Teachers College Student Senate

· Columbia Law School Senate

· Graduate Arts Council

· Graduate Business Association

· Graduate Student Advisory Council

· Graduate Student Organization 

· Physicians and Surgeons Club

· School of International and Public Affairs Student Organization
· School of Social Work 

Eligibility:

· The initiative must occur during the eligibility period.

· The initiative should be organized and hosted by a recognized student group(s) in good standing with the university.

· The initiative should be held on campus (Morningside or Health Sciences).

· The initiative should be advertised and open to the University community.

· The initiative may be artistic, cultural, educational, or social.
· Funds awarded may only be applied to event described on application. 
Process:

Please answer all the questions on the application and follow the application instructions and rules.  Applications and backup documentation must be submitted to the Office of the Executive Director of University Event Management in 704 Lerner Hall on or before Friday, February 22, 2008 by 5:00p.m.  The deadline is final and will not be extended.  All decisions are final.  There is no appeal process. 

All winners will be notified by email of the documentation needed before the transfer of funds.  A follow-up meeting to discuss your event and eligible expenditures is required. 

All applicants will be notified by email. 

Here's a recap of the details:

Deadline:


Wednesday, February 22, 2008 

Period:
Spring 2008 semester 
Turn in applications to:


Office of the Executive Director of University Event Management
704 Lerner Hall
(No faxes will be accepted.)

Applications are available at: 


Lerner Hall Information Desk (open 24hrs)
Office of University Event Management, 7th floor of Lerner Hall
Lerner Hall website:  http://www.columbia.edu/cu/lernerhall/
If you have any questions, please send us your question via email to:   lernerhall@columbia.edu
The President’s and Provost’s Student Event Fund

Deadline:  Wednesday, February 22, 2008 
CIRCLE ONE:    
  
UNDERGRADUATE 

GRADUATE

STUDENT GOVERNING BOARD:  ______________________________________

(Please indicate if which board your group is recognized by:  SGB, SGA, ABC, GSO, GSAC, SIPASA, P&S, IFGC, Club Sports, etc…)
School:   ___________________________________________________________
Organization Name:
_____________________________________________

Total # Membership: ______________

President: _____________________________________________
Email Address:_________________________________________

Project Title:________________________________________________________

Proposed Project Date:___________________________________________

Requested Amount: ______________________________________________
Contact Name :______________________________________________________
Email Address:______________________________________________________

Phone Number:______________________________________________________
Organization Account Number: ________________________________________

Advisor Name:  _____________________________________
Email address:_____________________________________
Phone Number: 

Advisor Signature: _________________________________________________

* Your organization advisor MUST review and approve your application and account number.  

Notes or comments to committee from Advisor:
Application Instructions and Rules:
1. Please use 8.5” x 11”paper for application questions.

2. Please use single line spacing.

3. Please only print on one side on each sheet of paper.

4. Please do not include event brochures, flyers, graphs, charts, or other materials (other than expense receipts) with your application. 

5. You must provide receipts, written quotes (email quotes ok), purchase orders, proforma invoices, E-Forms, or written documentation on company letterhead to support your expense report. 
6. Please complete your application.  Many groups omit important information such as event description and expense details.  Applications lacking pertinent information will be disqualified.

7. Make sure your group has a university account number.  Please review the account number status with your advisor.  Barnard, College of Physicians and Surgeons, and Teachers College group winners that do not have university issued account numbers, will be issued a check made payable and mailed directly to their respective Student Activities Office. 

8. Your group advisor must review your application.  Applications without an advisor signature will be disqualified.  
9. Applications with incomplete or inadequate expense/revenue information will be disqualified. 
10. Please do not rely on the P&P to fund your entire event.  Multiple funding sources strengthen your application so reach out to other groups and resources for co-sponsorship or plan fundraising activities.  

11. Your event or project must take place on campus or on university owned property.

12. Awards may be applied only to the eligible expenses for the specific event.  Receipts (such as paid invoices) must be provided during the follow-up process.  Any unused award money will be transferred back to the P&P account.  
13. Unrecognized student groups, groups that are pending recognition, groups on disciplinary action or charter suspension, groups that are under disciplinary or financial review by their advisor or school will be disqualified. 
14. Please use the attached Excel spreadsheet to detail your expenses and revenue (if applicable) related to your event.  Please include amount, vendor name, source of quote or attach any invoices or quotes from the vendor to support your figures.  

P&P AWARDS MAY NOT BE USED FOR:

· Publications (new or recurring)
· Honoraria/Speaker fees or payments/Artist fees or payments/tips

· Monetary prizes

· Travel expenses

· Equipment purchases

· Alcoholic Beverages

· University sponsored events or programs

· Subscriptions (periodicals or memberships for group)

· Limited invitation events.

·  Recurring group meetings

· Events that are not open to the university community. 

P&P AWARDS MAY BE USED FOR:

· Food or Catering Costs

· Room Costs

· Audio Visual Costs (including personnel & equipment rental)

· Equipment rental

· Table, chair, linen rentals

· Facilities Costs

· Advertising Expenses

· Security Costs

· Non-alcoholic beverages

· Decorations

· Website support (including webmaster)

· Promotional items specific to funded event such as t-shirts, hats, etc.  (items subject to approval by committee). 
· Uniform for event organizers (t-shirts, hats, etc.) 

· All items are subject to review and approval by committee).  

Please answer the following questions. 
1. Give a brief description of your group, its general mission, and its goals for the year.
2. Provide a list of the CU schools represented in your membership and an approximate number of members.
3. Give a brief description of the project and or event.  What do you hope to accomplish with this event?  Please indicate if the event has occurred before or if it is a new initiative.  If it is not a new initiative, then please explain why this event is different from previous years.   (Please do not submit more than 2 pages for this question.)
4. How does your event/project strengthen inter-school community or how does it address a critical need within your school?  (Please do not submit more than 2 pages for this question.)

5. Who is your target audience?  How do you plan to advertise and market this event to your audience?  Why is this advertising method appropriate for your event?
6. Where do you plan to hold your event?  

7. Give a list of those expected to be involved with the project including all co-sponsoring groups.
8. How much are you requesting from the P&P Fund? Please describe what efforts were made to attract other sources of funding in addition to P&P. 

9. Please provide a list of your event organizers and the positions they hold within your organization.  (Eg: Mike Fausto, President of Philosophy Society)  

10.  Please use the attached Excel spreadsheet template to details your expenses and revenue (if applicable) related to your event.  Please include amount, vendor name, status of funds, source of quote or attach any invoices or quotes from the vendor to support your figures.  
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