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Policy and Procedures 2008-09
The Carlson School’s Undergraduate Program would like to make available to official Carlson School undergraduate student organizations grant money to be used to foster the Carlson student leadership and community spirit.  The intent of these grants is to provide financial support for extraordinary ideas that enrich the Carlson School experience through civic responsibility, professional development and/or unique leadership opportunities.

Organizations are encouraged to partner with other Carlson undergraduate or graduate student organizations when requesting these grants, particularly when planning large-scale events, to increase participation and ensure ambitious goals are realized.  Events/opportunities that are “normal activities” and/or are held frequently by an organization do not qualify for this grant.  This grant is for new or extraordinary ideas only.  
Decisions concerning grant proposals are made by the Undergraduate Program.  All decisions are final.

Applying organizations must follow these guidelines to be considered for funding:

1. Student organizations are required to complete the procedures for becoming an official Carlson School student organization outlined in the Business Board’s constitution.  This includes being registered with the University’s Student Activities Office.  If your organization has not completed these procedures, your organization does not qualify for this grant until such process has been completed.

2. Each organization is required to have a representative at Business Board meetings as outlined by that organization’s leadership.  Based on ’07-’08 guidelines, should your organization not be represented at more than three meetings in one semester, your organization will not be eligible to apply for a grant during the following semester.  It is your organization’s representative’s (including proxies) responsibility to notify the Business Board secretary that he/she is present at every meeting through the attendance sheet.

3. The attached form must be completed by providing all information, including each item that is outlined in the written proposal requirements section.  It is important to include as much detail as possible/relevant – however one page is sufficient.  Proposals will be reviewed as expeditiously as possible.  Status update may take up to 10 days from the time all grant request materials are received. NOTE: No more than 20% of the grant may be used for food/beverages for the event.

4. Upon grant approval, each organization must develop a payment plan (reimbursements versus invoices) for all expenses with the Undergraduate Program’s Assistant Director of Student Development prior to making any purchases.  Once purchases are made, valid receipts/invoices must be submitted before receiving any of the approved funding.  Organizations are required to create a plan of action for reimbursement and payments with the Assistant Director of Student Development. 
5. Those organizations receiving grants must recognize Corporate and Alumni Services’ sponsorship and the company or companies named in the funding approval notice.  Written acknowledgement (signage, invitations, programs, etc.) are preferred when possible.  Appropriate logos may be secured through the grant contact identified in the award letter. (this depends on funding source)

Date: ____________________

Organization: ____________________________________________________________

Contact name: ___________________________________________________________

Position: ________________________________________________________________

Organization Address: _____________________________________________________

Organization Phone: _______________________________________________________
Organization Tax ID#: ______________________________________________________
Email: __________________________________________________________________

Amount Requested: $__________________________________________

Written Proposal Requirements:

1) Overview (including how this event furthers the organization’s and/or school’s mission)

2) Desired outcomes

3) Demonstrated need
4) Budget – complete budget necessary (Actual food/beverage expense not to exceed 20%)

5) Timeline

6) Commitment to report back after the event to acknowledge sponsorship
Please submit this form and the requested materials electronically to Josh Edgar, President of the Carlson Business Board (edgar023@umn.edu).
“Strive for Greatness” Grant Request Form 2008-09
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