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Please type or print clearly.
Today’s Date:  
_____________________________________
Funding requested by:  _____________________
Amount requested:  _____________



Date money is needed:  ____________________
Name of Program/Project:  ________________________________________
Program date:  ________________
Contact:  _____________________________

Title:  _____________________________
Phone:  _____________________________

E-mail:  _____________________________
Description/Rationale:

Brief description of what the funds are being requested for, and an explanation of why they are being requested.  Include how this program/project will enhance the out-of-class experience and benefit the greatest number of students.  Also, explain how this fits the needs of the campus, enhances student life, encourages involvement, and builds community.  Include itemized costs.  (Please use back of form for additional space.)



If you are funded, please be aware of the following provisions:

· It is mandatory that you work with Lisa DeGregorio at least three weeks in advance of your activity in order to make sure you have the check available.

· We are not permitted to fund an activity that has already taken place (no retroactive funding).

· All receipts and invoices must be submitted no later than two weeks after the event takes place or reimbursement will not be made.  The account will be closed after two weeks and any remaining monies will be forfeited.

· Be aware that it takes three weeks for a contract and check paperwork to be completed prior to the program.

· If your program requires sign-ups, you must work with the Staff Assistant in Campus Life to establish the sign-up deadline.  No one can sign up after the deadline, nor will the deadline be extended.

Submitted by:

______________________________________


     




     Print Name  
______________________________________


____________________
     Signature  

  



      Date  
Detailed Budget Information

The following additional information is requested if your proposal includes any of the following:


Equipment

 
Travel – Van Trips



Travel – Bus Trips
Equipment Purchase
Where will the equipment be housed?

____________________________________________________

What security measures will be taken?

____________________________________________________

Who will have access to this equipment?

____________________________________________________

3 Competitive Bids are required:



Vendor



Bid


Phone Number

1. _________________________________________________________________________________

2. _________________________________________________________________________________

3. _________________________________________________________________________________

Travel - Van Trips
Number of people traveling _________


Check one:
_____
Campus van(s) reserved with Judy Staley, 201B Conklin Hall, 717-749-6031

Driver wages:  Number of hours ______ x Hourly Rate _______ = Wages total ______

Van Mileage:   Number of miles ______   x cost/mile ______ = Mileage total _______


Total Cost of Van Trip _______________________
_____
Van Rental


Rental Fee _____________________________


Name of Vendor ________________________


Driver wages:  Number of hours ______ x Hourly Rate _______ = Wages total ______


Total Cost of Van Trip ______________________

                Individuals requesting SAF funds must find drivers for campus/rental vans.
Travel – Bus Trips
Number of people traveling _____________

______ Bus reserved with Lisa DeGregorio, 209 Conklin Hall, 717-749-6094

Rental Fee ______________________________________________

Name of Bus Company ____________________________________

Names of Faculty or Staff Chaperones  _____________________________________


Individuals requesting SAF funds must provide names of chaperones.
Check List

_____
Reserved campus van(s) with Judy Staley, 201B Conklin Hall, 717-749-6031.  Secured an authorized van driver(s) for the trip.
_____
If campus van(s) unavailable, arrangements made for rental van(s).  Secured an authorized van driver(s) for the trip.
_____
Bus reserved with Lisa DeGregorio, 209 Conklin Hall, 717-749-6094.  Names of faculty or staff chaperones provided.
_____
Once approved, contacted the Staff Assistant in Campus Life at MAstudentaffairs@psu.edu  or 717-749-6156 to advertise the trip/event and make arrangements for sign ups.

Rules & Regulations

SAF Funded Bus and Van Trips
SAF Funded Events

General Information:
· Sign-ups for all trips and events are done in the Campus Life Office, 2nd Floor of Conklin Hall

· Students must show their Penn State ID cards when signing up for trips or events.

· Payment for the trip must be made at the time of sign up – no exceptions.
· Students cannot sign up other students for trips.
· Receipts and trip instructions will be given to all students. 

· When signing up for trips, students are asked to provide their cell phone number and email.
· If a student rides on a bus or van, they must return on the bus or van. If they do not, they may not be allowed to participate in future events that provide transportation.

· Refunds can only be given once transportation is filled, and if the staff can find a replacement.  Student must have an original receipt to get a refund. 
Information for Faculty/Staff and Student Sponsors:
· Trips and events must be advertised to all students before anyone can sign up.  Please advertise your trip or event at least three weeks in advance to give all students the opportunity to sign up.
· All advertisement, including e-mails, is done through the Campus Life Office.  Faculty and staff should contact MAstudentaffairs@psu.edu to promote and advertise approved trips.  Questions can be addressed to 717- 749-6156.
· Students must sign up and pay in the Campus Life Office – faculty and staff absolutely may not accept sign-ups or payments from students.  
· Buses must be at least half full with students (23 minimum).  Vans must have a minimum of 7 students.  If enough students do not sign up, a trip will be cancelled.
· Only employees who are at least 25 years of age, and who have passed the on-line test to qualify, are permitted to drive 15-passenger vans.

· Deadline to sign up for trips is 2 days prior to the date of the trip (unless the bus company or destination requires a different cancellation time).  Once the trip list is turned over to the chaperones, we will not take additional sign-ups nor extend the sign-up deadline.
· A maximum of two faculty and/or staff may be considered chaperones.  Chaperones are not required to pay for transportation, but must pay any other fees associated with the trip.  Other faculty and staff may sign up after the student deadline (assuming the vehicle is at least half filled with students), but must pay the full cost including transportation and other fees.
· Chaperones must provide a cell phone number to students in case of an emergency during the trip.   A list of students for each van/bus trip will be given to the chaperone.  
· Chaperones are required to take attendance on the trip sign-up sheet before the vehicle departs for the trip.  University policy requires that you then provide Police Services with an accurate copy of the list of all participants before the vehicle departs.

· Please emphasize to students the importance of returning to the vehicle at the designated time, to return to campus.  You are not permitted to leave anyone behind if they are late, however you can recommend to Campus Life that students who inconvenience others by holding up the bus or van be banned from future trips.

· Only Penn State Mont Alto students, faculty, and staff are allowed to participate in SAF funded trips and events. 

Student Activity Fee


Funding Proposal Form





General Questions?


Email:  MAstudentaffairs@psu.edu








