DEADLINES FOR FUNDING REQUESTSPRIVATE 

FOR


STUDENT AFFAIRS
PRIVATE 
CULTURAL ENRICHMENT FUNDtc  \l 3 "CULTURAL ENRICHMENT FUND"

2004-2005

FALL 2004

SEPTEMBER 15
PRIVATE 

OCTOBER 20tc  \l 2 "
OCTOBER 24"

NOVEMBER 17 (for Feb. '05 programs)


SPRING 2005

FEBRUARY 2

MARCH 2

APRIL 27 (for September '05 programs)
The Student Affairs Cultural Enrichment Fund is available to registered student organizations, graduate student organizations and university departments that are planning events for the 2003-2004 academic year.  This fund was created to support organizations in the planning and sponsoring of activities that enliven the cultural life of the campus and supplement educational opportunities of the university campus.  The maximum request from funding is $2000. These programs must directly serve or include students.

For programs supported by Cultural Enrichment Funds, additional resources are not available from the Chancellor's Office, Vice Chancellor for Student Affairs Office, or the Dean of Students Office.

Guidelines for the Student Affairs Cultural Enrichment Fund are available at the Campus Activities Office, 416 Student Union.

All proposals must be turned in by 5:00 PM to: 
Barbara Paparazzo

Cultural Enrichment Fund

Student Activities Center
416 Student Union

545-3600


STUDENT AFFAIRS CULTURAL ENRICHMENT FUND

GUIDELINES

The Student Affairs Cultural Enrichment Fund is intended to provide support for activities that enliven the cultural life of the campus, celebrate our pluralistic community and complement and supplement the educational opportunities of our campus.  Activities sponsored by this fund should reflect and facilitate deeper understanding of the diversity of the campus community. Programs supported by this fund must directly serve or include students.  Funding may be requested for performing arts, films, debates, lectures, workshops, conferences, exhibits and other expenses that support programs that meet the criteria established in these guidelines.

Groups and individuals seeking funds from the Student Affairs Cultural Enrichment Fund must be aware of the following conditions regarding the use of these monies:

1.
All monies from the Student Affairs Cultural Enrichment Fund will be disbursed and processed through the University Accounting system.  Non registered student organizations and departments must have a University Trust Fund Account.
2.
All programs supported by this fund must take place on the UMass-Amherst campus.  When programs have locations both on and off campus, only those parts of the program that take place on this campus will be considered for funding.

3.
To ensure programs are available to the largest population on campus, activities funded by the SACEF must occur during the academic year with the exception of intersession and the Thanksgiving and spring breaks.

4.
Registered Student Organizations (RSO's) must follow all Campus Activities Office (CAO) policies and procedures in planning and implementing programs supported through this fund.  RSO planners must have the signature of both their CAO advisor and an officer of the RSO with signature responsibility before the proposal will be accepted.
5.
Whenever possible, programs supported either fully or partially through the Student Affairs Cultural Enrichment Fund should be free of charge.  Where space is limited, University of Massachusetts students should be given priority admittance.

6.
Activities sponsored through this fund must not duplicate or substitute for classroom instruction.

7.
Reference to sponsorship by the Student Affairs Cultural Enrichment Fund must be included in all publicity for the program.

8.
Groups that receive support through this fund are required to submit a final project report within three weeks of the conclusion of the program.  Project report forms will be mailed out with grant award letters.
9.
It is to be understood by all who receive support from this fund that the financial help represents a one-time grant and should not be construed as an ongoing commitment unless that is specifically stated.

The Review Committee will base each recommendation on the extent to which the proposal meets the intention of the fund with specific attention to the following factors:

1.
The extent to which the activity reflects the diversity of the campus community and facilitates a deeper understanding of that diversity.

2.
The extent to which the activity reflects the breadth of the arts and contributes to enlivening the cultural life of the campus.

3.
The availability of funds.

4.
The degree to which the program will enhance the quality of campus life.

5.
The potential audience size of the program.


PROPOSALS

In order to be considered, each proposal must be complete and submitted according to the above guidelines.

1.
Proposals should be submitted at least six weeks in advance of the activity, in accordance with Student Affairs Cultural Enrichment Fund proposal submittal deadlines.

2.
Proposals submitted by Registered Student Organizations must have the signature of both their CAO advisor and an officer of the RSO with signature responsibility.

3.
Proposals must be submitted by 5:00 PM of the deadline for each funding cycle.

4.
Eight (8) copies of each proposal must be submitted.

5.
A narrative section and the SACEF cover sheet and budget forms must be included in all proposals.  They may be written and formatted in any way the submitter desires and a detailed budget prepared for other purposes may be included, but please also use the SACEF budget form.

Requests for funds and questions concerning the Student Affairs Cultural Enrichment Fund should be directed to:



Johanne Menard



Student Affairs Cultural Enrichment Fund



416 Student Union



UMass, Amherst, MA  01003


NARRATIVE
Please respond to all of the sections listed below.  If a section is not applicable to your project or event, please state the reason(s).  Contact the CAO if you have any questions.  Application must be typed.

I.  Project Description:

A) 
Describe the proposed event, project or series.  Attach any descriptive or support materials.

B) 
Describe the way your proposal meets the SACEF guidelines.  It is important that your application demonstrate that thought has been given to this aspect of your program.

C) 
Describe why you want to present this project; state the goals and objectives of the project and how the UMass community will benefit from it.

II.  Student Involvement:

Describe how students will be involved in or benefited by the program.  State what students' roles will be in the planning, management, production or presentation, and evaluation of the project.

III. Audience:

Describe the expected size and composition of those who you anticipate will attend or take part in the program.  Describe how you expect the audience to be affected by the project, i.e. the project's educational or social awareness impact.

IV. Management Plan:

Describe how the project will be implemented and who you are working with.  Indicate any faculty/staff advisors who will be called on for consultation.  If more than one group is presenting an event, please submit a signed letter of agreement that outlines each organization's responsibilities (both managerial and financial).


BUDGET
Complete the attached budget form and, if applicable, give details on an additional page.  This form is mandatory.  A supplementary budget page can be attached.  List all anticipated sources of funding and all costs.  Include goods or services donated by other groups or departments.  Also include projected ticket sales.  Please do not leave any blank lines; if an item is not applicable, write N/A or 0.00 in the space provided.

Please refer to the guidelines or call Delphine Quarles if you have any question about the budget page.  An incomplete or unclear budget will jeopardize the funding level.


PROJECT REPORTS
If you receive a SACEF grant, you must submit a final report.  The forms are mailed with the grant award letters and are also available in the CAO.  Failure to submit a final report will result in the funded organization(s) not being allowed to apply to the SACEF in the future.

There are three reasons why the committee requests a final project report.  First, it is a tool that helps you evaluate the program.  How successful was the project financially and programmatically?  How can future efforts be altered, improved or continued in order to achieve a project's goals and objectives?  Second, your insights can help the SACEF Committee aid other groups that want to present similar events.  Finally, the report is an accountability mechanism.  It shows the SACEF Committee and other organizations and departments how the grant monies are used, and it is used to compile information on the state of the campus activities program.

Please submit your project report as soon as all of the final costs and revenues are known.  If you are unable to complete the report within three weeks of the project's date, notify the office.  Very late reports reflect poorly on your organization and will affect future grant allocations.

The SACEF will not accept grant applications from groups with project reports that are three or four months overdue, unless arrangements have been made with the CAO office.

The SACEF may seek verification of reported financial or attendance information from the Campus Activities Office, Fine Arts Center, or the academic/university department through which the grant money is channeled.

STUDENT AFFAIRS CULTURAL ENRICHMENT FUNDS

GRANT APPLICATION

2004-2005
PRIVATE 
COVER PAGEtc  \l 4 "COVER PAGE"
Read the guidelines before completing the application.  This cover page and the budget form are mandatory, and all five narrative questions must be answered.  Consult the guidelines or contact the CAO if you have any questions.  The maximum request from funding is $2000.  

Submit a total of eight copies of this application and any other materials that you want committee members to review.  The SACEF committee needs only one set of other supplementary materials (posters, videotapes, etc.).
All applications must be in the CAO (416 SU) by 5:00 P.M. on the deadline date.  Proposals received after that date will be referred to the next funding cycle.

 * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
Program Title ___________________________________________________________________  

Date(s)                                                                      Location ______________________________         

Applicant Group(s)_______________________________________________________________  

Contact Person(s)                                                                           Phone _____________________    

Address _______________________________________________________________________

Staff/RSO Program Advisor                                                                     Phone ________________                           
RSO SIGNATURES
CAO Advisor                                                                 Date ______________________________

Officer with Signature Responsibility                                    Date  ___________________________                  
 * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *

Total Project Cost $________________________ Grant Request $_________________________

Business/Trust Fund Manager _______________________________ Phone __________________

(Not required for Undergraduate RSO’s)

University Department ID #,  Fund Type, & Speed Key # ____________________________________________

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *

For office use:

Funding cycle: ____________________________ Grant amount: __________________________

PRIVATE 
                        STUDENT AFFAIRS CULTURAL ENRICHMENT FUNDtc  \l 1 "                        STUDENT AFFAIRS CULTURAL ENRICHMENT FUND"
PRIVATE 
                          PROJECT REPORTtc  \l 1 "                          PROJECT REPORT"
                           2004-2005
Please submit this report no later than three weeks following the completion of the program or project to:
Barbara Paparazzo

Administrative Assistant for the SACEF

416 Student Union (545-3600)

PRIVATE 
PROGRAM TITLE: _____________________________________________________________________tc  \l 4 "PROGRAM TITLE\: _____________________________________________________________________"
DATE(S):                                               
LOCATION:_______________________________________                                                     
PRIVATE 
APPLICANT GROUP(S): _________________________________________________________________tc  \l 4 "APPLICANT GROUP(S)\: ________________________________________________________________"
CONTACT PERSON(S):                                                         
PHONE:______________________________

ATTENDANCE: UMass __________ General Public __________
ADMISSION:____________________                          
SACEF APPROPRIATION: $ __________________
TOTAL EXPENSE: $ ___________________
EXPENDITURES: Please complete the attached budget report.

EVALUATION:

PRIVATE 
What was the goal of this program and was it achieved? __________________________________________tc  \l 5 "What was the goal of this program and was it achieved? _________________________________________"
_______________________________________________________________________________________

PRIVATE 
Was the location appropriate? _____________________________________________________________tc  \l 1 "Was the location appropriate? ______________________________________________________________"
PRIVATE 
What public notice did this program receive? _________________________________________________ tc  \l 5 "What public notice did this program receive? __________________________________________________ "
PRIVATE 
Would you repeat this program? ___________________________________________________________ tc  \l 5 "Would you repeat this program? ____________________________________________________________ "
PRIVATE 
RECOMMENDATIONS/ADDITIONAL COMMENTS: ________________________________________tc  \l 1 "RECOMMENDATIONS/ADDITIONAL COMMENTS\: ________________________________________"
            ______________________________________________________________________________________

             _______________________________________________________________________________________

             _______________________________________________________________________________________

             ______________________________________________________________________________________

            PLEASE ATTACH COPIES OF PUBLICITY MATERIALS, CONFERENCE BROCHURES, ETC.

BUDGET REPORT FORM/USES OF FUNDS, page 1      PROJECT: ____________________





PROJECTED



ACTUAL
Contract Services:
PRIVATE 
  Artists’/Speakers’ Fees

___________



___________tc  \l 1 "  Artists’/Speakers’ Fees

___________



___________"
  D.J./Musical Performers

___________



___________

  Security/Janitor/FireMarsh

___________



___________

  Sound/Lighting


___________



___________

PRIVATE 
  Other (specify)


___________       ___________
___________     ___________tc  \l 5 "  Other (specify)


___________       ___________
___________     ___________"
                                                                                   subtotal                                              subtotal 

Promotion and Publicity:
  Advertisements


___________



___________

  Posters/Fliers/Table/Tents

___________



___________

  Programs/Brochures


___________



___________

  Other (specify)


___________       ___________       
___________    ___________







           subtotal

           

           subtotal

Materials and Supplies:
  Decorations



___________



___________

  Film/Videotape


___________



___________

PRIVATE 
  Office Supplies


___________       ___________
___________       ___________tc  \l 5 "  Office Supplies


___________       ___________
___________       ___________"






           subtotal

           

           subtotal

Hospitality:
  Transportation


___________             


___________

  Food/Reception


___________



___________

  Accommodations


___________



___________

PRIVATE 
  Other (specify)


___________       ___________   
___________        ___________tc  \l 5 "  Other (specify)


___________       ___________   
___________        ___________"






           subtotal



           subtotal

Miscellaneous:
  Space Rental



___________



___________

  Postage/Shipping


___________



___________

  Copyright/Royalties


___________



___________

PRIVATE 
  Other (specify)


___________       ___________
___________       ___________tc  \l 5 "  Other (specify)


___________       ___________
___________       ___________"






           subtotal



           subtotal

PRIVATE 
TOTAL USES OF FUNDS              __________________________       __________________________tc  \l 2 "TOTAL USES OF FUNDS              __________________________       __________________________"
BUDGET REPORT FORM/SOURCES OF FUNDS, page 2       PROJECT:____________________ 





PROJECTED



ACTUAL
Sales:
  Ticket Sales



___________



___________

      Average price $ ______ X





  # ______ @ $ ______ +

      Room capacity # ______ X  (estimated)






      Percentage of capacity ______% = ticket sales



  # ______ @ $ ______ = ticket sales

  Program/Publication Ads

___________



___________

  T-Shirt/Other Promo Items

___________



___________

  Other (specify)


___________       ___________
___________       ___________

                                                                                   subtotal

  

           subtotal

Grants/Support: 

  1.  SACEF grant


___________



___________

  2.




___________



___________

  3.  




___________



___________

  4.  




___________



___________

  5.




___________



___________

  6.  




___________



___________

  7.  




___________



___________

  8.




___________       ___________
___________       ___________

                                                                                   subtotal



           subtotal

PRIVATE 
TOTAL SOURCES OF FUNDS
_________________________
__________________________tc  \l 2 "TOTAL SOURCES OF FUNDS
_________________________
__________________________"
The figures for the PROJECTED totals (total uses of funds from page 1 and total sources of funds from page 2) should be the same.

Please submit this Project Report no later than three weeks following the completion of the program or project.
PRIVATE 
RETURN TO:  
Barbara Paparazzotc  \l 3 "RETURN TO\:  
Johanne Menard"
PRIVATE 



Student Affairs Cultural Enrichment Fundtc  \l 3 "


Student Affairs Cultural Enrichment Fund"
PRIVATE 



Student Activities Officetc  \l 3 "


Student Activities Office"
PRIVATE 



416 Student Union tc  \l 3 "


416 Student Union "















