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University-Wide Activities Appropriations Board

2009-2010 University Wide-Activities Appropriations Board (UWAAB) Funding Packet
What is University-Wide Activities Appropriations Board Funding?

The University-Wide Activities Appropriations Board (UWAAB) funding is an allocation of funds, derived from the student activity fee that is used to support University-Wide activities, programs, and student organizations. 

What is needed from an organization to request funds?

In order for an organization to request funds, the organization must:

1. Be officially recognized by the Office of Student Activities.
2. Complete and submit the attached organization information sheet and questionnaire. (Please complete every field of the questionnaire). 

3.  Complete and submit a W-9 tax form with a valid tax ID number.

4. Prepare an organizational roster and a detailed itemized budget for the proposed activity/program and attach both to the application when submitted.

5. Turn in the UWAAB funding packet to uwaabhu@gmail.com. 
What is needed from a department, program, and/or individual to request funds?

In order for a department, program, and/or individual to request funds, the requestor must:

1. Indicate how the proposal serves as a University-Wide activity and/or how it meets the UWAAB criteria for funding.

2. Complete and submit the attached information sheet and questionnaire. (Please complete every field of the questionnaire). 

3. Complete and submit a W-9 tax form with a valid tax ID number/social security number.

4. Individual Students: Must provide a valid Student ID Number and be validated. 
5. Prepare a detailed itemized budget and attach it to the application when submitted.  Turn in the UWAAB funding packet uwaabhu@gmail.com. 

Where can I find a W-9?

W-9 forms can be found on the IRS website, www.IRS.gov.  

Where can I find a Census Form? (For Organizations Only)
Census Forms are located in the Office of Student Activities, room 117 of the Armour J. Blackburn University Center.

What is a detailed itemized budget?

A detailed itemized budget has separate lines for each use of money.  The budget should not have any general and/or vague descriptions of how funds will be used.  For an example of a detailed itemized budget please refer to the attached sample budget.

The following items will NOT be considered for funding:
1. Miscellaneous 

2. Individual Dues to National Organizations 

3. Parties (use discretion to differentiate between a party and program)
4. Member organizational shirts 

5. Prizes 

6. Programs for members only
7. Programs that do not meet the established criteria to be defined as a University-Wide Activity
What is an organizational roster?
An organizational roster is a list of the members in the organization.  No ID numbers or signatures are necessary. New organizations may submit this after their first meeting.

When is the funding packet due?
The University-Wide Activities Appropriations Board will accept proposals year round, but will make decisions by their first meeting, the second week in September, and the third week in January. The University community will be notified if and when funds for the fiscal year have been exhausted.  

How long does UWAAB funding take?

Funds will be issued approximately one month after proposals have been submitted and approved

I finished completing my funding packet. Now what?

Now email the completed packet with all supporting documentation to uwaab@gmail.com.
HELP! My question was not answered here! What do I do?

Email the UWAAB at uwaabhu@gmail.com with your question(s).

Note: 

All quotes must accompany funding packet when submitted.  For approved proposals, the UWAAB will pay invoices directly for student organizations and/or individuals or will transfer funds directly to university accounts for departments and/or programs.  All invoices must be submitted ten days following the event. For university accounts, the UWAAB must receive invoices for expenditures along with any remaining funds.  Failure to submit invoices and/or remaining funding will result in charges to the accounts of the leadership of the respective organization and/or reduction of departmental or program budgets.  Furthermore, your organization, department or program may not be considered for future funding.
Sample Detailed and Itemized Budget
Fun Day On the Yard 
	Line #
	Description
	Quantity
	Price 
	Total

	1
	Chairs
	200
	$0.25
	$50.00

	2
	Lights
	6
	$30.00
	$180.00

	3
	Jump Ropes
	2
	$10.00
	$20.00

	4
	Bowls 
	5
	$7.00
	$35.00

	5
	Table Rental
	2
	$20.00
	$40.00

	
	
	Total
	
	$325.00


Organization Information Sheet
	Organization/Department Name
	 



	Tax ID#
	 



	President/Administrative Officer
	 



	Cell#
	 



	Email
	 



	ID# 
	 



	Signature
	 



	Vice President/ Program Coordinator
	 



	Cell#
	 



	Email
	 



	ID#
	 



	Signature
	 



	Officer/Staff Responsible for Finances
	 

	Title
	 



	Cell#
	 



	Email
	 



	ID#
	 



	Signature
	 




Questionnaire: (PLEASE ANSWER ALL QUESTIONS) Use additional sheets if necessary.
1. Will the activity or program benefit the entire student body?  _________________________________________________________________________

2. How will it affect the campus?  _________________________________________________________________________

3. What is/are the goal(s) or objective(s) of the event or program?   _________________________________________________________________________

_________________________________________________________________________

4. How many members of the Howard University student community do you expect to attend your event?  ________________________________

5. From what other entities have you requested funding? Was funding received? How much?
Entity



Amount Requested


Amount Received

___________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

6. Does your organization have a Howard University Account? If so , please provide the account number: ___________________________________________________________
7. How will you evaluate/assess the effectiveness of your program, activity or event?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________
8. Are you co-sponsoring this event? If so, with whom? 

Organization


Name



Phone#

E-mail

___________________________________________________________________________________________________________________________________________________________________________________________________________________________
Office of the Vice President for Student Affairs 
2400 Sixth Street, NW Suite 201
Washington, DC 20059

Phone: 202-806-2100 Fax: 202-806-9302

