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Graduate Students Association • University of California, Los Angeles

316 Kerckhoff Hall • 308 Westwood Boulevard • Los Angeles, California 90024

Phone: (310) 206-8512 • Fax: (310) 267-2545 • Web: gsa.asucla.ucla.edu

2015-2016 DISCRETIONARY FUNDING APPLICATION

The GSA would like to thank you for your work serving the graduate student body at UCLA. GSA Discretionary Funds are to be used for one-time events held on the UCLA campus and for the benefit of graduate students, with graduate students being mainly involved in the planning of the program and also being the primary target audience. Please note that full funding is not guaranteed for all applicants due to limited funds. Therefore, we encourage all groups to seek additional funding sources when appropriate.
Submission Process:
1. First, please ensure that your program/event is eligible for GSA Discretionary Funds. The complete guidelines are here: http://www.gsa.asucla.ucla.edu/services/discretionary-fund.
2. To allow time for review, please submit all materials at least 3 weeks prior to the event. Late applications may be considered on a case-by-case basis.

3. Please fill out the application completely. When applicable, you may double-click on the gray form field boxes to directly enter your responses there. You must include documents to justify your program/event budget. For instance, you may attach invoices, screenshots of item purchases you are planning to make online, or other documents showing the costs of the items for which you are requesting funding. Incomplete applications will not be reviewed.
4. Submit the completed funding application via email to funding@gsa.asucla.ucla.edu and copy your SOLE advisor on that email. Your SOLE advisor should “reply all” to this email (with the Director of Discretionary Funding as a recipient) to approve your application. (It is best to let your SOLE advisor know ahead of time, either via email or a face-to-face meeting, that you will be submitting a GSA Discretionary Fund application so that they can approve it as soon as possible after your application submission. Your application will not be reviewed until we receive approval from the SOLE advisor.)

5. Submit the hard copy of the signed “Statement of Responsibility” page to the GSA office at 316 Kerckhoff Hall. All three signatures must be present on this form.
6. You may receive an allocation letter approximately 1-2 weeks after your completed application has been submitted and approved by your SOLE advisor. This letter will also contain important post-award instructions and information.
Some Post-Award Notes (more details will be provided in your allocation letter):
1. You are required to deliver two flyers to the GSA office at least three days prior to the event. The “UCLA Graduate Students Association” must be named as a sponsor of the event and the GSA logo must be placed on all promotional material.
2. All reimbursements require original receipts, so please keep these.

3. Four weeks after the event date, you must submit a program evaluation (describing the nature of the event, how well the event went, and the approximate attendance) to the GSA Office.

4. Finally, please note that all programs/events are subject to audits by the Director of Discretionary Funding. Should your organization’s event be determined as not appropriate for GSA Discretionary Funds or not appropriately following the guidelines, this may result in a reduction or loss of your Discretionary Funding award.
Name of organization:      


Name and information for three members:

	Name
	Class Level and Department
	Graduate Student?

	1.      
	     

	 Yes

 No

	2.      
	     

	 Yes

 No

	3.      
	     
	 Yes

 No




Main contact (one of the above):

Name:      
Phone:      






Email:      
Mailing address:      
 Check this box if you do NOT want the contact information above to be listed on the GSA website advertising the event.

If you checked the box above, please provide a website or an email address that can be listed on the GSA website advertising the event:

Email:      
Website:      


SOLE Advisor:      




Email:      


Approximate number of students in organization:      
Approximately what percentage of those students are Graduate Students?      %

Title of event:      
Total amount of money requested: $       (Limit is $800 per group per academic year, $1200 for interest groups)
Date of the event:      




Time or duration of the event:      
Location of the event:      



Have facilities been reserved?  Yes

 No

 Not applicable
The event is primarily:
 Cultural


 Educational
 Political






 Community Service 
 Entertainment
 Social





 Other (specify):      
Approximate number of people expected to attend (you can provide a range, if that is easier):      
Approximately what percentage of the total number of people expected to attend will be Graduate Students?      %
Briefly describe the proposed program. For instance, who is involved in planning the event? What is the general agenda of the program?
Describe the primary purpose of the program and the target audience (remember that the event must be open to all graduate students to receive GSA discretionary funding). Why are you presenting the event? 

Describe the evaluation process that will be used to evaluate the event from the perspectives of the organizers, performers/speakers, and attendees. 


Did this event received GSA Discretionary Funding last year? If so, how much? $      
How much has your organization received for all events thus far this academic year? $     
Please provide a short (<50 words) summary to be used for GSA promotion of your event:

Budget
Please be as specific as possible. Include funds from other sources so that we have a clear picture of your total budget. Clearly describe each line item and include documents to justify the cost of the items you are requesting.
	Funding Category
	Amount from GSA Discretionary Fund
	Amount from Other Sources
	Totals

	Advertising
	
	
	

	Facilities
	
	
	

	Honoraria, performers, or entertainment
	
	
	

	Parking
	
	
	

	Reception

(Food, no decoration)
	
	
	

	Travel (includes airfare and hotel)
	
	
	

	Other
	
	
	

	TOTALS
	
	
	




Other Sources of Funding, if applicable:

Total amount of other sources: $     
	Funding Source
	Amount
	

	1.      
	$     

	 Pending
 Approved

	2.      
	$     

	 Pending
 Approved

	3.      
	$     
	 Pending
 Approved


Please describe in detail each of the line items for which you are requesting funds. You do not need to limit your description to the questions provided. You should provide anything that will help the Director of Discretionary Funding better understand the purpose and costs of your line item requests.
1) Advertising

Specify the type of advertisement (target publication, if applicable), number of advertisements, size of advertisement, etc. If you are requesting funding for posters or flyers, where will these be posted?
2)  Facilities

Describe the location and all costs such as facility or equipment rentals.
3)  Parking

Describe all parking-related costs. For example, for how long is/are the parking space(s) needed and for whom?
4)  Honoraria, performers, or entertainment
Describe the specific purpose and rate for all honoraria. Who is/are the guests and what is their area of expertise in relation to your event? For how long will they be speaking at/performing at/attending your event? What sort of service are they providing (keynote address, training workshop, seminar, performance, etc.)?
5)  Reception (Food, no decoration)
What kind of food will be purchased and from what vendor(s)? For how many people are you expecting to provide food?
6) Travel (includes airfare and hotel)

Specify the type of travel costs – vehicle rentals, tickets for bus/train/plane, hotel reservations, etc.? Who will be traveling and how far?
7) Other

Describe anything else that cannot be categorized.
Statement of Responsibility
To shield the Graduate Students Association and its Discretionary Fund from any liability, all student groups receiving GSA Discretionary Funding are required to read, understand, and sign the prepared statement below.  You may fill in the names now, and turn in the application via email. However, a hard copy of this page (with all three signatures) must be submitted in order for us to release your funds.

1. If alcoholic beverages are served or distributed at this event, We agree to assume all liability related to their distribution and use. Furthermore, We also agree to uphold all UCLA, State of California, and U.S. Federal regulations governing the service and distribution of alcoholic beverages. (See the UCLA Alcohol Policy Guidelines available from the Center for Student Programming.) 

2. If We receive ANY funds from the GSA Discretionary Fund for this event, We agree to clearly name the “UCLA Graduate Students Association” as a sponsor and place the GSA logo on ALL promotional materials for this event. We also give GSA permission to promote this event.
3. We will deliver 20 flyers to the SOLE office and 5 flyers to the GSA office two weeks priors to this event. (ONLY IN EXCEPTIONAL CIRCUMSTANCES WILL THIS REQUIREMENT BE WAIVED. Flyers should preferably be printed on recycled paper.) 

Failure to comply with one or more of the responsibilities stated above may result in the reduction or loss of your Discretionary Fund award.

Two members of your organization must sign below, and one of the two signatories must be the group signatory on file in the SOLE office. In addition, your SOLE advisor must sign as well.
Print Name:            

Sign Name: ___________________________________________ Date: _____________________
Print Name:            

Sign Name: ___________________________________________ Date: _____________________

SOLE Advisor’s Name:       

SOLE Advisor’s Signature: __________________________________ Date: ____________________















Revised 10/01/2015

