
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

        
 
  

Request For Funding Form 
Student Activities and Leadership Office  

 
 

FORM MUST BE SUBMITTED FOUR (4) WEEKS PRIOR TO DATE OF EVENT  

Your Name:      Phone#: (   )     -      E-mail:      

Organization/Office/Committee:      Title:       

Event Name (if applicable):      Date Order Required:  /    /      

1. What is the desired student learning outcome you hope to achieve from this event or activity: 
 
 
 
 
 
2. What is the target audience you are trying to reach: 
 
 
 
 
 
3. How will you evaluate and measure the success of the of the achieved learning outcome: 
 
 
 
 
 
4. If this is a travel request, please list details below: 
 
 
 
 
 
 
 
 
      

Purchase Type 
(select one): 
          

General Expenses 
Clothing/Uniforms        Membership/Registration Fees        Duplicating/Printing        Office Supplies        Postage     

  
Publications/Books      Promotional Materials    Trophies/Awards/Plaques     Other Materials     Travel 

  Food                                    

  Other (brief description) 

 
 

Vendor/Individual’s Name:       Phone#: (   )     -      

Street Address/PO Box:       Rm/Apt/Suite#: 
      

City: 
      

State: 
     

Zip Code: 
      -      

FED Tax I.D. NO./SS#:      Requesting:    Check Issued       or       Purchase Order (Approved Vendors) 

Make Check Payable to (if applicable):        



Mail Payment to Address Above          OR                    Check will be picked up by whom:       
 
 

Attach Invoice or Vendor’s price quote, whenever possible (additional items should be added on page 2, if necessary). 
Quantity Brief Item and Description (include item# if available) Unit Price Total

          $      $       
          $      $      
          $      $      
          $      $      

Subtotal $      
Subtotal (from pg 2) $      
Shipping/Delivery $      
Misc./Gratuity $      
Payment Due $      

 

 
 
 

 
 

Organization/Office/Committee:       E-mail: ����� 

Event Name (if applicable):         Date Order Required: 
 

Please feel free to attach the Vendor’s Invoice for purchases, rather than manually complete the following section. 
 

Quantity Item & Brief Description (include item# if available) Unit Price Total
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      
          $      $      

 
 

Faculty Moderator/Coach or Program Administrator (if applicable): Date: 

Student Government President Date: 

Student Activities and Leadership Director: Date: 

 A check will be issued only for the amount approved on the requisition form. 
 Any Organization/Committee using Student Activities monies must list SGA as a sponsor   (Chartered 

Clubs on campus are waived from this requirement) 

Remember to transfer the Subtotal from this page to page 1 on the line labeled “Subtotal (from pg 2).” 
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