
COMMUNITY ACTIVITIES COMMITTEE (CAC)

of the Program Activities Board

PROGRAM GUIDELINES AND PROPOSAL


Dear Student Program Leaders:

On behalf of the Community Activities Committee (CAC), a subcommittee of the Program Activities Board (PAB), we welcome your interest in student programs that serve the broader community.  We have adopted the following program guidelines and application materials in order to ensure a fair and equitable process for allocating CAC funds.  Please review all of this information thoroughly in order to understand the CAC funding process and the requirements for preparing a proposal for your community service program.

The CAC funds student-initiated and student-led programs that provide ongoing services to economically and socially disadvantaged communities throughout the academic year.  Groups that include one or more on-campus events as part of an ongoing service program remain eligible for CAC funding, but should review CAC and CPC guidelines carefully in order to determine which source of potential funding is most appropriate for their program goals and design.  Please note that the Campus Programs Committee (CPC) funds one-time, on-campus programs that target non-UCLA students under the age of 18 and/or currently enrolled community college students.

The maximum CAC allocation for the 2011-2012 academic year is $10,000.  In addition, please note that groups cannot receive more than a total of $15,500 from the Program Activities Board (including CAC and CPC) in a single academic year.

	Please Note:  There will be a new submission process this year.  Please follow the directions below:

1) Read Guidelines included on the first few pages of this application.

2) Complete the proposal on Word.

3) Meet with your advisor to discuss proposal at least two weeks prior to the deadline.  Plan to meet with your advisor at least two times before you submit your proposal on the deadline. Your advisor will not approve your proposal if you do not meet with him or her.

4) Once advisor has approved your final draft, an organization signatory must submit proposal online by logging on to the www.OrgSync.com site and going to the CAC portal.  Once in the CAC portal, go to Forms and open Community Activities Committee Regular and Supplementary Submission Form. You must be a member of OrgSync and the CAC portal in order to access the Form.

5) Complete the online form.  You will upload the following as one pdf document:

a) CAC Regular Fund proposal

b) Letter(s) of Support

c) Evaluation Templates

d) Justification Materials (estimates, shopping carts, invoices, etc supporting your line item requests)

e) Any additional supporting documents

6) In addition to submitting your proposal through the OrgSync online form, you must also submit one original hard copy of the proposal and the documents listed on section #5 above to the Center for Student Programming office at 105 Kerckhoff.

7) Hard copy submission to the CSP and online submission of your proposal must be done by the deadline of Thursday, August 18, 4pm.  Late submissions will not be considered. 


Upon submitting a proposal, each group will be assigned a time slot for a CAC hearing that will take place late August and early September.  Groups will be notified of final allocation decisions early in the fall quarter and will be assigned a CAC liaison at that time with whom you are required to communicate with in order to remain in good standing with the committee.
In order to maximize your group’s potential for CAC funding, we encourage you to review all of the proposal guidelines, address the strengths and weaknesses of your program from the previous academic year (if applicable), and work closely with your program advisor to prepare a clear, detailed, and accurate proposal.
Finally, please note that the CAC is not the only available source of funding for student programs.  We encourage all groups to pursue additional sources of funding, including both UCLA and non-UCLA entities.
Thank you for your commitment to community service.  We wish you success in all your efforts.

CAC STATEMENT OF PRINCIPLES

The following shall be the guiding principles for allocating CAC funds designated for community service programs.

1) The program, activity, or service should focus on the elimination of poverty and poverty-related issues as well as environmental, educational, and health concerns relative to economically and socially disadvantaged communities. The program should provide useful services to such off-campus, non-UCLA populations.

2) The program design should be consistent with the community’s interests and needs.  The program should work with the target population in order to identify these interests and needs, and to access the available tools, skills and information to meet the resulting objectives.  Members of the community should also be actively involved in adjusting the program focus and design if community needs and priorities change.

3) The program should respond to unmet needs of the community in professional and innovative ways.  The program should not duplicate existing efforts on campus or in the community.

4) The program should provide ongoing services to the community rather than single events or one-time services.  When feasible, program volunteers should have repeated or sustained contact with service recipients.

5) Program volunteers should be adequately trained and equipped to work directly with the target population and community partners.  The program should provide adequate direction, supervision, and support for volunteers throughout the duration of the program and should draw actively on volunteer experiences for ongoing program assessment.

6) Involvement in the program should provide valuable learning experience for the UCLA student volunteers.

7) If applicable, the program should provide service recipients with information and motivation towards post-secondary education.

8) Groups should demonstrate the ability to complete the proposed program through the adequate use of resources, commitment to community partnerships, sound program organization, and ongoing volunteer management and support.

9) Demonstrated collaborative programming with other campus and community groups is strongly encouraged.

10) The program must adhere to all relevant legal codes, statutes, and UCLA policies and regulations.

ELIGIBILITY FOR CAC FUNDING

Eligibility for CAC funding is determined by the following guidelines:

· Any UCLA organization applying for CAC funds must be registered with the Center for Student Programming.
· Programs sponsored or organized by student governance (CSC, GSA, USAC, etc.), residence halls or university departments are NOT eligible for funding.

· As outlined in the CAC statement of principles, eligible student programs must be student initiated, organized, and directed, and must offer ongoing services to the target population throughout the academic year.

· Organizations with existing resources outside and/or inside the University may apply for support for elements of their programs that the other sources cannot permissibly fund.

· Student programs are eligible to apply for Program Activities Board (PAB) funding through the Community Activities Committee (CAC) and the Campus Programs Committee (CPC) in accordance with committee guidelines.  Please note that the total amount of PAB allocations for all programs of any student group in a single academic year may not exceed $15,500 (excluding allocations through the CPC Mini-Fund, CAC Mini-Fund, Supplemental Fund and Summer Fund).

· The CAC encourages student groups to collaborate on events such as health fairs and conferences, but the program should not duplicate existing services by other campus or community programs.
· Both continuing and new student programs are eligible to apply for CAC funding.  Continuing programs are strongly encouraged to incorporate evaluations and community input in determining program goals and objectives each year.  The CAC shall exercise discretion in funding “start-up” costs for new programs, taking into consideration the feasibility of the program and its alignment with CAC goals and principles.
Please note that submitting a proposal to the CAC does not guarantee full or partial funding. All approved funding is contingent upon compliance with University policy. In addition, prior CAC funding does not guarantee continued funding, either in part (i.e. particular line items) or in whole (i.e. the total amount requested).

Finally, due to limited funds, the CAC encourages all programs to pursue additional funding sources.

MAXIMUM ALLOCATION

Due in part to additional PULSE funding for transportation costs, the maximum CAC allocation is $10,000.

CAC FUNDING RESTRICTIONS

CAC funds are provided through student registration fees, which have specific restrictions on their use.  Programs funded by the CAC are required to comply with all university rules and regulations, including the following:

· CAC funds cannot be used for honoraria for UC faculty, staff, or students

· UC faculty, staff, and students cannot receive CAC funding for direct personal benefit (including T-shirts, scrubs, food, or mileage for student volunteers)

· CAC funds cannot be used to pay for standard operating costs (i.e. rent) of a community partner.
· CAC funds cannot be used to purchase alcoholic beverages

· CAC funds cannot be used to transport students outside of the United States.  Requests for transportation costs for travel outside of California will be considered on a case-by-case basis.
· Only UCLA-approved vendors can be used for transportation (vans, buses) funded through the CAC.

· Student groups funded by the CAC must ensure that every volunteer driver go through a Fleet Services Driver Safety and Vehicle Orientation presentation and provide copies of their DMV record on a quarterly basis; only volunteers who are UCLA students are eligible to be drivers.  In addition, the CAC strongly recommends that all volunteers working directly with minors receive Youth Safety Training and background checks.  Please speak with your CSP advisor for further information regarding these requirements and best practices.
CAC-funded groups must also adhere to all other University policies (i.e., UCLA Activity Guidelines, UC Business Finance Bulletins).  Applicable policies will be reviewed during your required meeting with CSP staff.  Failure to comply with University policies will result in the withholding of program funds.
ALLOCATION PROCESS

Unlike the Campus Programs Committee (CPC), the CAC oversees one major funding cycle and allocates funds for the entire academic year.

The deadline for program proposals for the 2011-2012 academic year is Thursday, August 18 by 4:00 p.m.  Please note that there is a new submission process.  Organizations are now required to submit an online form through the www.OrgSync.com site and also submit one original hard copy of the proposal and all necessary supporting documents (letter of support, justification documents, evaluation templates, etc) by the deadline.  You may read the first page of this application for detailed instructions.  Late proposals will not be considered, and significant additions or revisions to proposals will not be accepted without approval by the entire committee.

Upon submitting a proposal, each group must sign up for a time slot at the CAC hearings occurring late August and early September.  Hearings will be scheduled on a first-come, first-served basis.

The purpose of the hearing is to give student leaders the opportunity to present their program and respond directly to CAC questions about the group’s organization and plans, as outlined in the proposal document.  Each group will be allotted time for a brief introduction and closing, with the majority of the hearing reserved for Q & A with CAC members. We strongly recommend that the student program representatives come to the hearing fully prepared to address all aspects of the group’s proposal, including specific budget requests.
For final allocation decisions, programs will be evaluated for alignment with CAC principles and program guidelines.  Groups will be notified of final allocation decisions early in the fall quarter, and CAC funds will be available as soon as a group representative meets with the CSP staff to review financial policies and procedures.
CAC SUPPLEMENTAL FUND

The CAC has made funds available for expenses associated with risk management and safety in community service programs.  The CAC Supplemental Fund application is to be submitted along with the CAC Regular Fund application on August 18th.  The CAC Supplemental Fund will also have the same submission process as the CAC Regular Fund requiring both an online and original hard copy submission on the deadline.
CAC 
MINIFUND
The CAC will have some funds available to support off-campus service activities that are part of an ongoing project on a quarterly basis.  These minifund deadlines will be set early in the Fall quarter.  All UCLA student groups registered through the Center for Student Programming are eligible for these funds.  Please contact your CSP advisor for further information.
SUMMER FUNDING

The CAC may have additional funding available for summer programs.  More specific information about the format and deadline for summer funding proposals will be available by the beginning of spring quarter.

To be eligible for CAC summer funding, UCLA student groups must be registered through the Center for Student Programming.  Groups that have received CAC funding during the regular academic year may submit a brief summer proposal, and will not be required to attend a hearing.  For student programs that have not received prior CAC funding, the full CAC proposal format is required.

We encourage all groups to take advantage of this opportunity to offer services during the summer and maintain a strong working relationship with their community partners.  Please note that summer programs can take many forms and often involve significantly reduced services in relation to the regular academic year.
CAC MEMBERSHIP

CAC student representatives are appointed each year by the Graduate Students Association (GSA) and the Undergraduate Students Association Council (USAC).  CAC membership consists of:

· Six (6) student representatives
(3 graduate student representatives, 3 undergraduate student representatives)

· Two (2) alternate student representatives
(1 graduate student representative, 1 undergraduate student representative)

· One (1) UCLA administrator (and, if appointed, one faculty member)

A roster of current members is available from the Center for Student Programming (CSP) in 105 Kerckhoff Hall.

CAC LIAISONS

If your proposal is funded, a CAC representative will serve as a liaison to your group for the entire academic year.  Your CAC liaison will work with your group to answer any questions you may have about CAC funding procedures, offer general program advice as needed, and evaluate your program in terms of the goals outlined in your proposal.

Contact information for your liaison will be included in your allocation letter.  Please contact your CAC liaison promptly and keep her/him updated on your program activities throughout the academic year.  Failure to contact or respond to your CAC liaison may result in the withholding of program funds.
PROGRAM EVALUATION

Two site visits are required for each program funded by the CAC.  Your CAC liaison will schedule these site visits throughout the academic year, one of which may be a general or directors meeting.  The purpose of these site visits is to evaluate the program in terms of the approved proposal, including elements such as volunteer recruitment and training, service to the target population, and collaboration with community partners.  CAC evaluations are available to CAC-funded groups in the CAC portal.  This evaluation, along with the group’s end-of-the-year program evaluation, will be reviewed by the CAC during the allocation process in the following academic year.

CAC PROPOSAL GUIDELINES

A completed typewritten proposal (12 point font and 1 inch margins) is required for all program proposals.  The complete proposal, including worksheets, should not exceed 20 pages.  Each organization will submit the full proposal and all supporting documents online through OrgSync and also one original hard copy on Thursday, Aug. 18 at 4pm.
	The following proposal format is required:

I. Proposal Cover Sheet

II. Program Abstract

III. Program Summary Worksheet

IV. Statement of Need

V. Program Goals, Objectives & Methodology

VI. Internal Organization

VII. Program Evaluation

VIII. Budget, Worksheet, and Narrative

IX. Letter of Support

Each of these requirements is explained below. Please

note the maximum page length for each component.




I. Proposal Cover Sheet







1 page

_____________________________________________________________________

The proposal cover sheet (see attached) should provide the following: a) the name of the organization and campus sponsoring unit proposing the program; b) the names, telephone numbers, and email addresses of three student directors or program representatives; c) the amount of money being requested; d) the names and addresses of community-based organizations, schools, and/or other partner agencies.  The cover sheet must be signed by program advisors and student directors, e) names and OrgSync e-mail addresses of those individuals who you want to 
II. Program Abstract







1 page

_____________________________________________________________________

The abstract should provide a brief overview of the purpose of the program, its major components, and requested support from the CAC.
III. Program Summary Worksheet





1 page

_____________________________________________________________________

The program summary worksheet (see attached) should provide detailed information about the program from the previous academic year as well as projected goals for the upcoming year.

IV. Statement of Need 







1 page

_____________________________________________________________________

The statement of need should explain the critical problem or unmet needs of the target population and how the program will attempt to address these needs.  Please specify how these needs were determined and describe the role of the community in assessing and prioritizing these program components.

V. Program Goals, Objectives and Methodology 



3 pages

_____________________________________________________________________

This section should include a list of the program’s key goals, the specific objectives necessary to reach those goals, how those goals will tracked and evaluated and the methodology that will be employed to achieve each objective.  In addition, please be sure to include any collaborative efforts with other student and community groups.

Goals:  List each of your program’s goals, including both immediate and long-term goals.  What is the overall purpose of the program?  What are the aims of the program in terms of the service recipients, the student volunteers, and any community partners?

Objectives:  Outline each measurable objective designed to achieve your program’s goals.  How will the program accomplish each goal?  Please note that objectives should correlate with the Statement of Need.

Methodology:  Specify your methodology to accomplish each objective.  What is your plan of action?  What steps will you take to meet each objective?  Please be specific.

	EXAMPLE #1

	I. GOAL: To improve literacy skills for adults working in English as a second language.

Objective A: To reduce the tutor/tutee ratio to at least 1:2.

1. Actively recruit new membership at new student orientation through tables, fliers.

2. Increase the number of volunteers on site from 18 to 20.

II. GOAL: To improve volunteer training and retention

Objective A: To require mandatory training for new volunteers

1. Revise sample curriculum materials for training packet.

2. Incorporate role-playing exercises into the training process.

3. Offer additional training session in week 2 (for total of 2) to accommodate student schedules

Objective B: To promote frequent, ongoing volunteer feedback for program assessment

1. Pair 2 new volunteers with a returning volunteer as informal mentor


	EXAMPLE #2
	

	GOAL I
	To continue to provide health screenings at no cost to the community

	-  Objective
	To participate in 4 health fairs each quarter

	Methodology
	1. To provide at least 10 volunteers for the X & Y health fairs

	
	2. To expand to at least two new community sites this year

	
	3. To collaborate with student programs A, B, and C for the new

Downtown Health Expo.

	-  Objective
	To provide effective volunteer training in health screening procedures and in communicating effectively with community members.


TIPS:

· Aim for realistic, measurable objectives.  For example, “improving each tutee’s reading skills by three grade levels” is an admirable aim, but how will that be accomplished—and evaluated?  In another example, is it realistic to expand your program from one site per week to four sites per week, starting as early as week 2 of the fall quarter?

· Be sure to translate goals into specific methodologies for implementation.  For example, the goal to “make the UCLA community more aware of health issues” is vague (what “health issues”?).  Also, how exactly would the program set about to increase awareness (offer one on-campus workshop per quarter, provide speakers to related classes, participate in education activities through the dorms, etc.)?  Or is the program primarily focused on recruiting and educating student volunteers?

· Keep in mind that members of the community should be involved in assessing needs.  For example, if your program works with public schools, have you consulted school administration and teachers about proposed changes?  For start-up programs, has your program contacted existing community partners to determine program activities?  For ongoing programs, has your group continued to assess the effectiveness of program design from previous years?

· Focus on program quality, not just quantity of services.  Although expanding program services is a positive goal, it should not compromise effectiveness.  For example, will taking on an additional site compromise your volunteer to service recipient ratio?  If you plan to expand the program from high schools to middle and elementary schools, will you be able to adapt volunteer training and revise curricular materials accordingly?  Do you have a base of volunteers who are willing to work with high school students?
VI. Internal Organization 






1 page

_____________________________________________________________________

This section describes the organization of the student program.  Please list the program directors and major leadership positions, along with a brief description of their duties.  A detailed organizational chart may also be submitted.  Please specify how the group will ensure recruitment, training and continuity of program volunteers and leadership (including any intern training).

VII. Program Evaluation 





1 page
(plus attachments)
____________________________________________________________________

This section should describe all forms of evaluation used to assess the effectiveness of the program in meeting the stated objectives.  Please describe how evaluations will be conducted every quarter for each of the following:

(1) service recipients

(2) volunteers

(3) directors/staff

(4) community partners
In addition, please note that all CAC-funded programs must complete internal program evaluations and submit them to the CSP by Friday of 10th week in the spring quarter.  Continuing programs should review their evaluation from the previous academic year and should summarize how this assessment has been incorporated into the current proposal and program plans. You may also attach sample evaluation forms for volunteers, service recipients, or community partners.
VIII. Budget Worksheet, Program Budget, and Budget Narrative    
8 pages

____________________________________________________________________
The budget section includes three components: the budget worksheet (see attached), an itemized budget of all program costs, and a budget narrative that explains the purpose of all costs requested from the CAC.  Please note that the entire budget section should not exceed 8 pages, including the budget worksheet.

	A. BUDGET WORKSHEET


Please complete the attached budget worksheet (1 page), which indicates the total program costs as well as specific amounts requested from the CAC.  Be sure to prioritize your budget line items, with #1 as your highest priority. These priorities will be taken into consideration for final CAC allocation decisions.
	B. PROGRAM BUDGET


This section should present an itemized budget of total program costs, including specific line items requested from the CAC as well as expenses requested from other funding sources.  Please detail each budget line item under the following categories (and in the following order):

1) Advertising
Specify the number of advertisements, size, target publication, and approximate date/quarter.

Note: The CAC strongly recommends that groups place newspaper advertisements in authorized and recognized on‑campus publications, including the Daily Bruin and UCLA special interest newspapers.  For off-campus forms of media advertisement, please review any applicable fiscal policies and check with your advisor.
2)  Clerical Supplies
Specify the quantity and kinds of clerical supplies (pens, notebooks, poster board).  The CAC will take into account whether the requested supplies are for new or continuing projects. Note: please itemize non-clerical supplies under “Special Supplies.”

3)  Equipment
Specify any equipment requests, including audiovisual needs (projectors, screens), microphones, etc.  Please clarify how these will be stored and maintained.

4)  Facilities
Specify all facilities costs, such as facility rental or other fees necessary for program operation.

5)  Food
Specify number of people per meal for each event. Please note that CAC funds can provide food for service recipients only (not UCLA student volunteers or staff).  Please consider healthy options!

6)  Honoraria
Specify the specific purpose and rate for all honoraria.  Please note that UC faculty, staff, and students are NOT eligible for honoraria.  In the budget narrative, please provide detailed information about the intended speaker, such as professional affiliation, background, areas of expertise, and estimated time requested by the program (1-hour keynote address, 3-hour training workshop, weekly site supervision, etc.).

7)  Postage
Specify the number and rate for all mailings.  Please note that the cost of stamps must reflect the current University rate which includes 20% handling in addition to the regular U.S. postal rate.  CAC will not pay for stamps.  All CAC funded mailings must go through the University mailroom.
8)  Printing
Specify all printing costs, including worksheets, pre‑ and post‑tests, evaluation forms, newsletters, etc.

9)  Special Supplies
Specify rate and number for all special supplies (such as sports equipment, a digital camera, medical equipment, etc.).  The CAC will take into consideration whether requests for special supplies are for new or continuing programs, how such items are essential to the success of the program, and whether such items can be utilized in subsequent years. Please clarify how these will be stored and maintained.

10)  Telephone
Specify monthly charges and toll/multi-message unit charges.  Please include and invoice that would verify the charges that are billed to the organization.
11)  Transportation
Funds may not be used for purchasing or leasing vehicles through CSP. For rentals, specify the number of cars, vans, or buses requested, plus number of trips.  CAC transportation use is restricted to the written estimates of mileage, time, destination, and purposes as stated in the proposal.  CAC will only reimburse for mileage used in travel to/from program sites.  Any other uses, including those related to the program, are not permitted.

UCLA-approved vendors must be used for all transportation services.  Please note that the current rates for UCLA Fleet Services are available in the CSP Office.
CAC transportation funds shall not be used for travel outside the United States or for training or events not essential to the project and not conducted within the university or service community.  Requests for out‑of‑state travel will be considered on a case-by-case basis.

Student groups funded by the CAC must ensure that every driver go through a Fleet Services Driver Safety and Vehicle Orientation presentation and provide copy of DMV record on a quarterly basis; only volunteers who are UCLA students are eligible to be drivers.
SAMPLE BUDGET:

	Category
	Item
	Unit Price
	Total
	Total Req. from non-CAC sources
	Total Requested

from CAC

	Food
	
	
	
	
	

	
	24 juice boxes x 30 (# site visits)
	$4.89 per 12 pack (60 total)
	$317.17
	$0
	$317.17

	
	24 boxes of raisins x 30 site visits
	$2.89 per 6-pack (120 total)
	$346.80
	$0
	$346.80

	
	24 Chewy granola bars x 30 site visits
	$4.09 per 8-pack (90 total)
	$368.10
	$0
	$368.10

	
	Catering for volunteer appreciation banquet
	$12 per person (for 38 total)
	$456.00
	$456.00
	$0


	C. BUDGET  NARRATIVE


This section should explain each of the funding requests in detail, paying particular attention to special supplies, honoraria, and any large or unusual expenses.  This is a good place to justify these expenses and explain the necessity of these items in your program.  Please use the same funding categories as above (and in the same order).

FOR EXAMPLE:

· Transportation: We are requesting funding for a total 24 van trips in order to bring 6-7 volunteers from campus to site once a week for 8 weeks each quarter.

· Transportation: We are requesting three buses in order to transport 40 ABC Elementary students for one field trip per quarter.

· Special Supplies: We are requesting 2 additional XYZ devices in order to maximize the number of cholesterol screenings we can perform at each site.  Each volunteer is trained to use this device, and these devices can be used for several years.  With additional XYZ devices, more volunteers can provide direct services at site and the waiting time for screenings will be reduced.
In addition, please identify all funding sources (on‑ or off‑campus) to which proposals for this program have been or will be submitted, including new or potential funding sources.

**Abuse of Budget Policies may result in the withholding of program funds**
VIII. Letter of Support 







1 page

____________________________________________________________________

Each proposal must include a recent letter of support from a community partner or member of the program’s target population.  This statement will be used to determine the effectiveness of the project in providing services to the target community.

COMMUNITY ACTIVITIES COMMITTEE

PROPOSAL COVER SHEET

Program: 
________________________________________________________________________

Total funds Requested from CAC: 
______________________

Total Program Budget: 

______________________

	Program Directors
	
	
	

	Class Level &

Major Dept.
	
	
	

	Email Address
	
	
	

	Phone Number
	
	
	


	Community Partner/s
	
	
	

	Address
	
	
	


CSP Advisor: _________________________________________________ 
Date: ______________

(signature)

Phone: _____________

I have read the Community Activities Committee’s Program Guidelines and understand fully the guidelines, policies, procedures, and regulations contained in the Program Guidelines.  By signing below, I confirm that this program is eligible for CAC funding and I agree to abide by the Program Guidelines.

Program Director: ____________________________________________ 
Date: ______________

(signature)

Program Director: ____________________________________________ 
Date: ______________

(signature)

Program Director: ____________________________________________ 
Date: ______________

(signature)

All information must correspond with current registration information on file in the Center for Student Programming.

NOTE:  The original hard copy submission MUST include all original signatures.  The online submission of the proposal which will be done by an organization signatory will only require an electronic signature from the signatory and online approval of the CSP advisor.
ACCESSING YOUR ALLOCATION INFORMATION

All allocation information will be made available in the CAC portal in OrgSync.  Deadlines, reminders, and other correspondence pertaining to the CAC will be done through this website as well.  Thus, it is important that those individuals in your organization who must have access to this information register in OrgSync by going to www.OrgSync.com.  

Please list below all the student project directors/staff who you would like to have access to allocation information.    You must provide their OrgSync e-mail address log-on in order for them to gain access to the CAC OrgSync portal and your organization’s allocation information once it is available in the early fall.  The CAC portal will be cleared of all members from last year so please include yourself and other project staff who should be given access in the list below even if you had joined the CAC portal in the past year.

	Name of Student
	Position in Organization/Project
	OrgSync E-mail Address

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


MEETING WITH JANIS GUZMAN

All projects receiving allocations from CAC MUST meet with Janis Guzman before you begin using your CAC funds.  Janis can be reached at jguzman@saonet.ucla.edu.

COMMUNITY ACTIVITIES COMMITTEE

PROGRAM SUMMARY WORKSHEET

Program: __________________________________________________________________________

Total years in operation as student program: 
___________

Community partners: (Please list all partners, such as schools, nonprofit groups, community organizations)
___________________________________________________________________________________

___________________________________________________________________________________

UCLA partners: (Please list all campus entities that support or collaborate with your program, such as academic departments, student groups, etc.)
___________________________________________________________________________________

___________________________________________________________________________________

	UCLA VOLUNTEERS
	2010-2011
(average)
	2011-2012
(proposed)

	Total per  site visit
	
	

	Total per quarter
	
	

	Total per academic year
	
	

	
	
	

	SERVICE RECIPIENTS
	2010-2011
 (average)
	2011-2012
 (proposed)

	Total per site
	
	

	Total per quarter
	
	

	Total per academic year
	
	

	
	
	

	SITE VISITS
	2010-2011
 (average)
	2011-2012
 (proposed)

	Total per quarter
	
	

	Total per academic year
	
	

	
	
	

	BUDGET
	2010-2011

	2011-2012


	Total Program Budget
	
	(projected)

	Total CAC Allocation
	
	(requested)


COMMUNITY ACTIVITIES COMMITTEE

BUDGET WORKSHEET

For each budget line item, please include the amount requested from the CAC, the amount requested from other sources, and the total cost.  Be sure to prioritize each line item requested from CAC, with “1” as your highest priority line item.  Please leave the CAC allocation column blank.

[image: image1.emf]

Budget Line 

Item

Priority

Total Program 

Cost

Amount Requested 

from Other Sources

Amount Requested 

from CAC

Amount Allocated 

(leave blank)

Advertising



Clerical 

Supplies



Equipment



Facilities



Food



Honoraria



Postage



Printing



Special 

Supplies



Telephone



Transportation



- $                   

Other



Total Cost



$0.00 $0.00 $0.00


List other sources of funding: ________________________________________________
_______________________________________________________________________________________________________________________________________
Sheet1

		Budget Line Item		Priority		Total Program Cost		Amount Requested from Other Sources		Amount Requested from CAC		Amount Allocated (leave blank)



		Advertising



		Clerical Supplies



		Equipment



		Facilities



		Food



		Honoraria



		Postage



		Printing



		Special Supplies



		Telephone



		Transportation



		Other



		Total Cost				$0.00		$0.00		$0.00		$   - 0








