
COMMUNITY ACTIVITIES COMMITTEE (CAC)
of the Program Activities Board
SUPPLEMENTAL FUND 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 Supplemental 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.  The CAC Supplemental Fund is intended to assist groups in meeting the costs of implementing certain measures intended to reduce student volunteers’ exposure to risk and improve safety for all of those involved in the project.  These include but are not limited to Red Cross certification for hypertension screenings, and Live Scans of volunteers. Please note that the CAC only funds programs that take place off-campus. To obtain funding for Youth Programs taking place on-campus, please consult the Campus Programs Committee (CPC) Regular Fund application. Applicants must submit a CAC Regular Fund Application to be eligible for the CAC Supplemental Fund. 


	Please Note:  There will be a new submission process this year.  The CAC Supplemental Fund instructions are the same as those for the Regular Fund.  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 Center for Student Programming 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 CSP 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 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 Supplemental proposal
b) Justification Materials (estimates, shopping carts, invoices, etc supporting your line item requests)
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 CAC hearing which will evaluate both the Regular and Supplementary Fund proposals. Hearings will take place in late August-early September. Groups will be notified of final allocation decisions at the beginning of the school year.

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 since the beginning of this school 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 other 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 and CAC Mini-Fund, CAC Summer Funding and Supplemental 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.




Community Activities Committee
2011-2012 Supplemental Fund Application
	Organization Name
	

	Amount Requested from CAC Supplemental Fund

	$

	Total Risk and Safety Program Cost
	$

	Program Site(s)
	



	Program Representative
	

	Phone Number
	

	Email Address
	



	CSP Advisor
	




CSP Advisor______________________________________________________
Time, Place, and Manner Approval	       Signature	 		Date

Program Director, please read the following statement and sign below:
“I have read the Community Activities Committee’s Guidelines and understand fully the guidelines, policies, procedures, and regulations contained in the Guidelines.  By signing below, I confirm that this program is eligible for CAC Supplemental Fund funding and I agree to abide by the rules and policies stated in the Guidelines.”

Signature and Date_________________________________________________

(For Office Use Only) Hearing Date and Time:  						

Please Note the Following: 

	The CAC Supplemental Fund should NOT be the only funding source for the program. 
	The CAC Supplemental Fund follows the same guidelines as the CAC Regular Fund. It is your responsibility to familiarize yourself with these guidelines prior to submitting this application. 
· Current written estimates from prospective vendors are required for consideration for funding.
· Applicants must submit a CAC Regular Fund Application to be eligible for the CAC Supplemental Fund.
· Please consult your CSP advisor if you have any questions about this funding process.
· NO EXCEPTIONS WILL BE GRANTED!

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.

Proposal Format


I.		FREQUENTLY ASKED QUESTIONS

	See below: 

II.	BUDGET WORKSHEET AND NARRATIVE

	See attached forms	

Frequently Asked Questions

To allow more time for more specific questions during the hearing, please answer the following questions that are frequently asked by the committee. 


· For what events or programs are you using the line items that you are requesting?  



· What measures do you have (or plan to put in place) to ensure that your project and all staff, volunteers and service recipients are making safety a priority?  Please be specific.


· Did your project utilize all of your supplemental funds last year?  If not, please explain.



Budget Worksheet – CAC Supplemental Fund

On the following worksheet, please include, for each budget line item, the amount
requested from CAC. Please prioritize each line item, with “1” being your highest priority
line item.  Leave the CAC allocation column empty.  Please indicate the total amount
requested below the table.







TOTAL AMOUNT REQUESTED:   							

Other sources of funding: _____________________________________________

PLEASE SEE THE TABLE BELOW FOR APPROXIMATE COSTS OF MOST ITEMS TO HELP YOU WITH YOUR PLANNING:

	Item
	Vendor
	Cost

	Live Scan
	UCPD
	$76 per person

	Certification for Hypertension Screenings
	Red Cross
	Ranges from $35 per person

	Liability and/or Accident Insurance
	Various
	Varies.  Please contact your CSP advisor.




Budget Narrative – CAC Supplementary Fund
For each line item, include the amount requested and a detailed list of the expenses that make up the total amount requested.  When applicable, include a written estimate as an attachment.

Live Scans

Specify who and how many people the live scans are for.

Amount requested of CAC: $
Detailed list of expenses:


Red Cross Certification for Hypertension screening

Specify who and how many people the certifications are for. 


Amount requested of CAC: $
Detailed list of expenses:

Insurance 

Specify what kind of insurance you wish to purchase with this funding, explain why you need it and identify who and how many people the insurance will cover.

Amount requested of CAC: $
Detailed list of expenses:

Other

Specify item and quantity of goods and services that do not fall under any other line items. Explain why these are essential to your program.

Amount requested of CAC: $
Detailed list of expenses:
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Budget Line 

Item

Priority

Total 

Program 

Cost

Amount Requested 

from Other Sources

Amount 

Requested 

from CAC

Amount Allocated 

(leave blank)

Live Scan



Red Cross 

Certification



Insurance



Other



Total 



$0.00 $0.00 $0.00


Microsoft_Office_Excel_Worksheet1.xlsx
Sheet1

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



		Live Scan



		Red Cross Certification



		Insurance



		Other



		Total 				$0.00		$0.00		$0.00








