Public Affairs Funding Request
Monmouth College (Spring 2018)
Any faculty, staff or student group may request funding from the Monmouth College Public Affairs Fund. The purpose of this fund is to provide our academic community with educationally enriching programs that support and complement the College’s mission and purposes. The fund is managed by the Faculty and Institutional Development Committee (FIDC) and Karen Ogorzalek, Associate Dean of Students and Director of Campus Events (KARENO@monmouthcollege.edu). 

This fund includes disbursement of the Named Speaker Funds, funds made available to the College for specific departmentally sponsored programs, and general funds for the campus community. The “Statement of Purposes,” which is a part of the College Mission Statement is provided below as a guideline to applicants.
Statement of Purposes

As an undergraduate liberal arts institution Monmouth College exists to:
· Prepare students for rich personal and professional lives.

· Prepare students for positions of leadership, service, and citizenship in a global context.

· Promote awareness and exploration of the sometimes contradictory principles which exist in democracy, pluralism, equality, and freedom.

· Create and maintain a learning environment which is value-centered, intellectually challenging, aesthetically inspiring, and culturally diverse. This includes:

· Providing students with a four-year general education program, in-depth study in the major, and a rich array of co-curricular activities.

· Fostering the discovery of connections among disciplines and of larger patterns of meaning.
· Promoting an understanding of a value system that is shaped by individual and collective experiences.

· Explore the spiritual dimension of human existence and the relationship between faith and knowledge.

· Introduce students to multiple perspectives on the human condition and promote self-awareness of global perspectives both through the curriculum and through campus life.

· Foster and promote intellectual inquiry and critical analysis through mentoring relationships characterized by individual attention.

· Develop creativity and skills in written and oral communication and artistic expression.

· Understand the methods of inquiry and expression in the arts, humanities, sciences, and social sciences.

Funding proposals which address the following are given priority:

· are interdisciplinary/multidisciplinary in nature,
· appeal to a wide audience, and
· include events/speakers that reach beyond Monmouth College’s campus. 
· Additionally, recommendations are sometimes made by the review panel; a willingness to edit proposals is greatly appreciated.
NOTE: Requests for funding may only be made for honorarium, housing, travel and related meals.

Application deadline for proposals is March 1, 2018.

Application Process
1. Public Affairs funds are requested in the academic year prior to the event. As an example, proposals with a due date of March 1st will fund events occurring in the 2018-2019 academic year.
2. The on-line application is available from WebAdvisor, under faculty and staff resources. All applications/proposals must be submitted through this on-line form.
3. Since the on-line form is a multi-window form (meaning you must complete page 1 to continue to page 2, then 3, then 4), an “FIDC Funding Request Worksheet” (PDF) is linked to the top of the on-line application so that a submitter can gather the required information prior to starting the online submission. 

4. Once the on-line form is submitted, you will receive and email copy of the information that has been sent to the review Committee.

5. A representative of the Committee will contact the applicant indicating whether or not the request has been approved and the amount.  
6. It should be noted that the Committee will not allocate all funds to a single department.

Approved Applications

After receiving approval the applicant will work with Karen Ogorzalek to provide the following:

1. A current email or USPS address for the speaker, the speaker’s W-9 form and the travel information of speaker.  NOTE:  Without a completed W-9 for payment, a speaker cannot be issued a check.  W-9 forms are available online at  http://www.irs.gov/pub/irs-pdf/fw9.pdf. 
2. The following information must be submitted to the Committee for inclusion in the online campus and event calendar:
· Summary of event
· Photo of presenter or group

· Date (s) of presentation

3. Please Note: While information about the event will be posted to the online event calendar, it is the requestor’s responsibility to publicize the event to the campus and greater Monmouth community.

4. Honorarium and travel reimbursement checks will be cut on Tuesdays and Fridays.  Adequate lead time for processing is expected.
Balance of Request 

Occasionally, expenses may come in less than requested.  If that should be the case, the requestor may not reallocate unused money; any remaining balance from an original request will revert back to the Public Affairs Fund. Un-allocated funds will be disbursed during the academic year.
Hotel Costs
Funded request will cover the expense of a speaker(s) stay while presenting at Monmouth College.  The applicant is expected to make accommodation within the parameters of the approved funding and act as host to the speaker where appropriate. Every effort should be made to make arrangements at the Manor.  Manor reservations may be made through the Office of Campus Events (x2345) between the hours of 8:00am – 4:00pm, Monday – Friday.

Hotel accommodations at the AmericInn are also acceptable when the Manor is not available.  After approval, arrangements must be made by contacting the hotel directly (734-9958).  After reservations are made, email Karen Ogorzalek with the person’s name, date(s) of stay.
Meals 
All meal expenses, whether on campus or off campus, must be first approved as a part of the application process.
Off Campus Meals
Public Affairs will pay for the speaker(s) and host(s) up to a maximum of $80 to be spent at the discretion of the requestor for off-campus meals.  Any amount over $80 is the responsibility of the requestor.

Receipts for all meals are required.  
On Campus

Served or buffet meals arranged through the food service should be limited to the speaker(s) and up to two members of the department.  When students are included, meal exchanges must always be arranged for the cost of their meal.
Cafeteria Meal prices:


Breakfast
$6.29

Lunch

$7.79

Dinner

$8.29
When special meals arranged through campus dining, please follow these estimated figures.  


Breakfast
$10.00


Lunch

$15.00

Dinner

$18.00

Receptions

Receptions on campus must be catered by Aramark Campus Dining.  No more than $200 will be approved for receptions.

Transportation
College Automobiles and Vans
College employees and approved drivers may reserve College vehicles to pick up and return speaker(s) to the airport. College cars and vans may be reserved through the online form found in WebAdvisor under faculty and staff resources or by contacting the Trouble Desk at 3333.
Mileage
Speaker(s) may drive themselves to Monmouth College.  In that event, the speaker(s) will be reimbursed 0.36 cents per mile, round trip.

Air Transportation
Speaker(s) may be required to travel to Monmouth College via air transportation.  Upon approval air travel arrangements, it is preferred the travel arrangements be made by the speaker(s).  Receipts may be submitted directly to the College for reimbursement.
Air transportation arrangements may also be made by the College, following approval.
