
Account/Program Number UIC    The Office of the Dean of Students 

Student Services Building , Suite 3030 
Phone: 312-996-4857 
Fax: 312-413-3716 
http://deanofstudents.uic.edu 
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Request for Funds Form   
Payable to: (Check one) UIC Student/Individual UIC Department UIC Student Organization Outside Vendor 

 
Name: 
Phone: 
UIN:   
Email:  
 

International Students Check Here  

Person Making the Request:  

Dept/Vendor:  
Contact Name:  
Number/Street/Apt: 
City/State/Zip: 
Phone:                                               Fax: 
UIN/FEIN:                             FOAPAL:  
Email:  

Person/Department/Organization/Vendor Receiving the Money: 

Expenditure √  Total 

Equipment/ 
Supplies 

   
 

 

Co-Sponsorship    

Publicity/
Promotions 

   

Travel    

Food/Catering    

Contracts/Payment 
for Services 

   

Gifts/Giveaways    

Honorariums    

Other   
 

 

    Subtotal  

    Tax No  
Reimbursements 

—————————————————————————————- 

University Funds 
are Tax Exempt 

    Shipping  

    Misc.  

    Balance Due  

Description 

Print Authorized Officer’s Name: 

Authorized Officer’s Signature:  

Print Advisor’s Name: 

Advisor’s Signature: 

NOTE 
Before entering information in this section, make sure you follow all of the appropri-
ate instructions on back of this form.  Your funding request will not be processed if it 
is not completed correctly. 

Date: 

Date: 

FORM #: ______________________ 



All Transactions 
 

 Receipts must be taped on to a blank sheet of paper; 
do not staple receipts. 

 Receipts must be in the name of the student seeking 
the funds. 

 Purchases costing more than $250 must be transacted 
using the DOS P-Card. 

 
 
 
 
 
 

Equipment/Supplies 
(Pens, pencils, markers, paper, staples, folders, blank cds, 

printer ink, computer accessories, etc.) 

 Equipment purchases must be approved by the DOS 
before this form is completed 

 Provide the following in the “description” section: 
 - list each item that will be purchased 
 - how much each item above will cost  
 - name of vendor where items will be purchased 
 - reason for expenditure (program, office, etc.) 
 - if applicable: date, time, location, program name, # 
 of attendees and method of payment) 

 You must provide original receipts or invoices with this 
request no later than 60 days after the expenditure.  
Failure to do so will result in the University business 
office taxing the amount of income. 

 
 
 
 
 
 
 
 

Co-Sponsorship 

 You CAN co-sponsor any event with any student organi-
zation that is affiliated with UIC (this does not include 
academic or administrative departments). 

 You CAN’T co-sponsor with organizations not affiliated 
with UIC (this includes charitable organizations). 

 Provide the following in the “description” section: 
  - what specifically will your money be sponsoring 

 (food, supplies, entertainment, etc.) 
  - date, time, location, program name, and # of ex-

 pected attendees) 

 You must provide original receipts or invoices with this 
request 

 Each receipt should be staple free, only used once and 
it must be in the name of the student seeking the 
funds. 

 
 
 
 
 
 
 
 
 

Publicity / Promotions 
(flyers, apparel, posters, brochures, fees associated with 
the posting, creation or mailing of your publication, etc.) 

 Provide the following in the “description” section: 
 - each item that will be purchased 
 - how much each item above will cost 
 - reason for expenditure (program, conference, office, 
 etc.) 
 - if applicable: date, time, location, program name, # 
 of attendees and method of payment) 

 You must provide original receipts or invoices with this 
request 

Travel 
 Travel must be for official UIC business 

 You must provide all relevant receipts (hotel, airline, 
rail, automobile, etc.) 

 Refer to the Student Government Resources Guide 
and the OBFS Website for more specific travel poli-
cies.  

 Indicate whether or not you are an international stu-
dent in the “person Making the Request” section 

 Reimbursement and the submittal of receipts may 
only be done after the trip or activity has occurred.  

 Foreign travel has different policies than domestic.  
Visit the OBFS website before traveling overseas. 
(see: http://www.obfs.uillinois.edu/) 

 If students split a hotel room, proof of reimburse-
ment to the other student is necessary before any 
payments will be made (cancelled check, receipts, 
etc.) 

 No third-party transactions. 

 Provide the following in the “description” section: 
 - reason for travel (program, conference, etc.) 
 - date, time and location of departure #1 
 - date, time and location of arrival #1 
 - date, time and location of departure #2 
 - date, time and location of arrival #2 
 - form of transportation (air, rail, taxi, bus, etc.) 
 - hotel information (name, cost, lodging dates, 
 etc.) 
  
 
 
 
 
 

Food / Catering  
 Be sure that all parties know when and where your 

event is to be held. 

 For best service from food vendors, it is strongly 
recommended that you notify them of the date as 
early as possible. 

 Meal receipts must be itemized.  

 NO alcohol! 

 Provide the following in the “description” section: 
 1) price quote provided by restaurant/store/
 vendor if one was provided 
 2) itemized menu with itemized pricing 
 3) delivery cost 
 4) costs for extra service (linen, silverware, etc.) 
 5) gratuity cost 
 6) any other costs not covered above 
 7) any other relevant information nor covered       
 above 

 You must provide original receipts or invoices with 
this request 

 Don’t forget to show the vendor your tax exempt 
letter 

 
 
 
 
 
 
 

 
 

Honorariums 
 Provide the following in the “description” section: 
 - name of member receiving honorarium 
 - position of member receiving honorarium 
 - UIN of member receiving honorarium  
 - amount of honorarium 
 - reason for honorarium (date of service) 

Contracts 
 Students are NOT allowed to sign contracts. 

 The DOS must approve all contracts prior to any 
signatures 

 A University Agreement form must be used in 
conjunction with any other contracts the other 
party may utilize.  Visit the OBFS website for 
more information. 

 Make sure that both of the contracting parties 
are in complete agreement before signing any-
thing. 

 Be sure to get everything in writing. (Verbal 
agreements are not legally binding.) 

 Be aware that it takes a minimum of 3 weeks 
for the business office to cut a check to your 
contracted vendor. 

 In some cases, Certificates of Insurance may be 
required.  Check with DOS to see if this will be 
needed for your event. 

 Provide the following in the “description” sec-
tion: 

 - price quote/invoice provided by vendor 
 - description of services offered by vendor 
 - description and amount of any other costs 
 (delivery, storage, set-up, etc.) 
 - any other relevant information not covered 
 above 
 - if applicable, special instructions for method 
 of payment 

 You must provide original receipts or invoices 
with this request 

 
 
 
 
 
 

Giveaways / Awards 
 All giveaways must be recorded with the Dean 

of students office. 

 Complete the Giveaway / Awards Auditing 
Form and return it to the Dean of Students 
office (DOS). 

 The recipient of the giveaway will need to 
come to the DOS to retrieve the item (they will 
need to bring a photo ID, preferably an I-Card). 

 The Giveaway / Awards Auditing Form does 
not need to be completed for members of 
your organization receiving a gift/giveaway 
(trophies, plaques, bookstore gift card, etc.). 

 Provide the following in the “description” sec-
tion: 

 - list each distinct item needed for purchasing 
 - how much each item will cost  
 - name of vendor where items will be pur-
 chased 
 - if applicable: date, time, location, program 
 name, # of attendees and method of  
 Payment) 
 
 
 
 
 
 
 

If you have any questions: 
 

The Dean of Students office 
3030 SSB 

(312) 996-4857 
(312) 413-3716 Fax 

http://deanofstudents.uic.edu 



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



	FORM: 
	UIC StudentIndividual: Off
	UIC Student Organization: Off
	Outside Vendor: Off
	UIC Department: Off
	Name: 
	DeptVendor: 
	Contact Name: 
	Phone: 
	NumberStreetApt: 
	UIN: 
	CityStateZip: 
	Email: 
	Phone_2: 
	Fax: 
	UINFEIN: 
	FOAPAL: 
	Email_2: 
	Print Authorized Officers Name: 
	Date: 
	Print Advisors Name: 
	Date_2: 
	Shipping: 
	Misc: 
	Total #1: 
	Total #2: 
	Total #3: 
	Total #4: 
	Total #5: 
	Total #6: 
	Total #7: 
	Total #8: 
	Total #9: 
	Description: 
	Equipment/Supplies: Off
	Co-Sponsorship: Off
	Publicity/Promotions: Off
	Travel: Off
	Food/Catering: Off
	Contracts/Payment for Services: Off
	Gifts/Giveaways: Off
	Honorariums: Off
	Check Box23: Off
	Subtotal: 
	Balance Due: 
	GSC: Off
	HPSC: Off
	SMBOT: Off
	USG: Off
	AHSSC: Off
	CMSC: Off
	DSC: Off
	GNSC: Off
	NSC: Off
	PEORIA SC: Off
	PSC: Off
	PUB: 
	 H: Off

	ROCKFORD SC: Off
	UMSC: Off
	International Students Check Here: Off


