LGBT Center 
Large Program Fund Application
2017-2018
Introduction and Guidelines 

The Lesbian Gay Bisexual Transgender Center (Center) Large Program Fund is designed to assist Penn student groups and individuals in sponsoring on-campus events, especially those fostering collaboration among LGBTQA groups.
Eligibility & Allocation 
Students currently enrolled at the University of Pennsylvania and University-based student groups are eligible to apply to the Center for monies if they do not have sufficient funding available to them through other avenues.  Funds will be made available taking into account other funding sources, the amount requested, collaborative efforts, and previous funding from the Center. 

Guidelines 
· Applications must be submitted at least one month before the actual event.  Earlier submissions strongly encouraged.
· Applicants should consider the most economical options in developing proposed budgets (least expensive yet feasible form of travel, eliminating food, etc.). 
· Up to $1000 will be allocated to each event. The size of grants available will be determined by the total pool of  funds available for the fiscal year and what portion of it has been expended (hence applying earlier is better).  Additional funds may be available, on a case-by-case basis.
· Center staff will review applications and make final determinations about awards. 

· Those receiving funding must acknowledge the Center’s co-sponsorship by placing its logo on all marketing material.  If marketing materials are not used, the Center must be acknowledged at some point during the actual event.  Failure to comply with this stipulation will result in denial of funding for the rest of the academic year.
· An event report is due no later than one week following your event. The report must address the following:
· Estimated attendance

· Did the event fulfill its stated mission?  If so, how?  If not, why not?

· How did the event contribute to Penn’s LGBTQA community?

· How did monies allocated by the Center’s Program Fund benefit the event?

*** Failure to comply with this stipulation will result in denial of funding for the rest of the academic year***

To apply, complete the attached application form. Only typed applications will be accepted.
LGBT Center
Large Program Fund Application
2017-2018
Application Form 
(use additional space as necessary) 

Please submit request for funds at least one month before the event. 
1. Group/Student Name: 

Email:


Telephone #:

University Budget Code:


Today’s Date:
2. Event Title:
3. Event Date, Time, and Location:
4. Brief Event Description:

5. Event’s Goal/Mission:

6. Collaborating Groups (if any):
7. Anticipated Attendance and Justification:

8. How will the event be advertised?:

9. Please describe the relevance of this event to Penn’s LGBTQA community: 
10. Please provide any additional information you consider relevant: 

11. Proposed budget (add more lines as needed): 
***specific dollar amounts need to be used and actual cost estimates from vendors provided (e.g. if you are asking for lunch t0 be funded, you need an estimate from a caterer attached to your submission)***

SECTION I: Expenses (The Center does not fund gifts or donations)
	Honorarium (Speaker fees, performer costs)
	$ requested
	$ approved*

	
	
	

	
	
	

	Honorarium Subtotal
	
	


*column to be used by Center staff only
	Venue (includes facilities, A/V, and other equipment costs)
	$ requested
	$ approved*

	
	
	

	
	
	

	Venue Subtotal
	
	


*column to be used by Center staff only
	Travel and Lodging (includes hotel, air/train/car fare, etc.)
	$ requested
	$ approved*

	
	
	

	
	
	

	Travel Subtotal
	
	


*column to be used by Center staff only
	Misc. (items not included in previous categories)
	$ requested
	$ approved*

	
	
	

	
	
	

	Misc. Subtotal
	
	


*column to be used by Center staff only
	Total $ requested
	

	Total funded by LGBTC
	


SECTION II: Revenue
	Source
	Description
	amount

	Tickets
	Price ______   X   Expected Attendance ______    =
	

	Existing Funds
	
	


CONTRIBUTIONS of other groups, departments, or outside funding (Include everyone you have contacted, even if they have not agreed to fund your event.)
	Group/Dept Name
	Contact Name
	Contact Email
	Items Funded
	amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Total revenue
	

	Revenue applied to ineligible expenses
	

	Revenue applied to eligible expenses
	


SECTION III: Total Request

Eligible expenses $__________- Revenue applied to eligible expenses $________= Total Request__________
Submit completed application via email to Erin Cross <ecross@upenn.edu>

