	Funding Request
Arts & Sciences

	

	Faculty/Staff Member Information 

	Duke Unique ID#:       
	Current Title:       

	Name (Last, First, M.I.):       
	Primary Dept/Prog:       

	Request New Commitment 

	Timeframe:

	Proposed begin date        
	Proposed end date        

	Provide a detailed description of the commitment requested.       


	Budget (attach proposed budget) 

	Any request for additional funding should be preceded by a deliberative process of identifying and approaching potential sponsors, starting with the department most closely aligned with the requestor’s area of interest.  The requestor should also review funds currently committed, including research (451-) and/or startup (431-) funding.  

The A&SCFR has some funding available for travel support, an internal research grant competition, and conference funding.  For more information, please see http://trinity.duke.edu/research/faculty. 

	Amount requested:        

	Other Funding Sources Committed

	Funder/Sponsor
	Amount Committed

	       
	       

	       
	       

	       
	       

	       
	       

	Total Committed
	       

	

	Prepared By:       
	Date:                                  Tel: (   )         


	Faculty/Staff Member:       
	Date:                                  Tel: (   )         


	Dept Business Mgr:       
	Date:                                  Tel: (   )         


	Submit form to the Arts & Sciences Office of Finance and Administration.  Mail to 109 Allen Building, Box 90044; fax to 684-8697; or scan signed form and email to shawn.macduff2@duke.edu.

	Finance &Administration:      
	Date:                                  Tel: (   )         


	Divisional Dean:      
	Date:                                  Tel: (   )         


	Dean of A&S (if required):      
	Date:                                  Tel: (   )         


	Resolution (Deans’ use only)

	Amount Committed:  

	Timeframe Approved:

	Begin date:       
	End date:       

	Special Instructions:       


	Accounting (Finance & Administration use only)

	Commitment Recorded:       
	 FORMCHECKBOX 
  Commitment db
	 FORMCHECKBOX 
  Faculty db

	New Code Requested:          
	Date       

	Transfer Doc#:       
	From:       
	To:       

	Notes:       

	Funding Request Instructions

	Arts & Sciences

	This form should be completed and submitted to Arts & Sciences Office of Finance and Administration BEFORE any commitments are made to individual employees or plans made for projects/programs.
Intention:  

This form is intended for the request of new discretionary (4XX) funding from the Arts & Sciences Divisional Deans for a specific purpose.  

Ineligible Requests:

Funding is available through other means and should NOT be requested on this form for the following purposes:

· Current Unrestricted Funds (1XX) requests occur during the annual budget process.
· Travel support, internal research grants, and conference funding requests should be made to the A&S Committee on Faculty Research (A&SCFR).  For more information, please reference http://trinity.duke.edu/research/faculty.

· Research fund renewals are managed through an annual process of the Office of Finance and Administration.  Requests for increases should be addressed at that time.

· Extensions of startup end dates should be directed to the appropriate Divisional Dean via email.

	Funding Request Tips for Completion

	Arts & Sciences

	Requestor, complete the sections above the bold line.
1. Faculty/Staff Member Information

a. This form is for both faculty and staff use.

b. This section should be viewed as a whole, and every field should be completed.

c. If you are preparing this form for another employee, provide details about them.

2. Request New Commitment

a. State the proposed begin and end dates for the funding request.  This range should incorporate all planning, implementation, and follow-up activities required for a successful project.

b. Provide a detailed description of your request.  The description may include but is not limited to a discussion of the project need; scope; distinction from other similar projects; unique skills and experience; recognition as the “provider of choice;” partners in the endeavor; goals; value to the department and school; alignment with Duke’s mission; etc.

3. Budget

a. State the amount requested from the A&S Divisional Dean only.  
b. Identify the sources and amounts of other funding that have been committed. Be sure to total the funds.

c. Attach the proposed budget.  Priority will be given to projects with a tight but reasonable and complete budget.  All budgets should include a commitment of department and individual discretionary funding or an explanation of why this is not feasible.

4. Signatures

a. The Prepared By line is required only if the form is completed by someone other than the faculty/staff member requesting funds.
b. The Department Business Manager should sign all forms.

5. Submission and Routing

a. After obtaining the appropriate signatures, all forms should be submitted to the Office of Finance and Administration for initial review and clarification, if needed.  Submission may be via emailed scan, fax, or hard copy.
b. The Office of the Finance and Administration will ensure routing to the appropriate Divisional Dean in a timely manner.

c. Routing to the Dean of Arts & Sciences is required only under the conditions specified in the Commitment Policy.

d. The Divisional Dean will complete the Resolution section and notify the requestor of the final decision.  S/He is responsible for ensuring reconciliation of the Dean’s discretionary fund balance on a regular, preferably monthly, basis.   The Divisional Dean will route the form to the Office of Finance & Administration for final processing.  

e. The Office of Finance & Administration will record the commitment, create any new cost centers/WBSEs, process any transfers as requested, etc.  This activity will be completed with the cooperation and agreement of the departmental business manager.
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