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CBEE Undergraduate Student Organization Funding Policy
*CBEE organizations (i.e AIChE) are not eligible to use this form, please contact your faculty advisor.
Approved by CBEE Faculty Vote January 20, 2021


Purpose
The Chemical Biochemical and Environmental Engineering Department (CBEE) seeks to foster and promote student learning, success and professional development. Playing a significant role in this process is student involvement in professional societies and clubs connected to COEIT. To promote this initiative, the department will consider funding requests for student organization events.This document explains how student groups may request funding for their activities from CBEE.
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· Planned activity will be conducted according to all UMBC policies and guidelines.
· Preference will be given to COEIT-affiliated student organizations and co-sponsored events between two or more student organizations.
· Funding from the department can be used for expenses incurred from the following:
· Costs associated with professional-conference attendance (e.g., transportation, parking fees & tolls, lodging, meals, printing costs, etc.).
· Costs associated with campus events such as meals, snacks, and promotional materials, etc.
· Activity must be completed during the academic year in which funds are requested.
· Approved requests will be funded via reimbursement or the funds will be transferred to your organization’s account (valid UMBC chart-string is required).
· The probability for funding will increase with the number of CBEE students involved in the event or activity.
· Funding requests also have a higher probability of approval if your organization receives matching funds from another department.
Guidelines for Requesting Funding Before Event
· Proposal: To be considered for funding your organization must submit a short proposal (2 pages max). The proposal must contain the following:

· Names and contact information of each student organization and any
non-COEIT/non-student partner organizations, including faculty advisor name(s).
· Event name, date, location, and short description.
· A short description on how the funding from the department will serve to promote student success and professional development.
· A detailed budget including an itemized list of all expected expenses needed to support the activity.
· CBEE encourages diverse and inclusive events and activities for students. In your proposal briefly describe how your organization will foster an inclusive environment at your event or activity.
· Email your proposal and supporting documents to cbee@umbc.edu.

· Deadline and Decision:
· For best consideration, proposals should be submitted 2 months before funding is needed. Best practice would be to submit your organization’s request by the first week of each semester. Emergency requests (less than 2 months before event or activity date) may be submitted, but there is no guarantee that it will be considered. Proposals submitted less than two weeks before an activity or event will not be considered.
· The department’s Undergraduate Program Committee will review and vote on all proposals. The committee reserves the right to request changes to your proposal or additional information.
· An email notification will be sent to the primary requester once a decision has been made.

· Event Advertisement:
· If your organization’s proposal is approved for funding, CBEE must be listed as a sponsor on marketing materials and social media posts. The department logo should also be included when applicable. The department logo can be found here: https://cbee.umbc.edu/home/logo/


After Event Report
· After the event or activity your organization must submit photos, a short summary of how the funds were used, and an evaluation of the event using the Activity Report form:(https://forms.gle/tpATW5kcNc8zsiz26).
· Photos of your event may be posted on the department or college website social media pages to highlight your organization.
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