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ACADEMIC INTERCOLLEGIATE COMPETITION TR9!{¦w9wΩ{ ²hwY{Iht h¦¢[Lb9 
 

Introductions (UFB External VP, UFB Advisors, attendees) (5 Minutes) 
Review AIC Funding Facts Treasurer Manual (25 Minutes) 
Review Forms (25 Minutes) 
Questions (5 Minutes) 
Dismissal 
 
 

Hand Out Materials 
 

 AIC Funding Facts Treasurer Manual 

 Signature sheets (included in the manual) 

 UFB 09-10 AY Important Dates (included in the manual) 
 

 

Frequently Asked Questions 
 

 It's a Treasurer's Workshop, does that mean ONLY the treasurer can attend the workshop? 
NO, every group member is invited and encouraged to come and learn about how funding 
works. HOWEVER, only the treasurer or the president may sign the attendance form making 
them eligible for funding.  Student group advisors are also encouraged to attend. 

 

 If I cannot make ANY of the scheduled times, can I still receive funding? 
NO, if you cannot make any of the times listed, you can send the president of the organization. If 
you miss the scheduled times, you may come to a make-up session.  

 

 What about my advisor? Do they need to come to the meeting? 
Yes.  It is required. 

 

 I attended last year, do I have to go again? 
Yes, there are always changes from last year. 

 

 How long does the workshop last? What happens if I come late or leave early? 
The sessions last about 1 hour and a half. You must be at the workshop at the beginning of the 
session to sign the attendance form and you must turn in a form when you leave the end of the 
session. 
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University Funding Board Important Dates 

2009-2010 Academic Year 
Treasurer Workshop Dates: 

September 28, 5:30 PM, 400A TUC 

September 29, 12:00 PM, 400A TUC 

September 30, 9:30 AM, 427 TUC 

October 1, 4:00 PM, 427 TUC 

October 8, 4:00 PM, 427 TUC 
 

Make-up Treasurer Workshop Dates: 

November 5, 4:00 PM, 427 TUC 

December 3, 4:00 PM, 655 SSLC 

January 7, 4:00 PM, 655 SSLC 

February 4, 4:00 PM, 655 SSLC 

March 4, 4:00 PM, 655 SSLC 

April 1, 4:00 PM, 655 SSLC 

May 6, 4:00 PM, 655 SSLC 
 

Academic Intercollegiate Competition Dates: 

October 15:  AIC Mandatory Meeting, 4:30 PM, 427 TUC 

October 29:  Make-up AIC Meeting, 4:30 PM, 655 SSLC 

April 29:  AIC Budgets for the 2010-2011 Academic Year due by 5:00 PM  

May 6:  AIC Budgets for the 2010-2011 Academic Year heard at UFB Meeting, 6:00 PM, 405 ERC 

May 7:  AIC Awards for the 2010-2011 Academic Year are posted on the UFB website 
 

Meeting Dates: 
hƴ ¢ƘǳǊǎŘŀȅΩǎ ŜŀŎƘ ǿŜŜƪ ǎǘŀǊǘƛƴƎ ŀǘ с tΦaΦ ƛƴ Room 405 ERC.  UFB does not meet during exam weeks. 
 

Fall Quarter: 
October 1, 8, 15, 22, 29 
November 5, 12, 19 
December 3 
 

Winter Quarter: 
January 7, 14, 21, 28 
February 4, 11, 18, 25 
March 4, 11  
 

Spring Quarter: 
April 1, 8, 15, 22, 29 

May 6, 13, 20, 27 
 

Last day to spend operating funds: 

April 15:  Last day for student groups to spend operating funds (5:00 PM No Exceptions) 

 

UFB Membership Dates: 

September 28:  Membership Applications Distributed 

October 22:  Open House for students interested in joining UFB following meeting 

October 30:  Membership applications due 

November 2 – November 10:  Membership interviews 

November 13-15:  New Members Notified 

November 19:  Open Forum for all undergraduate students:  4 PM on the 600 level of SSLC 

November 19:  New Member dinner following meeting 

January 15-16:  Retreat 
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ABOUT THE UNIVERSITY FUNDING BOARD 
 
The purpose of the University Funding Board is to allocate the portion of the general fee money that it 
is granted by the Student Advisory Council on the University Budget (SACUB) to the undergraduate and 
university student groups who promote interaction and awareness through programs that serve to 
directly benefit the entire student body.  UFB falls under Student Government. 
 
UFB shall consider all budgets and funding requests of approved student groups registered with the 
Student Activities Board (SAB). UFB shall evaluate these budgets and allocate funds according to the UFB 
rules and procedures as established in the Criteria Governing the Allotment of Funds (Criteria). The 
Criteria must be submitted to the Student Senate for approval by the end of the fourth full week of the 
Spring Quarter and voted on by Senate by the end of the sixth full week of the Fall Quarter.  Student 
Senate must approve or reject the Criteria in full.  Until the Criteria has been approved, the prior year’s 
Criteria will remain in effect.   
 
UFB shall develop rules and procedures governing the: 

1) Submission of budgets and funding requests 
2) Accounting and auditing procedures 
3) Purposes for which money may be allocated 

 
UFB is one of the main components out of the Office of Student Activities and Leadership 
Development.  The mission of SALD is: 
 
To promote and guide purposeful student engagement, foster a sense of community, and provide 
opportunities of student growth and leadership development.  We aspire to create an inclusive 
environment that celebrates diversity and enhances our students’ ability to become global citizens. 
 
Values:  Growth, Community, Learning, Diversity, Integrity 
 
Motto:  Develop as a Leader, Grow as a Person. 
 
Student Government is also a component of SALD and their mission is: 
 
The University of Cincinnati Student Government is a student group of community-based activists 
committed to enhancing the college life of students who attend this institution.  The Student 
Government is designed to serve a versatile student body, which has a broad range of interests.  The 
aims of the undergraduate students are to promote the general welfare of the student body and to 
provide a governance body for student organizations. 
 
In support of this mission and all of the students’ endeavors, the Student Government (based on equal 
opportunity) will train and empower a new generation of servant leaders committed to innovation and 
community service.  This will enable the University of Cincinnati to foster the highest quality-learning 
environment. 
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HELPFUL CONTACT INFORMATION 
 

UFB Website:  http://www.uc.edu/sga/ufb.htm:  Student groups should refer to the UFB 
website for information, office hours, forms, etc.  Most forms can be downloaded from the 
website.   
 
Office Hours:  UFB members are available to assist student groups with budget preparations 
during their office hours.  Office hours are posted on the UFB website and are in the Student 
Government Office (Steger Student Life Center – Room 655).   
 
Office Phone Number:  (513) 556-1195 
 
Office Location:  Student Government Office – Steger Student Life Center, Room 655.   
 
UFB Administrative Advisor: The UFB administrative advisor (Gila Johnson) assists and signs off 
on the actual spending of funds AFTER approval.  She cannot give advice on how to fill out 
budgets – the students do that. Contact information for the administrative advisor:  
gila.johnson@uc.edu or (513) 556-6107.  Gila can assist student groups Monday-Friday 9:00 
AM-4:00 PM.  Please be considerate and come in before 3:30 PM so she can leave for the day 
by 4:00 PM. 
 
UFB Student Group Advisor:  The UFB student group advisor (Vicki Calonge) attends all UFB 
meetings and functions. Contact information for the student group advisor:  
vicki.calonge@uc.edu or (513) 556-6121. 
 
UFB Undergraduate Executive Board Members 2009-2010 Academic Year 
President    Sean Huff  huffsc@email.uc.edu  
VP Internal   Charles Rinehardt rinehace@email.uc.edu  
VP External   Samantha Hutzel hutzelsr@email.uc.edu  
Treasurer   Jay Lame  lamejc@email.uc.edu 
Secretary   Kylee Headland  headlakj@email.uc.edu  

The AIC/UFB student liaison   
Samantha Hutzel:  hutzelsr@email.uc.edu 

 
 
 
 
 

 

http://www.uc.edu/sga/ufb.htm
mailto:gila.johnson@uc.edu
mailto:vicki.calonge@uc.edu
mailto:huffsc@email.uc.edu
mailto:rinehace@email.uc.edu
mailto:hutzelsr@email.uc.edu
mailto:lamejc@email.uc.edu
mailto:headlakj@email.uc.edu
mailto:hutzelsr@email.uc.edu
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INTERCOLLEGIATE ACADEMIC COMPETITION 
 

INTRODUCTION 
The University of Cincinnati Academic Intercollegiate Competitive teams consist of all organizations 
sponsored by the University and the Student Activities and Leadership Development (SALD) office and 
funded through the University Funding Board (UFB).  Each organization is formed, developed, governed 
and administered by the student membership of that particular organization working in conjunction 
with the Intercollegiate Academic Board. The key to the success of this program is student leadership, 
interest, involvement and participation. Organizations are governed by the rules and regulations 
established by SAB and UFB. 
 
This handbook has been prepared to assist organizations in the administration of their programs and is 
designed to serve as a supplement to University Policies. The members and leaders of each organization 
are expected to become familiar with both policies. Situations involving organization business or any 
activities that are not covered in this handbook should be referred to and discussed with the University 
Funding Board. Information in the Intercollegiate Academic Representative's Handbook is subject to 
change.  
 
New policies, procedures or changes/additions to existing policies or procedures made due to 
unforeseen circumstances during the 2009-10 academic year shall be deemed official even though not 
printed in this publication. 

 
PURPOSE OF THE AIC TEAMS 
The University of Cincinnati Academic Intercollegiate Competitive teams (AIC) promote student 
participation in a variety of challenging academic collegiate competitions to engage in the activity of 
their choice at various skill levels while contributing to the development of student leadership. While 
the office of Student Activities and Leadership Development assists in the development and growth of 
the Academic Intercollegiate teams, the emphasis of the program is on student leadership and 
competitive involvement with other colleges. The existence of each organization and the success of the 
competitive teams are dependent upon student interest and involvement. 
 

DEFINITION OF AN ACADEMIC INTERCOLLEGIATE ORGANIZATION 
An intercollegiate academic organization is a registered student organization that exists to promote and 
develop interest in providing an intellectually stimulating environment representing the university 
through competition with other colleges. 
 

THE ROLE OF THE ORGANIZATION ADVISOR AND UFB 
The Team Advisor serves primarily as a resource for intercollegiate teams and is available to assist 
students with intercollegiate academic business. Advisors are encouraged to oversee competition 
activities to ensure all University procedures are being followed, to assist in implementing sound 
practices and to manage funds in accordance with University fiscal policy. The Advisor and UFB will allow 
organizations as much freedom to operate as possible, provided they operate within the University’s 
policies and procedures.  Lastly, the advisor is to sign off all University forms such as: University 
Transportation Services, Internal Travel Authorization, Credit Card Request, and Assessment Forms 
(verifying expenses for each competition no later than a week after an event). 
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ORGANIZATION RESPONSIBILITIES AND REQUIREMENTS 

Student Representatives 
The responsibilities listed below should be considered guidelines and not a complete listing of the 
representative's duties. Anything pertaining to the relationship between UFB and individual groups is 
the responsibility of the student representative. Each organization must elect, appoint or designate a 
treasurer and president to perform the following duties: 
 

1. Attend and participate in the AIC Treasurer Workshop each year and the SAB workshop 
every year. 

2. Register your organization with the Student Activities and Leadership Development office 
annually. 

3. Check, on a weekly basis, the organization’s mailbox located outside of 455 Steger Student 
Life Center. 

4. Inform organization members of policies, procedures, expectations, emergency procedures 
and other regulations that must be followed. Monitor all organization events, assuring that 
all policies and procedures are followed. 

5. Submit Assessment Report listing all expenses and signed by your advisor no later than one 
week after each event. 

6. Train the assistant representatives and future representatives of your organization. 
7. Compile and submit an estimated budget for the following fiscal year by the 5th week of the 

spring quarter – 3:00 p.m. 
 

MEMBERSHIP 
1.  All currently enrolled UC students must be given the opportunity each quarter to try out for or join an 
intercollegiate academic organization. 

 
ACADEMIC INTERCOLLEGIATE RIGHTS AND EXPECTATIONS 
If an organization chooses to act independently, they risk losing membership and funding. 

  
Standards of Conduct 
The basic concept underlying The University's standards of conduct is that students, by enrolling in the 
University, assume an obligation to conduct themselves and their organizations in a manner compatible 
with the University's function as an educational institution. Individuals must always conduct themselves 
in a manner that does not detract from the reputation of The University. This includes behavior in 
competitive situations as well as contact with other organizations and UC staff. When involved in off-
campus events or when traveling, be aware that you are still representing The University and are subject 
to University rules and policies. 
 

The Discipline Process 
Violation of, or non-compliance with, University policies, campus regulations, UFB procedures may 
result in loss of AIC membership or other disciplinary action may be taken. The following discipline 
process has been developed to assist organization leaders in correcting mistakes that have caused 
problems for the organization and The University. 
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Minor Infractions (examples would be failing to turn in Assessment forms on time): 
 

1. The organization is placed on probation for a designated period of time or until the organization 
corrects the situation. Also the organization’s funds are frozen and/or a part of the 
organization's allocation may be forfeited. 
 

Major Infractions (these include organization actions that are outside acceptable standards of conduct 
ƻǊ ŀǊŜ ƛƴ Ǿƛƻƭŀǘƛƻƴ ƻŦ ǘƘŜ !L/ ƻǊ ¦ƴƛǾŜǊǎƛǘȅΩǎ ǊǳƭŜǎ ŀƴŘ ƎǳƛŘŜƭƛƴŜǎύ: 
 
Examples of major infractions include, but are not limited to, the following situations: 
 

1. Displaying conduct that is incompatible with the University's function as an educational 
institution and the purpose of the competition. 

2. Misusing organization funds and/or abusive use of organization funds 
3. Allowing ineligible individuals to participate in organization activities 
4. Compromising the safety of organization members while traveling 
5. Transporting and/or consuming alcohol or illegal substances while on official organization trips 

 
ORGANIZATION FINANCES 
 
Funding 
Although Intercollegiate Academic receive funding from student fees through the Student Advisory 
Committee on the University Budget (SACUB), proper respect for funding allocated must be held.  
Funding from SACUB can only be used for expenses related directly competition.  Other sources of 
funding can be used for organizational business.  This could come from the following sources:  
Fundraising activities and/or donations from individuals and corporations. Donation procedures can be 
inquired about through the office of Student Activities and Leadership Development. 
 
One week after each competition an Assessment Form must be filled out itemizing how funds were 
spent.   
 
UFB has the right to audit funds at any time deemed necessary. 

 
 

THE BUDGET APPROPRIATION PROCESS 
Budget requests for the next fiscal year are submitted by individual AIC team and forwarded for review 
to the UFB board at 6th week of the Spring Quarter by 3:00 p.m.   If you need assistance with your 
submittal, please see a UFB member during their office hours. 

 
General Information 
Budget requests are for the following academic year. Base projected budgets on the best 
information available--what the organization has done this year. If major changes are expected 
in the future, indicate why.  Attach supporting documentation if it is not included in your 
assessment report. Make requests self-explanatory.  Budget requests should be no more than 
three pages in length.   
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GUIDELINES TO ASSIST AIC GROUPS WHEN SUBMITTING THEIR ANNUAL BUDGETS 
Budgets can only be three pages long and must include the following information: 
 
On the first page, list the amount of funds you are requesting in the following areas:  

1. Competition fees 
2. Transportation 
3. Hotel and Lodging 
4. Food and Beverages 
5. Supplies 
6. Other 

 
The second and third pages of the report should summarize: 

1. Past events, performance and expenditures 
2. New competition, additional costs and reason as to why you want to attend    

any additional event 
3. Justification of a request for increased funds 

 
All of this information can be found in your folder in the UFB office from previous Assessment 
forms that you were required to fill out. 
 
Submitted budget must be signed by the President/Treasurer of the organization AND the 
advisor of the organization. 
 
Application Process 
Submission date for an intercollegiate annual budget for the upcoming academic year must be 
submitted by 3:00 p.m. on the fifth Thursday of Spring Quarter and will be reviewed by UFB on 
the following week.  Groups will be informed the following day after the funds are awarded. 
 
Allotment of Funds 
Funding allotment for groups will be based on:  the number of Intercollegiate groups requesting 
funds, previous year’s expenses, review of all Assessment Forms timeliness and correctness of 
following AIC rules and criteria and past performance.  Annual funding allotment will be 
expected to be reasonably consistent with the previous year’s requests from the board.  If a 
significant change is made, justification will need to be provided. 
 
The maximum funded amount for each Intercollegiate group in an academic year will be 
$10,000, however depending upon availability of funds, this amount may be lessened 
An amount of $15,000 of Intercollegiate funds will be held by the Board and not allocated at 
the Spring hearing. 

1. These funds will be held so that funding for unexpected events is still possible 
throughout the academic year (i.e. a new Intercollegiate group is formed, a group 
advances on to another round of a competition) 

2. In the case that a group unexpectedly exhausts their annual funds, they will be allowed 
to apply for these funds on an event to event basis 
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Reminder of Groups' Responsibilities for Evaluation of Funds: 
Within a week of a funded event, it is required that the group submit an assessment report to 
the AIC representative.  Must outline the expenses incurred, assigned to the above mentioned 
categories. 
1.  Groups will be expected to provide valid documentation that matches all expenses  
     outlined in the report 
2.  Must also report how much the group has remaining from their annual allotment of    
     funds 
3.  Must include a list of people that attended the event with UC email address 
4.  If an assessment report is not submitted, all funds will be frozen until a report is  
     received and approved 

 
 

For the 2009-2010 Academic Year, the University Funding Board awarded 
(contingent upon attending the AIC Workshop): 

 

Aerocats    $9,000 

AIChE    $7,500 

Bearcat Motorsports   $10,000 

BUV    $3,500 

Chess Club   $4,000 

Forensics $6,500 

Mock Trial   $10,000 

PSSA     $10,000 

Structural Engineers $7,500 

Trial Advocacy   $4,000 

UC Seds $3,000 
 

There is still $12,400 in the reserve fund for newly formed groups or for appeals. 

**If your AIC group wants to do programming on campus, you may request funding by using 
the established UFB Criteria found on the UFB website.  Requests must be turned in no later 
than two Thursdays (by 3:00 p.m.) before an event to be considered for additional funding.** 

Policies and Procedures for programming will not be included in this workshop because there 
have been very little, if any, requests from AIC groups over the past years.  If your group wants 
to do programming on campus, we encourage you to attend a regular Treasurer’s Workshop 
that is also listed on the web. 
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RESPONSIBILITIES OF THE STUDENT GROUP TREASURER (in regards to UFB) 
 
Á To attend one AIC Treasurer’s Workshop presented by UFB each academic year.  

 
Á To be responsible for all of your AIC groups financial transactions.   

 
Á If your student group is seeking additional funding, your responsibility as the Treasurer 

is to formally request additional funding using the Request for Additional Funding form.   
 
Á You are responsible for follow-through on paperwork for actually spending money 

allotted to your AIC group. 
 
Á Process forms correctly (including student group advisor’s signature) and in a timely 

manner no later than 10 business days after an event. 
 
Á Fill out and turn in an assessment report after each event no later than 7 days after the 

event or your student group funds will be frozen. 
 
Á Inform other members about UFB procedures if you are not the one process the 

paperwork. 
 

Á Visit the UFB website at http://www.uc.edu/sga/ufb.htm for UFB member office hours, 
minutes, and most forms.   

 

 
 
 

http://www.uc.edu/sga/ufb.htm
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University of Cincinnati 
Application for Funding 

Academic Intercollegiate Events Criteria 
2009-2010 

 
Purpose: The University Funding Board (UFB) reviews budget request for groups seeking 
funding for academic related competitive activities and events. 
 
I. Eligibility:  

A. A group requesting funding must be a registered Intercollegiate University group with 
Student Activities Board (SAB) 
1. An Intercollegiate group is identified as a group that primarily participates in valid 

academic (non-athletic) intercollegiate competitive events 
B. Students participating must be registered UC students in good standing with their 

colleges 
C. Any newly formed and registered organization with SAB will be placed on a provisional 

status, which includes the following terms: 
1. Newly formed student organizations must wait ten weeks until they may request 

intercollegiate funds 
D. At least one student and advisor from the group must have attended the MANDATORY 

TREASURER’S WORKSHOP 
E. Student organizations not eligible for funding from UFB: 

1. Any organization with restrictive or selective membership, which is not open to all 
University students (i.e. honoraries and social fraternal organizations);  

2. Any organization that specifically receives funding from other areas of the general 
fee; 

3. Any organization requesting funding for non-academic competitive events—those 
organizations must approach the Club Sports Board. 

 
II. General Information: 

A. Beginning in the 2006-2007 academic year, Intercollegiate groups will be allotted funds 
on an annual basis 

B. Intercollegiate groups are still able to request a maximum of $3,500 in programming 
funding, however, these requests are still taken per event and must adhere with the 
Programming Funding Criteria 

C. Intercollegiate groups will no longer be allotted the standard $350 operating funds 
 

III. Application Process:  
A. Submission date for an intercollegiate annual budget for the upcoming academic year 

must be submitted by 3pm on the fifth Thursday of Spring Qtr and will be reviewed by 
the board on the following week 

B. Budgets must be submitted with funds assigned to the following categories: 
1. Competition fees 
2. Transportation 
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3. Hotel and Lodging 
4. Food and Beverages 
5. Supplies 
6. Other 

C. Along with the budget, groups will be required to submit a two-page report 
summarizing: 
1. Past events, performance and expenditures 
2. New competition, additional costs and reason as to why they want to attend this 

additional event 
3. Justification of a request for increased funds 

D. Submitted budget must be signed by the President/Treasurer of the organization AND 
the advisor of the organization 

 
IV. Allotment of Funds 

A. Funding for all groups will be allotted during one hearing on the sixth Thursday of Spring 
Quarter 
1. Groups will be informed of their approved budget amount the following day 
2. Budgets for program funding will not be heard on this day 

B. Funding allotment for groups will be based on the number of Intercollegiate groups 
requesting funds, previous year’s expenses and past performance 
1. Annual funding allotment will be expected to be reasonably consistent with the 

previous year’s requests from the board 
i. If a significant change is made, justification will need to be provided 

2. The maximum funded amount for each Intercollegiate group in an academic year 
will be $10,000, however depending upon availability of funds, this amount may be 
lessened 

C. An amount of $15,000 of Intercollegiate funds will be held by the Board and not 
allocated at the Spring hearing.  Amount may be reduced due to university budget cuts. 
1. These funds will be held so that funding for unexpected events is still possible 

throughout the academic year (i.e. a new Intercollegiate group is formed, a group 
advances on to another round of a competition) 

2. In the case that a group unexpectedly exhausts their annual funds, they will be 
allowed to apply for these funds on an event to event basis 

 
V. Funding Evaluation 

A. Within a week of a funded event, it is required that the group submit an assessment 
report to the AIC representative 
1. Must outline the expenses incurred, assigned to the above mentioned categories 
2. Groups will be expected to provide valid documentation that matches all expenses 

outlined in the report 
3. Must also report how much the group has remaining from their annual allotment of 

funds 
4. Must include a list of people that attended the event with UC email address 
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B. If an assessment report is not submitted, all funds will be frozen until a report is 
received and approved 

 
All groups must follow University policies related to travel and purchasing.  
 
Questions concerning funding should be directed to the UFB via email at or during office hours in the 
Student Government office (Room 655 Steger Student Life Center).  
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ASSESSMENT REPORT:   
ACADEMIC INTERCOLLEGIATE COMPETITION FUNDS 
2009-2010 Academic Year 
 

This form is due within 7 days of a funded event or funding will be frozen.  Assessment reports 
must be submitted to the Student Government Office (Room 655 Steger Student Life Center). 

 
Group Name___________________________________________________________________ 
 
Date and Name of Event__________________________________________________________ 
 
How many students attended? ____________________ Any Advisor(s)? ___________________ 
 
List of participant with UC M Numbers (required): (list here or attach a list) 
 

Participant Name UC M Number 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 
 

FOR OFFICE USE ONLY: 

Date 
Turned In 

Time 
Turned In 

UFB 
Initials 
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Breakdown of Funding Used for this Event 
 

Line Item Description Funding Amount Used 
Registration/Competition Fees: 
(List M numbers for all student participants above) 

$ 

Transportation: $ 

Hotel/Lodging: 
 

$ 

Supplies $ 

Food/Beverages: $ 

Other: $ 

GRAND TOTAL: $ 

  

Amount your AIC Group was awarded for 09-10 AY: $ 

Grand Total for this Event         $ 

Amount left in your budget (Subtract Grand Total from  
Total Amount your AIC Group was Awarded for the 09-10 AY)          

$ 

  
Competition Assessment 

1. Our group considered this event (circle one): 
 
Excellent    Very Good     Adequate     Marginal     Poor 
 

2. How well did place in the competition? 
 

3. Was prize money or awards given for placement?  Circle one: Yes     No 
 

4. If yes, what did your group receive (if any)?  
 

5. If yes, where are you storing the award?  
 

6. How are you dispersing the prize money?  
 

7. Should our group attend next year event?  Circle one: Yes     No 
 

8. Any suggestions for this competition for next year?   
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UNIVERSITY RATES FOR UFB PROPOSALS THAT DO NOT NEED FURTHER 
DOCUMENTATION 
 

Vehicle Rental Rates for 2009-10 
Car Type     Daily  Weekly Monthly 
Compact     35.28  200.34   754.74   
Intermediate/Mid Size   39.06  225.54   819.00  
Full Size     46.62  263.34   956.34  
Premium     56.70  313.34  1094.94 
Mini Van (Seats 7)    63.00  414.54              1134.00 
12 Passenger Van (local use only)  64.12  316.35              939.65  
15 Passenger Van (*not allowed in Canada) 94.50  466.20              1386.00 
Cargo Van     75.60  414.54        1134.00 
Small SUV (4 people)    69.30  414.54  1134.00 
Med SUV (5 people)    69.30  414.54  1134.00  
Small PU Truck    63.00  346.50  1039.00 
 
Recommend a maximum number of 9 occupants in the vans and limit the weight in the rear of 
the van.  All occupants must wear seat belts at all times and no loads on the roof.   
      
Any questions about vehicle rental can be directed to University of Cincinnati Transportation 
Services at (513) 556-4424. All rentals can be picked up and delivered at 3141 Reading Road 
between the hours of 7:30 AM and 3:30 PM, Monday-Friday.  If you need to pick up or drop off 
at another time, you will have to go to Enterprise Rent-A-Car at 2820 Gilbert Avenue.  They are 
open 8:00 AM-6:00 PM (M-F); 10:00 AM-1:00 PM (Saturday); closed Sunday. 
 
Gas Rates:  UFB estimates .25 cents a mile.  The best way to get a correct estimate is to go to 
on a website (such as MapQuest) and get the exact mileage you will be traveling and multiply 
by .25 (remember to include any in-city driving once you get to the conference).  However, this 
is an estimate; you will need to turn in ALL ORIGINAL gas receipts to get reimbursed.  The 
University will not give you a gas card.  When you rent a UC vehicle, you MUST fill the tank up 
before you return it or there will be penalty charges. 
 
UC RATES for Printing Services are as follows: 
The student price for an 8.5x11 black and white copy on 20lb bond white paper is .0308 cents.  
The student price for a color copy is .21 cents a copy.  Up charges apply for colored paper and 
higher quality papers.   In order to use this service, a Campus Copy Center Form with an account 
number and signature (given by the UFB Administrative Advisor Gila Johnson) must be taken to 
McMicken Hall, Room 007 when you drop off the copy work to them.  They are open 8:00 AM-
5:00 PM and their phone number is (513) 556-3325 for further information. 
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UC Rates for Marriott Kingsgate located at 151 Goodman Drive, Cincinnati, OH 45219 are as 
follows:  approximately $197.73 (includes tax) for room; parking is $25 for unlimited access and 
$15.00 for one time to leave the lot.  Breakfast Bar is $12 and Lunch Buffet is $14. Make 
reservations online by going to www.uc.edu/kingsgate preferably or you can call (513) 487-
3800 and ask for the UC Rate when booking the room. Then follow up by coming in the office 
and going online to their website and The UFB Administrative Advisor (Gila Johnson) will put in 
the credit card number.   
 
News Record Rates:  The standard black and white UC student group rate to advertise in one 
issue is:  $48.38 for 1/16 of a page; $64.50 for 1/12 of a page; $96.75 for 1/8 of a page; $193.50 
for 1/4 page; $387.00 for ½ page and $774.00 for a whole page.  For spot color (for one color) it 
is an additional $100 to whatever size advertisement.  For two or more colors, which is 
considered full color press, it is an additional $300. Check the News Record website:  
www.newsrecord.org (click on Advertise) or call (513) 556-5902 (Sean Kardux) for more 
information.   
 
 
 

TAX EXEMPT STATUS 
The University of Cincinnati is generally exempt from paying Ohio Sales Tax on our purchases.  
Vendors may often request a copy of our exemption certificate, which verifies our exempt 
status. 
Download UC's Ohio Sales Tax Exemption Certificate here. (PDF) 
 
Vendors may download a copy of UC's Ohio Sales Tax Exemption Certificate by selecting the 
link above.  This copy does not contain any mailing address, because UC has many departments 
with many different mailing addresses.  Vendors are permitted to enter their own business 
name on the line provided, but should not make any other entries on this document. 

http://www.uc.edu/kingsgate
http://www.newsrecord.org/
http://www.uc.edu/af/documents/tax/UC_OH_Exemption_Certificate.pdf
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BUYING SUPPLIES FOR YOUR STUDENT GROUP 

 
Your student group can purchase supplies through Central Stores who buys in bulk from Office 
Depot.  A copy of the office supply book and the order form (requiring proper signatures) are 
available at the UFB Administrative Advisor’s (Gila Johnson) desk.  UC receives about at 37% 
discount from the listings in the catalog.  To be sure of the exact amount, you can call them at 
(513) 556-5659 or you can look at their online catalog at 
http://www.uc.edu/campusservices/centralst.asp.  Orders are delivered to the Student 
Government Office the next business day.  Regular orders are delivered when the items are 
available (check with Central Stores for approximate delivery date).  To order supplies from 
Central Stores, stop by Steger Student Life Center, Room 655 and talk with the UFB 
Administrative Advisor (Gila Johnson).   
 

AUDIO-VISUAL EQUIPMENT RENTAL 
 
Student organizations may require the use of audiovisual equipment for meetings and events.   
UFB does not typically fund rental of equipment because Langsam Library’s Circulation and 
Multimedia Services houses multimedia instructional equipment for free checkout by UC 
faculty, students and staff.  Included in the list of available equipment are: 
 
Laptop computers*                                                   
Data projectors*                                                
Digital video cameras*                                              

Digital cameras  
Amplified sound systems  
Handheld digital audio recorders 

 
Undergraduate and graduate students borrowing equipment from Langsam Library indicated 
with (*) must submit a letter of authorization from a faculty member, advisor, or UC staff 
member. Letters must be on file at time of reservation.  

Equipment may be borrowed for up to five days and can be renewed once for an additional five 

days, provided there are no additional reservations on the items. Many items are in high 

demand – patrons should to limit the length of their loan periods whenever possible out of 

courtesy to other patrons. Patrons must pick up or return equipment at least one hour before 

the library closes. Library hours can be found at: 

http://www.libraries.uc.edu/information/hours_maps/index.html. 

Equipment can be reserved in person at the Circulation and Multimedia Services Desk, or over 

the phone at (513) 556-1424. Patrons planning for events requiring multiple pieces of 

equipment, or requesting equipment for extended periods of time should make arrangement 

through the STRC Manager at (513) 556-1893. 

 
 

http://www.uc.edu/campusservices/centralst.asp
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HOW TO ACTUALLY PAY FOR ITEMS 

 
The best was to pay for items is PRE-PAY with UC monies.  You 
can do this by: 
 
1. Using University Forms – mostly for internal expenses (for example 

Transportation Services Rentals, the Copy Center and other Campus 
Services).  Sample forms are included in this booklet. 

 
2. Use the University Credit Card – You cannot physically take the card but you 

can fill a Credit Card Request form (see Sample 1) and make phone or online 
purchases with the card in the UFB office (Room 655 Steger Student Life 
Center) with the assistance of the UFB Administrative Advisor (Gila 
Johnson). 

 

If you do not plan ahead and use University options to pre-
pay:   
 
1. You can pay yourself and get reimbursed.  You must have original, itemized 

receipts and bank statements and bring them to the UFB Administrative 
Advisor (Gila Johnson) no later than 10 days after an event.  Once all 
receipts are in, the UFB Administrative Assistant will assist you in filling out 
either a Request for Payment form (A114) or a Travel Reimbursement form 
(A113).  You will need to fill it out, sign it and then the UFB Administrative 
Assistant will send it over to the UC Accounts Payable office.  A check will be 
processed and sent out to you no later than 10 business days after received. 

 
2. UC is TAX EXEMPT.  Please use the tax exempt form that is included in this 

booklet and also available from the UFB Administrative Assistant (Gila 
Johnson).  We must pay sales tax at hotels, but we cannot on merchandise.   
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WHAT FORM SHOULD I USE TO PAY FOR SOMETHING? 

 
The most commonly used form is the Credit Card Request Form.  Use this to buy anything under 
$2000; as long as there is no contract involved and the vendor will take a VISA credit card.  You 
can access this form online or pick it up in the UFB office.  If using your operating funds or AIC 
funds, it must be signed by your student group advisor first.  If using pre-approved funds, no 
advisor signature is required.  Student groups can use this for anything from pizza, airline 
tickets, to hotel reservations.  Students will not be given the card number.  Students must stop 
in the office for assistance when using the credit card for purchases (online, over the phone, or 
by fax).  Please note that you cannot use a PayPal account to make a payment. 
Sample 1  
 
Bill for Services (NIU) – If you are paying another office on-campus or co-sponsoring with 
another office, this form needs to be initiated by you and given to The UFB Administrative 
Advisor (Gila Johnson) to process  
Sample 2 
 
Limited Services Engagement Form is used if you are paying an individual (not a company) for 
services (such as a performer) and they give you their social security number.  You fill out the 
rest of the information and you can send it or fax it to the independent contractor for signature 
and they fax back to us (513) 556-4477.  When they fax this back this goes inside the envelope 
form (A114 explained below) and sent over for a check to be processed – minimum time 10 
business days. 
Sample 3 
 
Signature Contract Form is used for the same reason as the Limited Services Engagement Form 
but this form is to be signed by the individual being paid the day of the event or program and 
turned in along with the Limited Services Engagement Form and A114 Request for Payment.   
Sample 3A 
 
Purchasing Requisition Sheet is used when paying a company/vendor that will not take a credit 
card or needs a contract.  You fill out the form and The UFB Administrative Advisor (Gila 
Johnson) will submit it in the UC Flex System. Payment for the vendor is usually 30 days net.  
This form is online also.  
Sample 4 
 
Contracts – If a vendor requires a contract – submit it early it takes a couple of weeks!  You 
need to pick up the forms in the office (not online) and the instructions are below.  A sample of 
the first page of the contract form is shown in this packet. 
Sample 5 and 5A 
 
 



23 
 

Kingsgate Marriott Conference Hotel Form – If you are using the Kingsgate for lodging for a 
performer, go online to the www.uc.edu/kingsgate and fill out the form in the office and The 
UFB Administrative Advisor (Gila Johnson) will assist you. There is an additional form if you are 
having a banquet there. 
Sample 6 and 6A 
 

Copy Center form is the next form in the booklet and used every time you want to make copies 
for your student group.  This form MUST be signed by your student group advisor if you are 
using operating funds and taken to The UFB Administrative Advisor (Gila Johnson) for an 
account number and then over to McMicken Hall, Room 007.  This form is not available online 
but can be picked up anytime in Steger Student Life Center, Room 655 or the Copy Center.   
Sample 7 
 

Special Event Security Cost Estimate – Go online to fill this out www.uc.edu/pubsafety if you are 
having an event on campus that may require the University to provide security … the cost will 
be given to you and then you submit that on your budget request.   
Sample 8 
 

Classic Fare Catering (CaterTrax) – If you are having an event that requires Classic Fare Catering 
(events held on MainStreet are required to have Classic Fare Catering), you will need to come 
into the Student Government Office (Room 655 Steger Student Life Center) and go online to 
http://www.cfc.catertrax.com to fill out an order online with the assistance of the UFB 
Administrative Assistant (Gila Johnson).    
Sample 9, 9A, 9B 
 

Tax Exempt Form – Use this form if you purchase something on your own for Student groups 
Purposes and plan to get reimbursed with UC funds.  Sometimes vendors will just ask for the UC 
tax exempt number which is 31-6000989.  If you need a copy of this form it can be provided in 
655 Steger Student Life Center. 
Sample 10 
 

University Transportation Services Form (when renting UC vehicles).  You can access this form 
online or stop by the office and pick up a form.  This form must ALWAYS be signed by your 
student group advisor. If you rent a 15 passenger van, additional paperwork must be signed 
when you pick up the van. After you fill out the form, give it to the UFB Administrative Advisor 
(Gila Johnson) for an account number and she will fax it over to Transportation Services.  No 
conformation is given.  It is up to the student group to follow up with Transportation Services 
regarding reservations.  Please note that receipts from Transportation Services must be 
turned in after vehicle use.  
Sample 11 
 

Permission and Release Form – A form of this type should be filled out by all members in your 
student group (especially when traveling) and kept with the President or student group advisor 
for emergencies.  This form can be duplicated in SALD and found online or in the office. 
Sample 12 
 

http://www.uc.edu/kingsgate
http://www.uc.edu/pubsafety
http://www.cfc.catertrax.com/
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Travel Expense Report (A113) – After any travel this form needs to be submitted.  It is an 
envelope-type form and original receipts and bank statements must be enclosed.  You can 
access the form online but need to come to the office to get the envelope and tape the form to 
the envelope. If you are having a guest speaker and paying for meals, or event gas, make sure 
they keep the receipts and sign the bottom of this form.  
Sample 13 
 
Travel Authorization Form – Must be filled out and submitted with Travel Expense Report.   
Sample 14 
 
Request for Payment (A114) is the next form in the booklet and is used if you or someone else 
in your student group pays for something and needs reimbursement.  This is an envelope-type 
form, and the original receipt along with the bank statement must be included inside the 
envelope.  You can access the form online and it can be taped to the envelope.  Approval 
signature of your student group advisor is needed if your group is using operating funds.  
Sample 15 
 
Campus Scheduling Form– go online to schedule space on campus.  Go to 
www.uc.edu/mainstreet and fill out the request form.  Directions on how to schedule space are 
online at http://www.uc.edu/scheduling/standards.html. 
No sample in booklet 
 

http://www.uc.edu/mainstreet
http://www.uc.edu/scheduling/standards.html

