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REQUEST FOR UMW FOUNDATION FUNDS

(Read the information on page 2 of this document prior to filling in this form.)

	Department:
	[bookmark: Text8]UMW Foundation
	Date:
	[bookmark: Text9]     



	
	Pay to the order of:
	[bookmark: Text10]     
	



	
	Address:
	[bookmark: Text4]     
	



	
	     
	



	Description & purpose:
	     

	

	     



	Total Amount Requested:
	$      



	Account or Project Description
	Fund
	
	Account
	
	Dept
	
	Project
	
	Amount

	[bookmark: Text11]     
	
	[bookmark: Text12]     
	-
	[bookmark: Text13]     
	-
	[bookmark: Text14]   
	/
	[bookmark: Text15]     
	$
	     

	[bookmark: Text17]     
	
	     
	-
	     
	-
	   
	/
	     
	$
	     

	[bookmark: Text23]     
	
	     
	-
	     
	-
	   
	/
	     
	$
	     

	[bookmark: Text29]     
	
	     
	-
	     
	-
	   
	/
	     
	$
	     

	     
	
	     
	-
	     
	-
	   
	/
	     
	$
	     

	     
	
	     
	-
	     
	-
	   
	/
	     
	$
	     

	     
	
	     
	-
	     
	-
	   
	/
	     
	$
	     

	     
	
	     
	-
	     
	-
	   
	/
	     
	$
	     


If “Pay to the order of” above indicates an adjunct employee, please include:
	Employee signature:
	
	
	# of hours worked
	     




	Requested By:
	
	
	[bookmark: Text30]     

	
	Name & Title (signature required)
[bookmark: Text31]     
	
	Date




	Approved By:
	
	
	

	
	Dean/Director/Dept Chair/Supervisor (signature required)

	
	Date




	Approved By:
	
	
	

	
	Chief Financial Officer/Controller – Foundation

	
	Date



PLEASE ATTACH ORIGINAL VENDOR INVOICE(S) OR RECEIPTS FOR REIMBURSEMENT REQUESTS.

Available on the UMW Foundation website at www.umwf.org	Effective 9/2016

PROCEDURES FOR REQUESTING UMW FOUNDATION FUNDS

	The University of Mary Washington Foundation maintains account balances for use by specific academic departments and university programs that have been designated the beneficiary of private gifts from alumni and other donors.  These monies must be used to support the institution’s goals and those of the department, and for no other purpose.

	Department Chairs or Program Administrators have spending authority over these funds with approval of the appropriate Dean, Vice President or other Program Director.  Requests will be approved by Chief Executive Officer and Treasurer of the Foundation.  Approving signatures certify to the Foundation auditors that the expenditure was for a University-related expense and that sufficient receipts and documentation exist to support the payment.

	Account balances carry over from one fiscal year to the next, and need not be spent in their entirety by year-end.  The Foundation’s accountant can give you the balance available in your account.  To request payments from your accounts, a request form must be submitted as described below:

Request for Foundation Funds Form

A request form (latest revision September 2016) is available on the University’s shared drive (New-Share in the folder called UMW Foundation Forms).  If you have questions about the form, call the Foundation Accounting Office at ext. 1516.  For each payee, an original form must be completed with original signatures and submitted to:           
                                         UMW Foundation Accounting Department
                                         Eagle Village
                                                      1125 Jefferson Davis Highway, Suite 200
Completing the Form

Include the following when preparing the request form:
· Department name and date of request
· Payee and mailing address.  Attach completed IRS Form W-9 if payment is for services or a student award (IRS Form W-9 on the UMW Foundation website at www.umwf.org). 
· Description and purpose:  A full description of purpose and program is needed. 
· Total amount requested
· Attach supporting invoices, receipts, contracts, agreements, etc.
· Name of Account or Project description, Project Code, and Amount (The project code is the 4 digit account #.)   The Foundation will fill in the Fund, Financial Acct and Dept. 
· Please sign and have your request approved per above.

Please Note:  
· Requests to reimburse the University must specify the fund, organization, account and program numbers (FOAP) at the University to insure proper credit
· Foundation funds may not be used to reimburse University credit card charges.
  
Time Line
  
          Two weeks must be allowed from the time the form is submitted to the time a check will be received.  Please plan accordingly.  If funds are needed in a shorter time frame, contact the Foundation Accounting Office to see if other arrangements are possible.

           Signed checks will be mailed directly to external suppliers or vendors.  The Foundation Office will notify campus payees when their checks are ready to be picked up at the Foundation Office.
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