Commission for Activities and Programs
Preparing a CAP Funding proposal
Here are some hints and pointers to help you prepare your CAP Funding proposal. Please attach your proposal to the CAP Funding Request Form (available both at the Office of Campus Activities and the Office of Auxiliary Services) and submit to the Office of Auxiliary Services located in Suite 119 of the Creese Student Center.

· Provide a cover letter that introduces your organization and the event that is being organized. 

· Give a brief history of the event.  If applicable, provide any information/history regarding how CAP has previously funded your organization for this or any other event.

· Provide a detailed summary of all event-related expenses and revenues (expected or already obtained). Include vendor quotes/estimates as necessary.  In case your organization plans to fundraise some of the revenues through other events, please provide the details of the same.  Include the sources of funding for expenses that you are not proposing CAP to fund.

· Specify the specific expense(s) that your organization is proposing CAP to fund.

If this same event had been funded last year by CAP, then give reasons as to why there are increases (if any) in the budgeted expenses over the previous year.

· Explain the purpose and importance of the event to Drexel and the student community at large. What kinds of activities are being planned for the event, how many students are expected to attend and participate, etc.

· Provide details on how your organization plans to recognize CAP for the funding it provides for the event. For example, print CAP logo on t-shirts, making announcements, CAP logo on flyers/advertisements etc.

· If your organization is granted CAP funding, the CAP fund will pay the vendor(s) for the expense(s) directly.  This can be coordinated with the Director of Auxiliary Services at (215) 895-1562 in advance of the event.  The Office of Auxiliary Services must receive vendor invoices/receipts no later than 10 days following the date of the event.
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