	Special Project Fundraising Form

	

	What is a Special Project?

	A “Special Project” is any activity that is not included in the operational budget of the college.  They may be faculty research, student trips, lectureships, or new equipment.

	Why do I have to complete this form?

	Any member of the Messiah College community who wishes to obtain funding for a Special Project must complete the application form.  The purpose of this form is:

· To encourage, support, coordinate, and approve all projects that expand the resources of the College;

· To ensure that all fundraising is coordinated through the Office of College Development, and – in conjunction with senior administrators – to prioritize fundraising efforts;

· To ensure all projects support the educational mission of Messiah College.


	Step One – Project Director Initiates Project

	
	

	Title of Project
	Date

	

	Project Director
	Department

	

	Phone


	E-mail



	
	

	New Project or Renewal


	Date Funds Needed



	
	
	

	Summary of Project (do not exceed space provided)



	

	Relevance to Education Mission of Messiah College (do not exceed space provided)



	
	

	Total Budget
	(Include copy of budget)

	
	

	Step Two – Dean or Director Assesses and Prioritizes Project
	

	The Dean or Director meets with the Project Director to assess the priority of this project given other funding priorities of the particular department or School.  Note: Approval does NOT guarantee project will be funded.

	
Project Approved by Dean/Director
	
Project Denied by Dean/Director

	

	Signature


	Step Three – Provost / VP Approval

	Approval of Provost and/or appropriate VP are required for grants over $10,000 or that have teaching load or matching components.  The Provost/VP must also prioritize this project given other funding priorities that might have already been submitted to Development for fundraising. Note: Approval does NOT guarantee project will be funded.

	
Project Approved by Provost/VP
	
Project Denied by Provost/VP

	

	Signature

	

	Step Four – Approval of Operations VP or Finance VP  (if applicable)

	VP OPERATIONS: Required if project impacts College facilities, e.g., installation or office space

	
Project Approved
	
Project Denied
	
N/A

	

	Signature

	

	VP FINANCE: Required if project impacts College finances, e.g., indirect or matching costs

	
Project Approved
	
Project Denied
	
N/A

	

	Signature

	

	Step Five – Forward to Development Office

	Once this application has been submitted to the Development Office, you will be contacted to discuss the next steps.  If at anytime you have questions, feel free to contact Jon Stuckey at ext. 3631 or at jstuckey@messiah.edu.


	For Development Office Use:


	
	

	

	Project Assessment Received ____________________________ (Date)

by Director of Development



	Project Assigned:



Number __________________________________



Staff Leader:__________________________



	
Notes:
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