

UW Japan Studies Program
Proposal Application for Student Lead Activity

Today’s Date

Your Name

Your Degree Program

Faculty Advisor (for this event)

Proposal Type (Workshop, Symposium, Film Series, Speaker Event, Other)

Proposed Event Title

Event Date(s)

Project Description (Major goals, intended outcomes, format, invitees/participants with names, titles, affiliations, and URL for more information if available.)

Budget
Total Funding Required: (Estimate total cost of project.)

Total Funding Requested: (Amount you are asking for from the UW Japan Studies Program. If you are seeking funding from other sources, list the source and amount.)

Budget Breakdown 
Budget for this event may include items not listed here. Students may request funding for items such as film fees, travel and accommodations for speakers or participants coming from out of town, food, catering, printing, and materials, etc. Funds may be used for guest speaker honoraria, but not salaries. Funds may not be used for alcohol.
 Please attach a spreadsheet of estimated costs, and the portion for which you are seeking funding. Contact the program office at JAPAN@UW.EDU for assistance with estimations and recommendations. 
· Airfare (coach only)
· Lodging (Hotel, AirB&B, other. Other lodging such as private homes should be included on the plan if used, but might be zero cost.) 
· Transportation (other than airfare such as mileage reimbursement at $.58/mile, UW car rental, train, or taxi/ride share.)
· Meals (group meals such as breakfast or coffee/pastry, lunch, dinner, afternoon snacks either catered or purchased.)
· Reception (will you be hosting a reception either in a private residence, or on campus? Include food/beverages, and supplies. No alcohol.)
· Venue (Some UW venues are free of charge, others are not.)
· A/V (If you are holding an event that requires A/V equipment check your venue choices for equipment on site, or what may need to be rented.)
· Other (Such as film rental or distribution fees.)


Proposed Program Schedule
Include a timeline of proposed event such as start, end, receptions, meals, lecture, discussion, etc.

Notes 
Include any other information pertaining to the proposed event that is not covered above such as contingency plans, or contrainsts.
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