[image: ]Funding Request Form
This form, along with the required attachments, must be presented to the DEEP Executive Committee when making a request for funding or sponsorship.
Date Submitted: 
Name of Group or Organization:
Type of Group or Organization:
Contact Person(s):
[bookmark: _GoBack]Phone/Cell #		Email:
Name of Activity:
Date of Activity:			Time of Activity:
How will this activity benefit the general population of the city as well as City of Portland employees?
Funding Amount Requested:		Funding needed by:
Any co-sponsoring organization(s)?
Are co-sponsoring organizations contributing funding?	Yes		No
If yes, how much? $

CITY EMPLOYEES ONLY
If funding request is approved, how will you expect payment? 
DEEP pays by credit card	Petty Cash reimbursement		
If you are requesting reimbursement via petty cash, please include all original receipts and your PERNR
In addition to this form, please provide the following attachments:
· A plausible project/event action plan and timeline
· A project/event budget and a breakdown of funding sources

Please return this form and the appropriate attachments to: 		 Debbie Caselton, DEEP
									Interoffice: 113/400
									deep@portlandoregon.gov						
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