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Documents 101		
This document is meant to inform of the different documents that need to be submitted

1. ASI Authorization to Drive a Privately-Owned/Rented Vehicle
-Purpose: For Reimbursement of mileage for drivers
-Due: TWO WEEKS before departure to Whitney
-Must be accompanied with: 
1. Copy of Valid Driver’s License
2. Copy of Car Insurance
3. Certificate from Driver Training Course
4. Copy of map to and from location

2. ASI Delegate Contract Form
-Purpose: For every attendee associated with reimbursement of mileage (all passengers AND drivers are required to submit one)
-Due: ONE WEEK before departure to Alisia
-Must be accompanied with: 
1. Names & CWIDs of ALL attendees
[bookmark: _GoBack]2. For all attendees requesting reimbursement (i.e. Conference Registration reimbursements, we will need: Name, E-mail, Phone Number, Address, CWID)
3. Written report of 350 words summarizing: 
-Topics/panels/speakers attended and what was learned from them
-What will be brought back to the university by the student
-How CSUF and ASI benefit from the student’s attendance at the conference. 
-The paper must be turned in to ASI Leader & Program Development (Titan Student Union, Room 269, 657-278-7736) by the presentation date.

3. ASI Financial Handbook
-Purpose: A guide to understanding how to fund and pay for programs 
-Recommended to be reviewed thoroughly for concerns about club proposals 

4. ASI Off-Campus Approval Form
-Purpose: For requesting funding for events off-campus
-Due: FIVE WEEKS in advance to Whitney

5. ASI Standard Agreement
-Purpose: For requesting funding for events off-campus
-Due: FIVE WEEKS in advance to Whitney

6. CSICC Check Request Form
-Purpose: For requesting reimbursements 
-Due: DAY OF PROPOSAL to Whitney (Hard Copy)
-Must be accompanied with: 
1. Original Receipt (After event has occurred)
**There is a sample as well in the folder


7. CSICC Funding Questionnaire 
-Purpose: For making proposals to the ICC
-Due: DAY OF PROPOSAL to Whitney (Hard Copy)
-Will help you answer questions from ICC Council as well as have details to present with your proposal

8. CSICC General Guidelines
-Purpose: Confirm you and your club’s understanding of reimbursement requests within the ICC
-Due: ASAP to Whitney (Hard Copy with both ICC Representative’s & President’s signature)

9. CSICC Proposal Information
-Purpose: List basic guidelines for proposals and what information will be needed when proposing
-PLEASE contact Whitney (whitneytang@csu.fullerton.edu) if anything is of confusion
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