Descriptions/Instructions:
Completed forms should be sent to Sponsored Programs (151 Whittier Research Center 0861).  Do NOT mail this form directly to the Foundation.

The following are procedures to adhere to when requesting money from Foundation funds.  If there are any questions regarding the use of the form for Foundation transfers, please contact Kerri Price at kprice@nufoundation.org or 402-458-1109.

Important Reminders: 

· Inadequate explanations, lack of clarifications to purpose of fund or lack of authorized signatures will delay the transfer of funds to the University.
· Do not use this form to request the Foundation to directly write the check. Departments should use the Request for Payment from Foundation Funds form for that purpose. 

· For Foundation transfers other than one-time payments to faculty and staff, please provide a detailed description of all expenses, attaching additional pages if necessary. The explanation of “Operating Expenses” is not acceptable.
REQUEST FOR TRANSFER FROM FOUNDATION FUNDS  (Not one-time award payments to faculty or staff):
1. Complete the top section of the form. If no number is listed on the WBS/Cost Center Number line, a new WBS/Cost Center will be created. 


2. The Funding Period

3. Salary Expense – include the person’s name and the type of work performed (i.e. scholarship, fellowship, research assistant, etc). NOTE: If there are several names, please list the corresponding amount beside each name. Not including a person’s name, or using “to be named” will cause the form to be returned.

4. Other Expenses – provide a detailed description of your expenses. If you do not give a detailed enough description to satisfy the fund agreement, your transfer will be sent back to you with a memo indicating the need for additional information.

5. Signature Block – please obtain all required signatures.
ONE-TIME AWARD PAYMENTS TO FACULTY OR STAFF: 
1.   Complete the top section of the form. If no number is listed on the WBS/Cost Center Number line, a new WBS/Cost Center will be created. 

2. Complete the One-Time Award Payments box located in the lower half of the form. Each line must be completed.

3. Signature Block – please obtain all required signatures.
Completed forms should be sent to Sponsored Programs (151 Whittier Research Center 0861).  Do NOT mail this form directly to the Foundation.

