UC SANTA CRUZ: ASSOCIATE VICE CHANCELLOR AND DEAN OF STUDENTS

OFFICE OF CAMPUS LIFE

Approval Request Transmittal Memo 
ROUTING:
Director/ED → AVC Sifuentes → Director/ED
UNIT / SUB:
[ENTER TEXT HERE]
Date: 
September 13, 2013
subject:
[ENTER TEXT HERE]
Adjust Routing line as required per Delegation of Authority. All applicable fields must be filled out prior to initiating routing to prevent delay in approval. For VC approval, initiate routing 3 weeks in advance; this will allow 1 week turnaround time for AVC and 2 week turnaround time required for VC approval. Check any boxes applicable to your request and complete [$] field.

Project / Program / Event overview and background 
What:

When / Time:


Where: 
Who / # of attendees: 
[ENTER BRIEF BACKGROUND PARAGRAPH HERE]
Why / Justification: 


Cost / Budget 

 FORMCHECKBOX 

One-time cost:

$
 FORMCHECKBOX 

Current Year Cost:
$
 FORMCHECKBOX 

Fiscal Year Cost:
$


 FORMCHECKBOX 

Budget Detail / Breakdown:
$
 FORMCHECKBOX 

Funding Source / FOAPAL:


Final Action 

Be specific and attach forms as necessary.
[ENTER TEXT HERE]
Below: once signed check the box and reference to routing line above and route to next individual.
 FORMCHECKBOX 














Director/ED Signature





Date



 FORMCHECKBOX 















AVC Sifuentes Concurrence Signature



Date



AVC Comments:
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