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Centennial Initiatives Fund Memorandum of Understanding
April 24, 2015
Prof. Lacey Samuels
Head
Department of Botany
The University of British Columbia

Dear Prof. Samuels,

We are pleased to confirm that the following initiative will be funded in the amount of up to $10,000.00 only from the Centennial Initiatives Fund (CIF): 
Musqueam Medicinal Forest Garden
All CIF-funded initiatives must support and advance at least one of the primary objectives of the Centennial, which are:

· To engage with the community on issues that are important to that community

· To celebrate and grow awareness of UBC’s impact on the world

· To highlight the contribution of UBC’s 300,000+ alumni, 58,000+ students, faculty and staff

· To vision the next 100 years of UBC

The Centennial Office will be available to provide guidance and direction to ensure the success of your initiative.  The following summarizes the expectations and limitations for coordination and reporting for all CIF-funded initiatives.  

Use of CIF Funds

CIF funds must contribute towards the direct costs of the initiatives for which the funds were awarded, and the benefit should be directly attributable to the initiative.  
With UBC being a public institution which aims to use its resources as effectively as possible, recipients of CIF funds are expected to make the most economical use of the funds, consistent with the purposes of the initiative.  The Centennial Office may request a progress report and audit use of CIF funds at any time. 
Units are reminded of their responsibility to abide by UBC Policies, Procedures and Guidelines and the President’s Message to the UBC Community on Respectful Debate.  
For the CIF, alcohol is not an eligible expense. 
Disbursement of CIF Funds and Financial Reporting Requirements
Where possible, funds for student-led initiatives will be issued to the unit that endorsed the proposal.  With some exceptions, initiatives receiving over $5,000 will receive the funds per the following schedule:  

· 75% of the funding amount will be released to your unit soon after you return a signed, scanned copy of this MOU to the Centennial Office, and only after you’ve had an initial meeting/discussion with the Centennial Office to discuss the initiative in more detail.  

· The remaining 25% of the funding amount will be issued following the completion of your event, activity or initiative.  You will be required to incur the expense and to submit a final report—a template will be provided—including the total of the expenditures and proof of expense payment prior to receiving reimbursement from the CIF.  For example, if CIF funds will be used to cover printing expenses, you will be required to submit a copy of the invoice and a copy of the report confirming the invoice has been paid.  
CIF initiatives receiving $5,000 or less will receive the entire funding amount soon after submitting a signed MOU to the Centennial Office, and after the initial meeting/discussion with the Centennial Office.  You will still be required to submit a final report. 

The Centennial Office is not responsible for any cost overruns.  No additional CIF funding will be available beyond the level of funding that has already been confirmed for your specific initiative.  Any unused funds must be reported and returned to the Centennial Office.   

Please forward the final report and supporting documentation to the Centennial Office for processing within 30 days after the completion of your event, activity or initiative. The Centennial Office will be in contact with you should clarification be required.    

Description of Activity/Event/Initiative for Centennial Website 

Your event, activity or initiative will be mentioned in the Centennial website, which is scheduled to launch September 1, 2015.  To ensure that your initiative is described accurately, please prepare a 200-300 word description of the activity and submit a high resolution image representative of your initiative.  
Image size: 

· The image should be in landscape orientation with a minimum width of 1800px.  You may submit more than one image, but we’ll most likely use only one for the website. 
The description should include:
· Final activity/event/initiative title

· Proposed date(s), time(s) and location(s)
· Type of activity/event/initiative

· Purpose/objective of activity/event/initiative

· Target audience – who is eligible to attend

· Associated fees (e.g. is the event free?), process for registration/rsvp, etc. 

· Contact information
· If applicable, name(s) and brief bio(s) of key presenter(s)/performer(s)
· If available, a link to a website for more information 
Please forward the description and image to the Centennial Office by June 30, 2015.  You are welcome to submit an updated description or image at a later date—these must be submitted at least two months in advance of the date of the public-facing component of your event, activity or initiative.  
Basic Communications Plan 
Please submit a basic communications plan (2 pages max) by June 30, 2015.  Your basic plan should outline the following:

· Target audience(s)

· Communication vehicles to be used to promote your initiative (e.g. website, brochures, etc.)

· If applicable, social media strategy (please use #ubc100 as one of your primary hashtags) 
· Any other component of your communications plan

If you already have a more detailed communications plan readily available, you are welcome to submit that instead. 
Use of the UBC100 logo
The UBC100 logo and brand usage guidelines are available at http://brand.ubc.ca/centennial.  All CIF-funded initiatives are required to use the UBC100 logo, and this may be accomplished in any combination of the following activities:

· In printed products, advertisements, signage and correspondence
· Publicly during a gathering or celebration

· Electronically through newsletters, bulletins and social media
List of Required Items

To recap, the following documents are due to the Centennial Office, submitted via email to gerald.calderon@ubc.ca, by June 30, 2015:

· 1-2 page, basic communications plan

· 200-300 word description of activity/event/initiative for Centennial website

· High resolution image(s) in landscape orientation with a minimum width of 1800px
To help expedite transfer of funds, please provide the following information as soon as possible:

· For UBC units, your UBC account information (speed chart, PG number, Dept. ID, etc.) 

· Full name and contact details of the finance contact for the initiative. This person is the one responsible for producing any financial reports, processing journal vouchers, providing copies of receipts (if requested), etc.

Centennial Office Contact

If you have any questions about any of the information contained in this correspondence or about the Centennial in general, please contact me at gerald.calderon@ubc.ca or at 

604-827-0671.  
Please confirm your unit’s acceptance of these arrangements via acknowledgement below from up to two project leads, and return a signed, scanned copy to the Centennial Office. 
Sincerely,
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Gerald Calderon
Program Manager, Centennial Office
The University of British Columbia
Acknowledged and agreed this _______day of _________________2015 in Vancouver, BC, Canada.  

	Project Lead/Co-Lead 1

Project Lead/Co-Lead 2 (if applicable)
Signature

Signature



Print Name

Print Name



Title

Title



Unit/Department Name

Unit/Department Name



Email and Phone Number
Email and Phone Number
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