
Western  Pennsylvania Linux Users  Group

Funding Policy

Purpose
This policy is inten de d  to  sim plify an d  docu me nt  t he  p rocess  for  obtaining fu n ds  

fro m  the  WPLUG general fu n d  pool.

Availability
Funds  are  available to  a ny co m mit tee a p proved  by the  WPLUG board  u p  to  t he  

m axim u m  a m o u n t  s pecified  in t he  WPLUG bylaws.

Steps to obtain funding
1. Figure out  what  you'd  like to  s pe n d  m o ney o n

2. Fill o u t  t hese  for m s  an d  deliver  t he m  to  t he  WPLUG t reas u rer

3. The WPLUG t reas u rer  will decide whether  t he  allocation  is jus tified

4. Spend  the  m o ney, save ALL receipt s

5. WPLUG will reim b urse  you  for  t he  ap p roved  expenses

How to fill out the form:
Attache d  to  t his  is a  sa m ple p ro posal you  can  reference for  a  good  exa m ple of  what  

is nee de d  in t he  for m.   We'll go over  t he  for m  he re  too.

At t he  top, please list  your  na me, t he  co m mit tee you're  reques ting fun ds  for, your  

e mail a d dress  a n d  your  p ho ne  n u m ber.   This is jus t  s tan dar d  boiler  plate  so  we 

can  file t hese easily.  Leave the  ID blank.  That 's  for  t he  t reas u rer  to  t r ack the  line 

ite ms  in t he  b u dgeting sof tware.

Next u p  is a  s hor t  descrip tion  of  t he  reques ted  fun ds.  For exa m ple, if t his  were for  

t he  an n ual picnic it could  rea d  “Annual picnic – reserve pavilion; b uy food, 

balloons, an d  d rinks”.  Something s hor t  an d  to  t he  poin t.  Another  good  exa m ple 

might  be  “Penguin  Upgrade  – new rack mo u n t  case for  pe nguin  so  we can  m ove the  

server  if t he  CMU SCS m achine  roo m  gets  floode d  again”

In t he  table, fill in t he  a mo u n t  you're  req ues ting for  each  ite m.  Do n o t  fill in t he  

allocate d  colu m n  – tha t ' s  for  t he  t reas u rer  to  write  dow n h ow m uc h  m o ney they've 

given  you.  In m os t  cases  t he  t reas u rer  will cons ult  with  you  before cu t ting fun ds  

fro m  a line ite m.  At t he  bo t to m  to tal u p  your  req ues t.

Next, p re pare  a  longer  descrip tion  of  wha t  t he  fun ds  will be  u se d  for.  This s ho uld  

p rovide an  a d ditional descrip tion  a n d  various  p rice q uotes  for  t he  ite ms.  Also, if 

it's  q ues tionable, p rovide jus tifcation  for  t he  expense.

Finally, sign an d  d a te  your  req ues t  a t  t he  bot to m  of t he  for m.  



Getting the money:

The WPLUG treas u rer  will evalua te  your  p ro posal an d  if necessary work with  you  to  

al ter  t he  p ro posal (eg m o difications  d ue  to  b u dget  cons t rain ts).  Once your  

p ro posal has  been  a p proved, you'll receive a  new copy of your  fu n ding req ues t  

for m  with  t he  ID field  filled  in – t his  is your  accou n t  n u m ber  for  t his  p ro posal an d  

helps  m a nage the  differen t  accou n t s  for  WPLUG.  Now you  can  s pe n d  the  m o ney 

according to  your  line ite ms.  In m os t  cases, m o ney s pen t  will be  do ne  on  a  

reimb ur se me n t  basis.  If t his  is a  p roble m, work with  t he  WPLUG t reas u rer  to  find  a  

be t te r  solu tion  for  your  needs.

After spending the money:
Once you' re  d o ne  s pe n ding the  m o ney you wish  to  s pe n d, file a  follow - u p  b u dget  

s howing how m uc h  was  s pe n t  fro m  each  accou n t.  It is very impor ta n t  to  include  

receip ts  with  t his  as  it's  t he  only way to  k now how m uch  m o ney was s pe n t.  After  

receiving the  follow - u p  b u dget, you  will be  reimb ur sed  for  your  expenses.

Questions
● How early do  I need  to  s ub mit  my  p ro posal?

Proposals  s ho uld  be  s ub mit ted  to  t he  t reasu re r  a t  leas t  two weeks  before  you  

inten d  to  s pe n d  t he  m o ney.  This gives t he  t reas u rer  time to  look a t  t he  fu n ds  

available a n d  to  cons ult  with  t he  board.  Also, it gives you  a  cha nce to  ap peal if 

t he  t reas u rer  de nies your  fun d s.

● What  if my  fun ding gets  rejected? 

You can  ap peal to  t he  WPLUG board  who will decide on  your  fun ding.  They'll 

a dd ress  it a t  t heir  next  board  m eeting.

● What  if for  so me  reason  reimb urse me n t  is no t  an  op tions?

We can  work  so m et hing ou t  to  cu t  a  check or  have so meo ne else  pay for  it

● What  if I nee d  to  s pen d  m ore  t han  I have allocated  for  a  line ite m?

Talk to  t he  t reas u rer, an d  we'll see abo u t  m oving so me  fun ds  aro u n d

● What  if I nee d  to  s pen d  m ore  t han  I allocated  for  t he  en tire  p ro posal?

Talk to  t he  t reas u rer, t his  might  be  a  lit tle m ore  difficult  with  t he  bookkeeping 

a nd  all t ha t, b u t  we can  p robably work  ou t  so mething.

● How d o  I s ub mit  t he  p ro posal?

That  de pe n d s  on  the  t reas u rer.  The cur re n t  t reas u rer  p refers  a  p a per  copy with  

real signatu res  on  it.



 WPLUG Funding Request Form ID:              

Name:                                                                  Email:                                                                         

Committee:                                                        Phone:                                                                       

Brief Description of Request:                                                                                                                    
                                                                                                                                                                             
                                                                                                                                                                             
                                                                                                                                                                             
                                                                                                                                                                             

Item Description Requested Allocated

Total

Include a  detailed explanation of what  each item is and  how it will be used  with 
this p roposal.  If possible, please include m ultiple p rice quotes.  Make sure tha t  
p rices include all applicable shipping / h an dling fees and  all taxes.

Signature:                                                          Date:                                                                  

Approved By:                                                   Date:                                                                  



WPLUG Funding Request Form ID:              

Name: Joe WPLUG Member                              Email:  joewplug@gmail.co m                          

Committee: Progra m ming                                Phone:   412 - 867 - 5309                                        

Brief Description of Request:   2006  Annual Picnic an d  FooBarBaazFest!  Schenley   
Park, August  20, 2006                                                                                                                                    
                                                                                                                                                                             
                                                                                                                                                                             
                                                                                                                                                                             

Item Description Requested Allocated

Pavilion Reservation $100.00

Door Prizes $30.00

Food $50.00

Total $180.00

Include a  detailed explanation of what  each item is and  how it will be used  with 
this p roposal.  If possible, please include m ultiple p rice quotes.  Make sure tha t  
p rices include all applicable shipping / h an dling fees and  all taxes.

Signature:                                                          Date:                                                                  

Approved By:                                                   Date:                                                                  



Detailed Description – 2006 WPLUG Picnic and FooBarBaazFest!

The p rogra m ming co m mit tee ha s  been  working with  t he  board  to  p re pa re for  t he  

2006  Ann ual WPLUG Open  Source Picnic – b u t  t his  year  we're  a d ding a  twist  a n d  

calling it FooBarBaazFest! for  no  ap paren t  good  reaso n.  We'd like to  h old  t he  event  

a t  a  pavilion  on  Overlook d rive in Schenley Park o n  August  20, 2006.

Pavilion Reservation -  $100
This is a  s t raight  fee p aid  to  t he  Pittsb urgh  Parks  Conservancy for  t he  reservation  

of s pace in a  pavilion.  We nee d  t he  m o ney ASAP because pa rk  s pace is a t  a  

p re miu m  an d  good  si tes  go q uickly.

Door Prizes -  $30
Chez  Geek  h as  been  a  hit  a t  p revious  WPLUG Picnics, b u t  m a ny people do n ' t  have it. 

In t ha t  s pi rit, we'd  like to  p rovide two copies of  Chez  Geek  as  door  p rizes  for  t he  

even t.  Bob's Games  in Robinson  h as  p rovided  u s  with  a  discou n t  to  get  two copies 

for  $14 / each.   There is a  sligh t  overage allocated  for  tax.

Food -  $50
Based  o n  the  p revious  years  at ten da nce, we es timate t ha t  we'll nee d  36  

h a m b urgers, 24  h ot  d ogs, an d  18  liters  of so da  p o p.  We'll get  t hese a t  Giant  Eagle 

where 12  h a m b urgers  cos t  ap proximately $8, 8  h ot  d ogs  re tail for  $2, two liter  

bo t tles  of  po p  cos t  $1, a n d  the  b u ns  will to tal abou t  $11.



WPLUG Follow - up Budget ID:              

Name:                                                                  Email:                                                                         

Committee:                                                        Phone:                                                                       

Brief Description of Request:                                                                                                                    
                                                                                                                                                                             
                                                                                                                                                                             
                                                                                                                                                                             
                                                                                                                                                                             

Item Description Allocated Spent

Total

Include copies of your receipts  an d  if applicable a  description  of the items on  the 
receipt.  Also, include instructions  on  how you would like to  be reimbursed  for  the  
expenses on  the budget.

Signature:                                                          Date:                                                                  


