MIDDLE TENNESSEE STATE UNIVERSITY
OFFICE OF INSTITUTIONAL EQUITY AND COMPLIANCE

APPLICATION FOR ACCESS AND DIVERSITY FUNDS
NAME :________________________________


DATE: _________________________

CAMPUS ADDRESS:______________________

DEPARTMENT:__________________

E-MAIL: _______________________________


PHONE: ________________________

FACULTY: ____________    STAFF:  __________

AMOUNT OF REQUEST$__________

PROPOSED DATE(S) OF USE: ________________

PLEASE PROVIDE A SYNOPSIS OF YOUR TRAVEL/CONFERENCE/OR OTHER NEEDS BELOW (ATTACH A SEPARATE SHEET IF NEEDED):
____________________________________________________________________________________

____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

SIGNATURE (REQUESTOR):_________________________________________DATE:____________
SIGNATURE (DEPT. CHAIR): ________________________________________ DATE:  __________
SIGNATURE (DEAN): ______________________________________________  DATE:  ___________
Requests must be submitted between July 1 and May 1.  
All approved requests MUST be taken in the fiscal year in which the request was made.  For Example: You cannot request in May and travel in July.
Please allow up to ten (10) working days for your request to be processed.  Please be aware that requests submitted in July may take longer due to waiting for the release of budget/available funds.
FOR USE BY INSTITUTIONAL EQUITY AND COMPLIANCE:

APPROVED:  ___________________________________________  DATE:  ______________________
AMOUNT:  ____________________________________________  E-MAIL NOTIFICATION _______
MTSU is an equal opportunity, nonracially identifiable, educational institution that does not discriminate against individuals with disabilities.
INSTRUCTIONS
FOR APPLYING FOR

ACCESS AND DIVERSITY FUNDS

FACULTY/STAFF

1. Please refer to the MTSU Mission Statement for Access and Diversity. This may be found at http://www.mtsu.edu/provost/accessdiversity.php  this is the guideline for the use of access and diversity funds.  Additional information/guidelines for assistance can be found on IE&C’s webpage under “Faculty/Staff Recruitment, Development, and Retention Guidelines” or by clicking the link: http://www.mtsu.edu/iec/edassistance.php 
2. To be eligible to apply for Access and Diversity Funds you must be a full time staff/faculty member who is a minority or a female.

3. Complete the Application found at the “Forms” tab on this webpage and return it via e-mail, fax, or campus mail to IE&C (iec@mtsu.edu, CAB 116, or fax number 615-904-8041).

4. If funds are requested for course work, at MTSU or another university, the following form is also required: http://www.mtsu.edu/hrs/forms/FacultyandStaffReimbursementForm.pdf 
5. Access and Diversity Funds for Faculty and Staff are dependent on funding on an annual basis. There is no guarantee that funds will be available. If available, new funding is received on or after July 1 of each year.
6. Applications for funds are accepted from July 1-May 1 each year.

7. One request per person per fiscal year is considered until all applicants have been considered.

8. Submit your Request for Travel Authorization as soon as possible after approved.  This must be completed prior to travel. 

9. All travel claims and other paperwork is due within ten (10) working days after your project/travel is complete. Be sure to have all applicable signatures (department head, dean, etc.) before you submit your claims. Be advised that Travel Claims will be paid in accordance with MTSU policies (e.g. per diem for meals, incidentals, etc.)
10. Along with the claim forms/receipts submit a one paragraph to one page summary of how you used the money and what results were achieved. 

11. Until this application is completed, signed and approved, in writing, by IE&C, no funding is

guaranteed.  

12. Funds MUST be used in the Fiscal Year in which they are requested.  If they are not used in the same fiscal year they will be forfeited and a new application for funding will be required for the new Fiscal Year.  Approval will be based on available funds of that fiscal year.  

