UNIVERSITY OF WASHINGTON, COLLEGE OF FOREST RESOURCES

DISCRETIONARY FUND ALLOCATION AND GUIDELINES

Allocation to _________________________

Budget Number 64-____________________

Budget period:  _______________________

This is to inform you that a new allocation from the George S. Long Discretionary Fund has been credited to your discretionary account.  This is the total allocation for your unit for this budget period. Please adhere to this budget allocation.
Please note the following guidelines for the use of these funds:
The purpose of the allocation is to make flexible funds available to directors and program leaders that will allow them to accomplish the goals of the unit or program.  As such, these funds are to be used to promote and sustain activities that have a broad benefit to the University and the College and a direct benefit of the program or objective for which they were allocated.  Uses that have a benefit ONLY within the program are not permitted.  For example, the funds can be used to entertain external constituents and members of the unit when there is a stated purpose that is consistent with the goals of the unit but may not be used for events or gifts that benefit just the members of the unit.  Birthday celebrations, meals other than hosting visitors, or gifts for faculty or staff would fall under this restriction.  (This is not to diminish the importance of recognizing colleagues for personal or professional accomplishment, but units are encouraged to find other methods for doing so.)
Please note that the University of Washington requires that entertainment expenditures and reimbursement requests clearly indicates the date, business purpose of the event, and the names of the people attending the event.  The CFR Financial Services Office will not process requests for expenditures or for reimbursement that do not have that information or that do not comply with the parameters listed above.

