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request for funding for course-related activities
Gallatin provides funding for a variety of academic activities, including entrance fees to museums, tickets for performances, or the pur-
chase of materials related to your course.  Instructors may request up to a maximum of $10 per person, except in the case of theatre 
tickets which are typically more than $10 and for which some additional funding may be available.  This funding is not available for non-
classroom courses such as independent studies and tutorials, and it may not be used to purchase alcoholic beverages for class events 
or outings.

 If you would like to plan an outing or need instructional materials, please submit this form to Mary Witty, director of faculty affairs, 
at least 2 weeks prior to the event date.  If your request is approved, you will receive a set of guidelines that detail the type of documen-
tation necessary for reimbursement.  You should pay for the event (or materials) and then submit your original itemized receipts and 
whatever other documentation is necessary to Sean Roschman.  Once you submit all relevant receipts, the data will be entered in NYU’s 
Accounts Payable Workflow System. You will receive an email from Workflow that will require you to approve the reimbursement; this is 
essentially your ‘e-signature.’ Please note that this email will only be sent to your NYU email account and cannot be opened through an 
email forwarding system. 

 You can expect reimbursement by mail approximately two to three weeks after the date of submitting your receipts.  In some cases, 
Gallatin may be able to fund your request in advance; if you are dealing with a business or organization that can provide an invoice and 
a tax id number, Gallatin can arrange to have a check issued.  Please submit the invoice at least three weeks prior to the event.

name  univ id N 

home address  email address  

  number of students in your course 

phone number  course number 

course title 

have you requested funding for other events in this course?  yes  no 

if yes, how much did you request: 

please tell us what you would like funding for, and please be as specific as possible:

total funds requested:

approval signature
 
  

 amount approved: 
Faculty Affair Director's Signature Date
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