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West Hills Neighborhood Council

  First in the Valley

Request for Funding Submission Form
  P.O. Box 4670 

  West Hills, CA 

  91308-4670

  818-719-8656

  mail@westhillsnc.org 

  www.westhillsnc.org
All requests for funds from the West Hills Neighborhood Council, WHNC, must be submitted to the Chairperson of the WHNC Budget committee. The requestor, or a delegated alternate, may appear before the committee to present the request. The committee meets monthly. Please consult the WHNC web site for date, time and location. The committee will submit all requests, with a recommendation, to the Board of the WHNC at the next board meeting for approval of the committee’s recommendations.
Instructions:

This form is designed to capture as much relevant information in advance of any meetings.  The goal is to provide the history, background information, names and roles of individuals that you have been in contact with or are somehow related to this request and their contact information, along with any and all details that are relevant to the funding request. Particularly necessary is a statement about how this activity/event will be of value to the stakeholders of West Hills.
Budget Process:

1. Form emailed, or otherwise presented, to Budget Chairperson.  Keep in mind the fact that DONE may take considerable time to write a check; 
2. All requests for purchases must include a copy of an invoice for the purchase (no estimates allowed)

3. Budget requests will be discussed and voted on by the Budget Committee at the first meeting after receiving the request.
4. Requestor, or designated alternate, should appear before the Budget Committee to explain the request. If the requestor is not present at the meeting, the committee will notify the requestor by email of the committee’s decision.
5. If the request is recommended by the Budget Committee for council consideration, it will be placed on an agenda of the next available monthly council meeting;

6. The full board will receive copies of the request with the committee’s recommendation(s). The board must approve the request before it can be submitted to the Department of Neighborhood Empowerment , DONE, or other appropriate city agency, for its approval and payment.

7. If the requestor is not present at the board meeting, results of the board action will be sent by email to the requestor.
8. If the funding request is approved, DONE, or other appropriate city agency, will send the required check to the applicant listed on this document.

9. All funds must be used within 180 days of approved request.

10. All requests will be acted upon in order received.

11. No requests will be accepted after March 30th for the current fiscal year.
WEST HILLS NEIGHBORHOOD COUNCIL

Budget Request
Please print legibly or type









          Date of submission: 



Committee Name:  






 

Chairperson/Stakeholder ______________________________ Phone:  





Email Address:  












Event/Activity __________________________________________________________________
Amount Requested:  $






Justification for request. This must include a statement about how the event/activity will benefit the stakeholders of West Hills: _______________________________________________________________________________________
(Attach additional pages if necessary)
Name of vendor (If applicable) ______________________________________________________________

Address _____________________________________   Phone ____________________________________

Attach copy of invoice from vendor  ____  IRS W-9 included? (Y) ___    (N) ____
Would you like to present your funding proposal to the Budget Committee? 

Yes______ No________ If not, will someone represent you, if so who? ____________________________
Would you like to present your funding proposal to the West Hills Neighborhood Council?   


Yes_______ No_______ If not, will someone represent you, if so who? ____________________________
Description of the proposed use of the requested funding (Attach as many sheets as necessary): 
List other organizations that may be contributing to the proposal:






FOR COMMITTEE USE ONLY:

Budget Committee Date:  



 Approved:  

 Denied:


More Info Needed:  Yes______
No 

 Contact Date 






Recommendation to the WHNC:  Date 


 Contact Date 





Presentation to the WHNC:  Date  


 Approved 

 Denied 



Paperwork forwarded: Yes 

 No 

 Contact Date: 





Forwarded to DONE or other appropriate city organization: 
    Approved 

  Denied 

 Date Sent:  



Check Cut and Sent: Date 


 

□ NC Board Member Reimbursement


□ Outreach
□ Purchase Order





□ Neighborhood Improvement Project

□ Advance Payment





□ Neighborhood Purposes Grant









□ Other: ​​​​​​​​​​​​​​​​​​​​_______________________









________________________________









________________________________











PAGE  
3

