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Overview

The College of Engineering and Computer Science is appropriating funds for the Senior Design 11
program. This program provides small grants for materials, parts, and supplies to support student
work on design projects. Students are very creative, and their ideas may have potential in the
marketplace. The Grants Program will enable them to execute, test, and evaluate the potential of
their designs, which otherwise might remain only as concepts. Grants are awarded on a competitive
basis, through an application to the Office of the Dean of Engineering.

Application Information

The College of Engineering and Computer Science Senior Design Il Grants Program provides grants
for materials, parts, and supplies to support student work on design projects, (up to a maximum of
$400). Student recipients are expected to use the Grants to execute, test, and evaluate the potential
of their designs.

Application and Award Procedures

Project proposals should be submitted to course professors, who will approve them and submit them
as a group to the Dean. Applicants will be notified of the approved amount. The application
deadline will be set by the course instructor. All applications are to be submitted to the College of
Engineering and Computer Science, Dean Karl Stevens, Science and Engineering building (S&E),
room 308. The application should provide the following information:

Project name.
A brief description of the project.

¢ Name, major, and level, (junior, senior, graduate, etc.), of each student involved in the project -
Note: more is better.

e Name of instructor or project advisor(s).

e Itemized budget request, with justifications.

e A signed statement by the instructor or project advisor indicating their approval of the proposal
and agreeing to abide by the terms of the Grant, should an award be made.
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Grant Terms

For student projects, the course instructor or project advisor will be responsible for oversight of
Grant activities and for appropriate use of Grant monies and compliance with other Grant Terms
indicated herein.

Requests for reimbursement using the check request form (on the last page of this file) must be
accompanied by original itemized receipts. Grant funds are to be used for materials, parts, and
supplies. They may not be used for services, food, travel, or personal items of any nature. Check
request forms must be received in the Dean's office, signed by the student's advisor or professor,
due no later than the day after your final presentation. Check requests that do not meet deadlines
cannot be honored; these expenditures will remain the responsibility of the person(s) who made
them.

Grant recipients must provide a brief final report, (not to exceed two pages), describing the outcome
of the project and providing a final accounting of Grant expenditures. This report should focus upon
the technical aspects of the project and should include an assessment of the extent to which the
expected outcomes of the Grant Program have been met. One hard copy and one soft copy of the
report are required. A photograph, (digital preferred), illustrating some feature of the project must
accompany the report.

Procedure to Purchase Items on Approved Projects

Once an application has been approved purchases may then be made up to the authorized amount.
Each group must appoint a treasurer. The treasurer will coordinate the spending of each member to
be sure that the group does not go over their awarded amount.

All purchases must be approved by the group's advisor prior to being submitted. We suggest that
the advisors not approve purchases until after the team leader or team treasurer approves them.
This will provide the team with a mechanism with which to manage their allocated budget.

When completed all purchase requests should be submitted to:

Ms. Lise-Anne Proulx

College of Engineering and Computer Science, Office of the Dean
Science and Engineering building (S&E), room 308

E-mail: proulx@fau.edu

Phone: (561) 297-4480

Three ways to make a purchase:

1. REIMBURSEMENT:
Purchase the item using your own credit card or cash. You must keep the original sales receipt and
credit card receipt, if applicable.

Complete the Check Request form. Use one line for each receipt. Under the “Description” column,
state “Items for Sr. Design Project” and the vendor name. Do not itemize each item purchased.
Attach original receipts to the check request form in the same order they are listed on the form.

The professor or advisor and the lab manager must sign and date in the appropriate boxes. The
student signs under “Preparer Signature.”

NOTE: No individual may claim reimbursement for purchases made by another. Each student must
complete his or her own check request form, only one check is issued per check request.


mailito:proulx@fau.edu
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Directions

e Tape or staple the receipts to a full-sized piece of paper in the same order they are listed on the
check request form, (DO NOT tape over or highlight anything on the receipts), then make two
copies.

¢ Make two copies of the check request form.

¢ Submit to the Dean's office the ariginal reimbursement form with the receipts attached, and a
photocopy of the entire packet, including receipts. In addition, keep one copy for your records -
Note: make sure that the copies are legible.

If you are employed by the University and have direct deposit, the reimbursement will be deposited
directly into your checking account. Otherwise, the check will come back to the Dean’s Office. You
will then be notified by the phone number, or by the e-mail address that you provide on the check
request form, so be sure to complete these legibly.

2. PURCHASE REQUISITION:

For large purchases, or if for any reason you wish to use the University’s purchasing system to make
a purchase, get your quote and complete a Purchase requisition. You can obtain this form from the
office of your academic department. Leave the account number blank. Have your advisor approve
the purchase requisition, and then bring it to the Dean’s Office.

3. UNIVERSITY PURCHASING CARD:

Ocean Engineering, and Computer Science and Engineering have personnel who have University
purchasing (i.e. credit) cards. These cards may be used to make purchases by phone or online. If
you choose to make your purchase this way, you will have to work with the person who has the
card. Copies of these receipts must be brought to the Dean’s Office for approval prior to purchase.

Rosemary Stewart in Computer Science and Engineering has a card and she can be reached at 561-
297-2822 or rosemary@cse.fau.edu. You must go to the cardholder with all the necessary
information, (i.e. website and/or phone number, and a full description of the item including any
product identification numbers). Note: this information needs to be approved in advance by your
team leader and project advisor.

Contacts

If you have questions, please check with your project advisor. If you need further information you
may call Ms. Proulx or Ms. Rowan listed below.

Ms. Lise-Anne Proulx

College of Engineering and Computer Science, Office of the Dean
Science and Engineering building (S&E), room 308

E-mail: proulx@fau.edu

Phone: (561) 297-4480

Ms. Gyll Rowan

College of Engineering and Computer Science, Office of the Dean
Science and Engineering building (S&E), room 308

E-mail: growan@fau.edu

Phone: (561) 297-3453

THE DEADLINE IS THE DAY AFTER YOUR PRESENTATION


mailto:rosemary@cse.fau.edu
mailto:proulx@fau.edu
mailto:growan@fau.edu
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Parts Return Instructions

All purchased parts turned in for reimbursement are added to the inventory of parts available for
checkout by future Engineering Design Students.

Procedure to turn in parts:

Bring one completed packet containing an “Advisor Signed Reimbursement Voucher”, all your
receipts and all the parts that were used to S&E 340. Hank VanSant, the Lab Services Coordinator,
will go over every item on each receipt that is being claimed for reimbursement and match it to the
part, (this is where it is important to ensure your receipts are in the order that they are listed on the
Reimbursement Voucher). If you bought a box of screws and did not use all the screws in your
project you must bring in the leftover screws, etc. If an item came with a manual, instructions, CD,
software, cables or a protective case, etc. that must be turned in also. Once everything has been
accounted for Hank will initial/sign your Reimbursement Voucher and then you may turn in your
packet to the Dean’s Office.

Location:

Hank Vansant

Lab Services Coordinator

College of Engineering and Computer Science, Office of the Dean
Science and Engineering building (S&E), room 340

E-mail: vansant@fau.edu

Phone: (561) 297-3416



mailto:vansant@fau.edu

Fﬁl | FLORIDA ATLANTIC UNIVERSITY
— CHECK REQUEST

FLORIDA
ATLANTIC
UNIVERSITY
Payees Full Name Department Name
| | Dean’s Office, College of Engineering and Computer Science |
Street Address City State  Zip
Payee’s Z number Phone Number E-mail Address

Original receipts for all items equal to or greater than $1.00 must be attached to a separate sheet and submitted with this Voucher

Index Account Code Description Amount

B60003 391000

Advisor’s Signature Lab Manager’s Signature

I'hereby certify that the amounts scheduled above are true in all respects and were expended for State purposes by the payee and that payment

therefore has not been received.

Authorized Signature

Preparer 's Signature

Title Title

Date Date
Extension Extension
I confirm that I have received the check and it will distributed immediately.
Authorized receiver Date

Controller’s Office use only

Z number Reviewed by Date

Reset Form
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