Kutztown Undergraduate Research & Creativity Fund (KURCF)
Grant Guidelines

Read through the guidelines prior to completing your application. If you have questions after reading through all of the guidelines, please contact the Office of Grants & Sponsored projects at 484-646-4167.   

Eligibility 
Students must meet the following eligibility criteria throughout the duration of the project, from the time the proposal is submitted until the time the project is completed:
· Full-time enrollment at Kutztown University (not part-time)
· Undergraduate status (not faculty or graduate students) 
· Not received earlier funding from the KURCF during the academic year
A seven-week window following graduation day exists for students who complete research as a senior and will present their findings at a national scientific conference shortly after graduation. 
Proposals must be submitted and approved prior to the research or travel for which funds are requested.
Please contact the Office of Grants and Sponsored Projects if you have questions.
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What We Fund
[bookmark: _Toc177662541]Research Materials Grants 
· Covers costs of materials that are not routinely available in Kutztown University labs or classrooms but which are necessary for a specific extracurricular research project.
[bookmark: _Toc177662542]Research Travel Grants
· Covers costs involved with travel to perform research at distant locations
· Facilities with instrumentation unavailable at Kutztown University
· Field research sites
[bookmark: _Toc177662543]Presentation Travel Grants
· Covers costs for travel to present completed research at professional conferences
· Acceptance of your abstract by the hosting conference is a required element of Conference Presentation Travel Grant proposals.
We recommend that you submit proposals for Presentation Travel Grants two months prior to your conference date to ensure time for review and revision (if needed), and time to plan and process travel following KU policy and procedure.



[bookmark: _Restrictions_–_What][bookmark: _Toc177662544]Funding Limits
Funding is limited to $1,000 per grant. Students are limited to one (1) funded grant per student per academic year. Projects involving multiple students are welcome, but the funding cap is per project, not per student. 
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What We Do NOT Fund 
· [bookmark: _Toc177662546]Ineligible people and project types
· Travel, wages, or any other expenses for faculty
· Travel, wages, or any other expenses for graduate students
· Travel, wages, or any other expenses for part-time students
· Travel to conferences for which abstracts have not been accepted by the conference organization
· Tuition or other funding to attend classes, seminars or workshops.
· Experimental costs for research studying animals without prior IACUC approval or people without prior IRB approval
· Software and/or hardware already available at Kutztown University
· Costs for chemicals or other materials already available from Kutztown University departments and labs
· Costs for materials for use in classes or labs taught at Kutztown University (KURCF funds extracurricular projects, not projects done as part of your regular coursework) 
· Costs for potentially dangerous research materials for which the faculty and student are not trained in safe handling and use
· Honoraria or gifts for participants in studies
· Wages for student workers or researchers
· Student living expenses while doing research at Kutztown University

Note to faculty research advisors: This program is not intended to fund faculty or graduate student research projects.  Please visit the website for the Office of Grants & Sponsored Projects for help finding funding opportunities for faculty and/or graduate student research projects. 

[bookmark: _Toc177662550]Instructions for Proposal Submission
Before writing a proposal, please review the application template in detail. Contact the Office of Grants & Sponsored Projects if you have any questions about how to complete the application.  
· [bookmark: _Toc177662552]Complete the proposal using the application template
· Sign the signature page and have your faculty advisor sign
· Email the full proposal (signed cover page, completed application template, detailed budget, conference acceptance, conference abstract) to Heather Arbuckle at arbuckle@kutztown.edu
· Name the subject line of your email - "KURCF - Proposal - your name" 
The deadline for written proposal submission is one week prior to the meeting dates of the committee. The committee meets monthly throughout the fall and spring semesters. Please check the KURCF website for specific deadlines dates. The KURCF committee will contact you if you have been approved or if revisions are needed. 
Please minimize discipline-specific jargon so readers OUTSIDE of your specific discipline can readily understand the proposal.  Unclear proposals will not be funded.
If this is a Conference Presentation Travel Grant proposal, the proposal may be submitted prior to acceptance of your abstract, but potential funding will be contingent upon acceptance by the hosting conference, in addition to an affirmative approval of the KURCF committee.
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Budget Overview
You must provide clear calculations for each item in the budget. Include how you arrived at the total cost for each line item (for example: cost per item × quantity). Budgets that are vague or not itemized may be returned for revision. Below are some of the items that can be funded. Review the instruction below as you develop your budget on the application.
Conference Registration Fees:
If you are requesting funding to present at a conference, you may include the conference registration fee in your budget. Please include: the conference name and the exact registration cost. Attach a copy of your acceptance letter or email to your application.
Meal Expenses (Receipts Reimbursed up to Per Diem Amount):
If you are requesting funding for meals during travel, you must use the federal per diem rates established by the U.S. General Services Administration (GSA). These rates vary by location and represent the maximum allowable daily amount for meals and incidental expenses (M&IE) during travel.
Students must look up the appropriate per diem rate for the city and state where travel will occur using the GSA website: https://www.gsa.gov/travel/plan-book/per-diem-rates
Students must provide all itemized receipts for food purchased to be reimbursed. Students will only be reimbursed up to the allowed per diem rate. Receipts must list each item purchased.
Mileage (Travel by Car):
If you are requesting reimbursement for travel by personal vehicle, mileage must be calculated using the current federal mileage reimbursement rate.
Current reimbursement rate: $0.725 per mile
Calculate the round-trip distance between the starting location and the conference location.  Starting location can be either Kutztown University or your home, whichever one is the shortest to the conference location. 
Hotel / Lodging:
If overnight travel is required, students may request funding for hotel or lodging costs.
Locations within driving distance to Kutztown will generally not be considered for overnight accommodations.
Students are encouraged to check the GSA lodging per diem rate for the destination city to estimate an appropriate nightly rate.
https://www.gsa.gov/travel/plan-book/per-diem-rates
Include the number of nights × estimated nightly rate in the budget calculation.
Air Travel:
If your project requires air travel, students should request the estimated cost of a reasonable economy/coach airfare.
Use a standard travel site (such as airline websites or major travel booking sites) to estimate the cost of a round-trip economy ticket.
Include:
· The estimated airfare cost
· The departure and destination cities
· A screenshot or quote from the travel website
Material and Supplies: 
If your research or project requires materials, supplies, or equipment, these expenses may be included in your budget. However, students must also provide a separate itemized list of all materials and supplies in the Budget Notes section.
The itemized list should clearly show:
· The name of each material or supply
· The cost per item and quantity requested
· The total cost calculation
Avoid grouping multiple materials together into a single line item (for example, “Lab Supplies – $200”). Instead, list the overall category in the budget table if necessary, and provide the full breakdown of individual items in the Budget Notes. Only request materials that are necessary for completing the proposed project.
Kutztown University policy and procedures must be followed when purchasing items. Items purchased are considered property of Kutztown University. For example, if supplies are purchased for a lab, any supplies not used remain in the lab for other use. 
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