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REQUEST FOR COLLABORATION FORM

Conference and Events – Updated October 2015
Questions? Contact Kevin Klock, Director of Operations; Advisor to the President, at 301-435-1641, kklock@fnih.org
NIH officials requesting support from the Foundation for NIH must first complete and return this form.  This will offer us an overview of the project, officially start the collaboration process and assist in the evaluation of the proposed partnership.
Request Criteria:
· Requests for collaboration and sponsorships must be submitted 6 to 9 months in advance of the event date if fund-raising is required.
· Send the completed request for collaboration to Elizabeth Baden, Badenem@od.nih.gov, for NIH-FNIH collaboration approval, prior to sending Kevin Klock at FNIH.

· Donations sufficient to cover costs must be received prior to FNIH committing to or signing contract agreements with a third party or vendor.
· All donations raised are subject to a 15% overhead fee and any direct labor costs incurred for fund-raising, logistics planning and third party payment processing.
Submission Date:

Name of Event:  

Date(s) of Event:  
Number of Participants:
Contact Information:
1. Name, title, and full contact information of requestor:
2. Primary NIH IC: 
3. Other ICs or government agencies already involved in this project – include names and full contact information:

Will continuing education credits be offered?  
____ YES
____ NO
Program and Event Summary (including anticipated number of attendees):

Sponsor Benefits and Value:

Why is this event of value to the sponsors?  What can the sponsors expect in terms of exposure?  For example: signage, speaking opportunities, materials distribution, access to participant list, attendance at event, verbal recognition.
About the Event and Project:

1. Briefly describe the nature of the project.  What critical needs is your project addressing?  What are the purpose, scope, and goals of your project?  
2. How does this project fit with the mission and priorities of the IC?
3. Identify private partners interested or involved in this project.  Include full contact information for the individual, not the organization’s name only. Private partners can include people from industry, academic institutions, associations, societies, etc.  (Note:  FNIH is able to conduct research on potential donors but it is much more effective to know from you what individuals you have interacted with who might have a particular interest in your event.)
4. Describe your past activities and progress to date for the proposed project including initial meetings and established collaborations or committees.  
5. Approvals:  Identify who at NIH is aware of the project and whether such individuals have approved collaboration with the Foundation.  Depending on the scope of the project, IC Director and the NIH-FNIH Proposal Review Committee approval may be required.
6. Attach any additional background information that will help us in understanding and evaluating the project and collaboration.
What is the role of NIH IC in the project?
1. What are logistical and administrative activities that the NIH IC will be responsible for?  
2.  Has an event venue been reserved?  If so, where?  Who is the contact person at the event venue?
3. What is the timeline for the project?  Include milestones, key activities and pertinent deadlines.
4. How will your project or event be publicized?  Provide contact information for key Communications person.
What is the specific role of FNIH?
1. What are the specific logistical and administrative activities that you wish FNIH to be responsible for?  
2.  What other activities require support from FNIH?  
Budget:
1. Provide a complete budget showing what NIH will pay for and what you would like FNIH to pay for through fundraising.  See attached Budget Worksheet – if any items are not applicable, please leave blank.
2. Please describe any in-kind support and its value. 
3. FNIH generally charges a fee of 15% of funds raised and direct costs.  The total will be determined after the application is reviewed and the scope and budget is confirmed and agreed upon by both parties.  Please note that FNIH does not assume expenses beyond funds available.

Alternative Plan

1. Outline Your Alternate Source(s) of Funding:  If FNIH is unable to raise all the requested funds to support your event, what is your alternative plan?  Please note that FNIH does not assume expenses beyond funds available and will not sign contracts for facilities or services unless funds are in hand.
Total Funds Needed to Support Event:
Amount of Appropriated Funds Available:
Amount Sponsorship Donations Requested:
Total Amount Required for Event:

FNIH Request for Collaboration Conference and Event Budget Worksheet
Event Name:

Event Date(s):

Number of Attendees:

Contact Name, Phone, and Email:
	Type of Expense / Other Direct Costs
	Estimate
	FNIH*

	NIH IC*
	Description

	Event/Conference Venue Rental
	
	
	 
	

	Food and Beverages - Day/Conferences
	
	
	 
	

	Food and Beverages - Special Events
	
	
	
	

	Audio Visual Equipment
	
	
	 
	

	Internet and Electric
	
	
	
	

	Audio or Video Recording
	
	
	
	

	Drayage Company (Exhibits)
	
	
	
	

	Air Travel
	
	
	 
	

	Ground Travel
	
	
	 
	

	Daily Per Diem
	
	
	 
	

	Hotel 
	
	
	 
	

	Speaker Honorarium
	
	
	
	

	Print Materials & Invitations
	
	
	 
	

	Meeting Supplies
	
	
	
	

	Registration Website
	
	
	
	

	Registration Materials
	
	
	 
	

	Registration Fee Processing
	
	
	
	

	Security
	
	
	 
	

	Communications – Press 
	
	
	 
	

	Communications – Social Media
	
	
	 
	

	Communications – Web Site
	
	
	 
	

	Science Writer
	
	
	 
	

	Consultants
	
	
	
	

	Translation or Transcription Services
	
	
	
	

	Other
	
	
	 
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	 
	

	
	
	
	
	

	
	
	
	 
	

	ESTIMATED SUBTOTAL 
	
	
	
	 


*Please indicate which group is responsible for each item.
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